Cardholder Guidelines for Approving and
Re-allocating Transactions in Access Online

Prepared by:

Office of Procurement and Property Management,
Charge Card Service Center (CCSC)



Use the following address to log in to Access Online (AXOL): https://access.usbank.com.

Enter the Organization Short Name (USDA), User ID & Password; and click Login.
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After logging into AXOL, you will be re-directed to the HOMEPAGE pictured below.
You will use the Navigation Bar in the left blue box to navigate within AXOL.
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To locate transactions, select Transaction Management.

Then select Transaction List.
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My Personal Information transaction information
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Select the transaction you want to approve by clicking on Trans Date.

U.S. Bank Access Online

Active Work Queue
Account Administration
Transaction Management

Transaction Management ’ * Log Out
armtiin 1 14k Card Account Summary with Transaction List

Account Information
Reporting Card Account Number; ™™™ ™"2384, CAROL ADAMS
iy Personal Information

-] Card Account Summary

Home Account Number, ©..2364
Contact Us Account Name: CAROL ADAMS

ABiIiing Cycle Close Date: Imzl

7 Total Transacfions: 584011 5 Final A;}ffrnued Tranzactions:  §0.000
PLEASE NOTE: : Reallocated Transaﬂmqs: $0.00 0 % F|p-é| Approved Transactions: 0.0% 0.0%
- % Reallocated Transactions: 0.0% 0.0%

@ Open Account

Youcan
change the_::
Billing Cyclé
Close Date to

[+] Search Criteria Return to fop

see all -] Transaction List
transactions

that have not Records 1-5 of 5
been apprQVed Chack All Shown | Unchad All Showe

[re-allocated Select Status Approval Status Trans Posting Merchant City/State Amount Detail €+ PurchaselD

by using the Z ate Date
TorT 1208 UPS0000632458 800-811-1648, GA §583.47 @ (€& REF#NOTAVAILAB

menu and ' 12008 UPS"0000B9246811292008 800-811-1648, GA $226.01 @ (€ 00006924681129200
selecting “All”. i 1208 FEDEX 867358680850 B00-4633339, TN §517 @ (e 867358699990
FEDEX 851110395370 B00-4623339, TN $20.29 @ (& 851110395370




This screen will list all your open transactions.
The Approval Status will show “Pending” or “Pulled Back”.
Select the transaction you want to “approve” by clicking on the Trans Date.

Active Work Queue
Account Administration
Transaction Management

Account Information
Reporting
My Personal Information

Home
Contact Us

PLEASE
NOTE:

Only the
current
Billing Cycle
transactions
appear. Use
the arrow to
display other
options.

To see all
your
pending
transactions,
select the
option “All”.

v Billing C\rc:l_e Close Date: |0D9n 'i m

0}
. 0

'!' Vel

Tl‘ansactmn Management
Carﬁ Account Summary with Transaction List

[-] Card Account Summary
Account Number.
Account Name:

@ ..2364
CARCL ADAMS

$907.51 &
$0.00 0
0.0% 0.0%

FinalApprovaq.ﬁ‘?ansactions: §0.000
% Final App.wﬂtsd Trangactions: 0.0% 0.0%

Total Trangactions:
Reallocated Transactions:
% Reallocalgd Transaclions:

© Open Accodnt

[+] SearchCriteria

-] Transaction List

Records 1-8 of &

Check All Shown | Uncheck All Shown

Select Status - Approval Status Pesting Merchant

- Date Date
Pending 12009
Pending

City/State Amount Detail

METRO OFFICE PRODUCTS 877-6387641, TN §67.40

12/08 UPS*0000692468 800-811-1648, GA §583.47
12/08
12108

12i08

UPS*000069246811282008 B00-811-1648, GA
BO0-4633339, TH

B00-4633339, TN

§226.1
$20.29
$5.17

Pending

Pending FEDEX 851110395370

Pending FEDEX 867358700005

Pending 12108 FEDEX 867358659590 B00-4633339, TN §517

Purchase ID

EGAKGP3328E

REF # NOT AVAILAB
00006524681129200
851110385370
867358700005
867358689990




Step 1: The first screen shows a summary of the transaction you have selected to work
with. Click on the Allocations tab.

w Log Owut

Transaction Management
Transaction Detail

Prodhuact: Puichasing Cand

Fccousnt Mumbes: 4242123412341 234, JANE DOE

Status Match Tran Date Posting Date RMerchant CtyState Armoasnt Purchase D v Rccounting Code
o7Frz2o OFF2Z - OFFICE DEPOT #2877 BLUE ASH, OH 35827 00287148475
@ [ ] @ Drisputed {:j H;Ih;hed Mk Excepltion (A% Realiocated

Summary | Matched Order | Allocations [ Transaction Line ltems [ User Line items | Tax Data [  Comments [~ Approval History |

The Summary tab shows high-level ransaction informaltion

The review status cannot be changed because the review day limit has been reached.
To approve and forwanrd the transaction, click “"Approwve™

To infliate a dispute, click the "Dispule Transaction™ link

Transactior Reference Informatiorn

Date: OFF20r2005 Billing Cycile: Open

Purchase ID: 00287148475 Posting Date: OF 222005

Total Armouwnt: 5827 Reference Number: 244457452021 92048565539
Anthorization Mumber: 000955

MMemo Post: Wes
Extract Dateis)

- g-gg Most Recent Standard Financial Extract:
Freight: " General Ledger Extract:

MMerchant CcCurrency
Marme: QOFFICE DEPOT #2287 Source Curmencys .S Dollar
CityrState: BLUE ASH, OH Sowurce Currerncy Armmt: S8 27
Tramsaction Type: SALES DRAFT
FACC Code: 5943
MICC Description: STATIOMNERY

STOREMSUPPLIES

Dispute Sales Draft Regquests Dispule Trancaclion
Dispute information is onby reflected for - none

dispules submitted through this system.

- None




This page shows the accounting string. You can re-allocate a transaction on this screen.
Use the scroll bar to move the screen left or right to view the entire accounting string.

Trans List

Transaction Summar)é

Status Tran Date Posting Date Merchant City/State Amount Detail €* PurchaselD A*  Accounting Coie

1205 22008 UPS*000069246811202008 800-811-1648, GA $226.01 (@ (er 00006024681120200 (A% FAI0O] |84 (02084 |||1]|]ISTO |PCI2240|

(© pisputed @, @ 7ians Detail Level EF Extracted A* Reallocated

Summary Allocationé ruwmms r Comments r Approval History |

The Allocations tah ﬁrnw‘des the ability to reallocate a transaction by changing the accounting information 1o
allocate an amount fo a different cost center. The reallocation can be to ane of to multiple accounting codes.

You can allocate amfoums by dollar amount or percentage. Total allocation amounts must egual 100% of the transaction. To allocate to additional accounting codes, click the “Add" button.
After adding, modifyihg or deleting allocations, click the "Save Allocations” button to save changes.
"= required Allocation Source: User Last Changed By, ADAMS, CAROL L
Amount Percent Accounting Code - Segment Name (Length)
AGENCY (2) BBFY (2) EBFY () FUND {&) SUB ORG (2) PROGRAM (3)

22601 or | 100009 [64 Q [b2084  Q

By scrolling right, you will be able to view the rest of the accounting string.

Q, search

Remove

Total Allocated: | g 22601 | 100009%  ApplyAccounting Code: | =l
Amount Remaining; $[ 0.00 | 0.00 % Additional Allucatinn(s):! 1

Note: Rows marked:ﬁm deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

== Back to Transaction List

R27.0017.0 ush col 11




Check the accounting segments. Enter your document control number (may also be
referred to as your agency reference number or agency log number) in the field
designated as DCN (FAS only).

Pull the scroll bar back to the left side of the screen to begin the search.

B "Add" button,

PROGRAM (=) JOB (g) REPTG CATEGORY (4) COST ORG (7) COST SUB ORG (z) DMISION (4) SEC1 (a) SuUB BOC (2) BOC (1)

[ a [ a [T a [ [FTo a [PC [22a0 | ~q

A

Accounting Segments




Click the “magnifying glass” next to any field on the accounting segment line. Clicking
the “magnifying glass” allows you to search for other valid accounting codes.

Trans List

Transaction Summany

Status Tran Date Posting Date Merchant City/State Amount Detail €+ PurchaselD A*  Accounting Code

12105 12108 UPSTUUUBQ?EBH?Q?UDB 800-811-1648, GA §226.01 () (E# 00006924681129200 (A% FAJ09| (84 102084 |(|]]]1ISTO |PC|2240|

.

i = o~ %

() Disputed ), @ Trans Detail Level EF Exdracted A¥ Reallocated
.

.
Y
L

Summary | Allocations ruwwms r Comments r Apv_ro-.rall-islow |

The Allocations tab provides the ahility to reallocate a tranSaction by changing the accounting information to
allocate an amount to a different cost center. The realiocation can be to one of to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Tokal allocation amounts must egqual 100% of the fransaction, To allocate to additional accounting codes, click the "Add” button,
After adding, modifying or deleting allocations, click the "Save Aipcations” button to save changes,
"= raguired Allocation Source: User Last Changed By: ADAMS, CAROL L

Remove Amount Percent Accountiag Code - Segment Name (Lenith)
AGENCY (2} BBFY (z) EBFY (2) FUND (&) ORG (7) SUB ORG (2) PROGRAM ()

22601 o | 100004 [o2084

0 search

Remove

Total Allocated: $| 22601 | 100.00 % Apply Accounting Cuda:r El L Apply J

Amount Remaining; g 000 | 000 additional Allocationgsy, | 1 LD

Note: Rows marked for deletion are subfracted from Total Allocated and Amount Remaining values,

Save Allocations

== Back to Transaction List

727 Ob17.0




To narrow and expedite the search function, at minimum, it is suggested that you enter
~AGENCY and SEC1 fields. Limit your search criteria to 3 segments or less.
Next click Search. ..

.
.
.
Yo

Te,
.
.
.
.
a,

Personal | Busness | Institution / Government | About U.S. Bancorp

| .
‘ @bank ' U.S. Department of Agriculture

tht——i@
U.S. Bank Access" Online

Active Work Queue

Account Administration r - -
Transaction Management 'l:'ranaactlon Detall
ranssction List Search & Select Valid Value SEC1 field can
Account Information : 0
9R0OMING Toe values of the segments listed below have an interdependent relationship which requires them to be be viewed
My Personal Information selected atthe same time. Enter full or partial segment values, segment value descriptions. or leave blank to when scroIIing
view all valid combinations. Then click the “Search” button .
: to the right.

Home AGENCY (2) BBFY (2) EBFY (2) FUND (6) ORG (T)

Contact Us Value
Bescription
i Search

Type! | | Beging with + Begins with Begins with '+ Begins with « Begins with +

u@:laf 25 ¥ Valuesperpage | PLEASE NOTE:
If you know your Program Codes, delete the information appearing in
that space and enter the last 9 digits of the correct accounting code.

Search

== Back to TM Allocations




Use scroll bar at right to move to the bottom of the page to select the appropriate

---------------------------------------------------------------------------------------------------------------------------------------------------------------- (9

accounting segment values. Click Select to populate the accounting segments in the
appropriate fields. :

0
0
Q

*Note: Limit search criteriato 3 segr.\jénls or less
Home AGENCY (@) BBFY (2) EBFY (2) FUND (6) ORG (7)
Contact Us Value: D3
Description;
Search | .
Type: E_Begin_s x:mh W Begin_s with v' lBegins \_-.'i!h W Elegins with .EEEQ"_F'S wi_’gh i

Display |25 & Vaﬂ]espernage

Select a valid¥alue from the results list below
Records 1 -::.:f.'l
Segment Value
AGENCY BBFY  EBFY SUBORG  PROGRAM JOB  REPTGCATEGORY COSTORG  COST SUB ORG

013635910
013635910

== Backto T Allocations

© 2009 U.5. Bancorp R27.20b8.0 ush col 14




Select the Save Allocations button to save the change.

: "
My Personal Information

Home
Contact Us

0 'Reu_uest has been successfully completed.
Trarisadinn&mnw
Status TranDate Posting Date Merchant City/State Amount Detail €+ Purchase D A Accounting Code

12/06 1208 FEDEX 851110385370 800-4633338, TN $2029 @) (E# 851110395370 (A> FA|09|[84 [02084 |[||]]]ISTO |PC|2240|

© Bisputed @, @D 7rans Detail Level EF Extracted B* Reallocated

Sq:rmuy | Allocations rTra'lsaciiJnLine tems [, User Line tems r Comments r Approval History J

Tlie Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
altocate an amount to a different cost center. The reallocation can be to ane orto multiple accounting codes.

‘ﬂiu can allocate amounts by dollar amaunt ar percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click th
After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.
*2 required Allacation Source: User Last Changed By, ADAMS, CAROL L

Remowe Amount Percent Accounting Code - Segment Name (Length)
AGENCY (2) BBFY (2) EBFY {2) FUND (&) ORG (7) SUB ORG (2)

2029 g | 100.00 s, 02084 Q

Qé Search

Remove

Tfila'ﬂ"ﬂﬁﬂtﬂd: sl 20.29 | 100.00 b Apply Accounting nge:l j m

Amount Remaining: 3l 000 [ 000 addtional Alocationsy: | 1 CRALID

Né!e: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

=< Back 1o Trangaction List




Step 2: Now select the Transaction Line Items tab.

My Personal Information

O Request has been successfully copleted.

Home Transaction Summany
Contact Us

Status TranDate Posting Date Merchant City/State Amount Detail €+ PurchaselD A*  Accounting Code
12106 12908 FEDEX 851110305370 800-4633338, TN §2028 @ (&r 851110395370 (R FAJ09] |34 |02084 ||| ]]]]ISTO |PCI2240]

(© pisputed @ @D Trans Detail Level EF Edracted ¥ Reallocated
AV
Summary | Alocalions I’Trmsadbnlinenexfts r User Line tems r Comments ’/ Approval Histary ]

The Allocations tab provides the ability to reallocate a transaction by changing the accounting infarmation to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.
You can allocate amaounts by dollar arnount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click thi

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.
* = required Allocation Source: User Last Changed By ADAMS, CAROL L

Remoe Amount Percent Accounting Code - Segment Name (Lenth)
AGENCY (2) BBFY (2} EBFY (2) FUND (&) SUB ORG (2)

2029 gr] 100.00 4 02084

Q, Search

Remove

Total Allocated: sl 2029 ] 100.00'% Apply Accounting Cude:l j m

Amount Remaining: g 000 | 0009 aadtional Atocationcsy: | 1 ORI

Note: Rows marked for deletion are subtracted from Total Allacated and Armount Remaining values.

Save Allocations

=< Back to Transaclion Lis




Note this tab (shown below) will only appear if the merchant provides the information.
Review the information for accuracy.

Summary | Matched Order | Allocations | Transaction Line lems | UserLine lems | TaxData | Comments | Approval History

The Transaction Line fems tab shows the details provided by the merchant of all line itams with the transaction. This tabwill only appear
ifthe merchant has passed the level 3 data aboutthe transaction,

Recards 1.3 of 3

Product Htem Oty Unit of Unit  Lineftem Lineem %of Trans Kem Commodity
Code  Description Measure  Cost Tax Amount Total  Amount Code

0156556 SHEETPROTECTORNONSTCKH 50000 NME  5.9400 §0.00 2985  81.40% 0156556
0679624 CORWOD12425-PKEPINDL 20000 NMB 80000 3000 1600  2746% 0679824
0933531 INDEXINSERT 11x8.5 CLEA 40000 NMB 21800 $0.00 876 1503% 0833531
Records 1.3 of 3




Step 3: Next click the User Line Items tab.

Py
.
.
.

' lulybersﬁnal Information

Transaction Summary

Amount Detail €+ PurchaselD A*  Accounting Code

@i & 851110395370 (A FAI09]|84 (02084 (| [1]1]ISTO |PCI2240]

Status TranDate PostingDate Merchant City/State

12406 12408 FEDEX 851";‘103953?0 800-4633338, TN §20.28

Home
Contact Us

@ Disputed (@, @ Trans Detait Level EF Btiacied "-{“ Feallocated

Summary | Asocations | Transaction Line fems | User Line tems | Comments | Approvai History |

The Summary tab shows high-level transaction information,

To approve and forward the fransaction, click "Approve",
To initiate a dispute, click the "Dispute” button.

Transaction
Date:
Purchase ID:

Reference Information
Billing Cycle: Open
Posting Date: 121082008

12/06/2008
851110395370

Total Amount:
Mema Post:

Sales Tax:
Freight:

Merchant
Name:

City/State:
Transaction Type:

MCC Code:
MCC Description:

20,29
Yes

0.00
2029

FEDEX 851110395370
800-4633339, TN
SALES DRAFT

4215

COURIER SERVICES-
AIRIGROUND

Reference Number:
Authorization Number:

Extract Date(s)
Most Recent Standard
Financial Extract:
General Ledger Extract:
Payment Extract:

Currency
Source Currency:
Source Currency Amt:

24164076341741073603602
066101

1210812008

LLS. Dollar
20.29

Dispute

Dispute History.

Dispute information only reflects the last dispute filed
for this transaction. More information available in

Sales Draft Requests

* [ione




The User Line Item tab provides the ability to enter details about the purchase. If you
need to enter information for several line items, click the Add button and new rows will
display on the tab.

( Bamwnary | Maichad Oter [ Mdosatoms [ Tiumacton e Rems | Liner L e | T D | Commants [ Aproval ey |

e Lo o [ Lo A |

It Lkt Line e b Sb provides T Sbiidy bo erde the ditals of I bne deims wilhen n 4 Sanaaction

"= pppud

Hirniae o] e ity Uil il [ T by 1 iewt Eemn L Wi ol Tiams  Rown Commodiy sagn Code sl Code
[ Uiy i Miakime Cinst T Al ] Amind  Cod

£ | | omdjewn  ®| 000 ) 000 | 000w | | |

Ch il abss | Unatadiafl fosss A ’ <3 ]5[1“ | Blls  Souce Codes '.:",:1, .._.". ﬂ'-'.u.
L Rvove Lot - 0y

% | 6l

Note: The Item Description and Line Item Total bevocnd Remainng. | un | 0y
are the only required fields.

Tiokal Triaoeiinihon T [ 156 | E”'I.

QR G Livd it & Livie Movi Adhsl afsderi




Step 4: Next click the Comments tab.

I'u'ly:Persﬂnal Information

Transaction Summany
Status TranDate PostingDate Merchant City/State Amount Detall €+ PurchaselD A*  Accounting Code

FEDE}{9511103953?[5"“800-4333339,TN $2029 (@ €r 851110335370 (R* FAJ09||84 102084 ||||||||STO |PC|2240|

Home
Contact Us 12106 12/08

03
»

© pisputed @, @ Trans Detait Level EF Extracted A Ftullocated";“

Sumimary r Alocalions [ Tranzaction Line tems r Uzer Line tems r Comments [' Appraval History ]

Transaction
Date:
Purchase ID:
Total Amount:
Memao Post:

Sales Tax:
Freight:

Merchant
Name:

City/State:
Transaction Type:
MCC Code:

MCC Description:

Approve

To approve and forward the transaction, click "Approve”,
To initiate a dispute, click the "Dispute” button.

12/06/2008
851110385370
2028

Yes

0.00
2029

FEDEX 851110393370
800-4633339, TN
SALES DRAFT

4215

COURIER SERVICES-
AIRIGROUND

The Summary tab shows high-level transaction information,

Reference Information

Billing Cycle: Open

Posting Date: 1210812008

Reference Number: 24164078241741073603602
Authorization Number: 086101

Extract Date(s)
Most Recent Standard
Financial Extract:
General Ledger Extract:
Payment Extract: 12/08/2008
Currency

Source Currency: .S, Dollar
Source Currency Amt: 20,29

Dispute

Dispute History.

Dispute information only reflects the last dispute filed
for this transaction. More information available in

Sales Draft Requests

& fone




Enter the Information on this page as follows:
:+-(1) Conv. Checks TIN# - If a convenience check was written, enter the merchant’s TIN;
:| (2) FPDS_NG/SF281 - Enter “22” if the amount of the transaction is over $3000.

Contracting personnel shall prepare an FPDS-NG report.

Home Status Tran Date Posting Date Merchant City/State Amount Detail | €+ Purchase ID A+ Accounting Code

Contact Us 12105 12/08 UPS*000069246811292008 800-811-1648, GA $22601 (@@ :Er O00006924681129200 (A> FAJ0O||84 02084 ||||]||ISTO

@ pisputed @, @ Tians Detail Level EF Extracted B¥ Reallocated

Summsary rAII:inns r Lizer Line kems: rCOmmems r Approval History

The Comments tab provides the ability to enter comments specific to your organization that enable the
gathering of addilional information about a transaction,

Coimy. Checks TIN#

S 1

FPDS_NG/SF-281

A

=
H

Comments Field 3
Weekly shipments ending 11/29/08

I

Goods Recvi Date
12/0472008]

AL

(ML

=< Rarktn Trancartinn | ict




Enter the information: (3) Comments Field 3 and (4) Goods Recvd Date
Then click on Save Comments. Select the Summary tab.

............ R R EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE S
.

Home
Contact Us 121'055 12/08 UPS*000069246811292008 800-811-1648, GA $226.01 (D (E# 00006924681129200 (> FA|0O| (84 |02084 ||]|]]|ISTO

Status TranDate PostingDate Merchant City/State Amount Detail €+ PurchaselD A*  Accounting Code

e o 2 el
© isputed @), @ Trans Detail Level EF Extracted (A% Reallocated

Summary I,Alucainns r Liser Line fems r Comments rApproval Histary

The Cummenlé tab provides the ability to enter comments specific to your organization that enable the
gathering uradilih'onal inforrmation about a transaction,

Conv. Checks FINK

I

If a convenience check, enter the
merchant’s name, address, city,
state and zip code. Also enter the
DCIA waiver code. Otherwise, leave
blank.

Goods Recvil Diate |
12/0472008]

=
H

Comments Fielii 3
\Weekly shipménts ending 11/29/08

/:\l'_l'_

Enter the date the
goods/services were received.

B

Treasuny Pymﬁl)etais

(IR L

v

=< Aark tn Trancactinn | it




Click the Approve button. This will send you to the screen to select your approver.

' MyPersEnal Information

* Transaction Summary

Detail &€+ PurchaselD A* Accounting Code

@ (E&r 851110395370 (A* FA|09][84 02084 |([]||1ISTO [PCI2240|

Status TranDate PostingDate Merchant City/State Amount

1206 12408 FEDEX 851110395370 800-4633338, TN §20.29

Home
Contact Us

:,@ Disputed @ @ Trans Detail Level ‘EF Extracted (¥ Reallocatad

rSw.lmmoa-n.f T Allocations [ Tranzaction Line Remsz r Uzer Line tems r Comments [' Approval History ]

= The Summary tab shows high-level transaction information,

To approve and forward the transaction, click "Approve",
= To initiate a dispute, click the "Dispute” button,

tTransaction
Date:
Purchase ID:
Total Amount:
Memo Post:

Sales Tax:
Freight:
Merchant
Name:

City/State:
Transaction Type:

MEC Code:

v

12/06/2008
851110395370
2029

fes

0.00
2029

FEDEX 851110395370
800-4633339, TN
SALES DRAFT

4215

COURIER SERVICES-
AIRIGROUND

Reference Information

Billing Cycle: Open

Posting Date: 12/08/2008

Reference Number: 24164078341741073603602
Authorization Number: 066101

Extract Date(s)
Most Recent Standard
Financial Extract:
General Ledger Extract:
Payment Extract: 120082008
Currency

Source Currency:
Source Currency Amt:

.S, Dallar
2029

Dispute

Dispute History.

Dispute information only reflects the last dispute filed
for this transaction. More information available in

Sales Draft Reguests

* fone




| Institution § ernment | About US. Bancorp -"_I

EBbﬂnlgw U.S. Department of Agriculture

U.S. Bank Access Online

Active Work Queue

Account Administration - e (D
sl Transaction Management * Log Out

Tean st Approve Transaction(s)
Account Information 4 k
Reporting Please select an approver to forward these fransaction(s) to or "Cancel" ifyou do not want to approve [ forward
ENLITRRETel  these ransactions at this time:

"= required
Approval Action

& Approver's Name™ Select Approver

Home € No further approval needed for these transactions
Contact Us

Summary of Transactions to he Approved

Number of Transactions: 1

Total Dollar Amount $226.01

[oprove X Canc )

LS. Bancarp R27 0b17.0




Enter the Last Name of your approver (supervisor); then click Search.

.

i | About US. Bancorp

Ehank,

U.S. Bank Access  Online

Active Work Queue
Account Administration
Transaction Management
Account Information 5 ot )

Reporting Enter the approvers full or partial name, orleave hlank o view all users, Then click the "Search” button,

My Personal Information

Appiove Transaction(s) . * Log Out
Search & Select an Approver ‘

Last Mame: FigstName:

[ Bl
¢“‘
| Search J &
Home

Contact Us s rove T action




Select your approver; then click Select Approver. If your supervisor’s name does not
appear in the list, contact your LAPC. /Click Back to Approve Transactions.

Approve Transaction(s)
Search & Select an Approver

Enter the approvers full ar partial na.ine, or leave blank to %:i.ew all users. Then click the "Search" button.

Last Marme: First Ns_fme:

I

| Please select an apprnverfrnrr_ithe results list t:uel.n'w.

“Records 1 -7 of 7

Select Approver Hame Email Address

N ¢~ Jones, Kate
i Andersun,F!ichij.rd
Lopez, Mark .
Johnson, Dl:una_ﬂ.d
Crhaalley, En'r‘l:-':
Schmict, Herry
i James,Ann__é:

Records1 -7 of 7

PLEASE NOTE:
You can set your AO as your default approver.

Select Approver

== Hackto Approve Transactions




Click Approve.

Transaction Management
App:rwe Transaction(s)

F’Ieafae select an approver fo forward these transaction(s) to or "Cancel" ifyou do not want to approve /forward
tnesé ransactions atihis time:

"= rdguired

Appriver's Name:* Anderson, Richard  Suilch Approver

Suminar:.rnﬂramulimtuheﬂﬂprmd
Nurrer of Transactions: 1
TofaéDollarAmount  §80.93

\%




Please note: NEVER select No further approval needed for these transactions.

Transaction Management
Approve Transactiﬂn.gs]

A No approver has hgéh selected. Please select an approver and resubmit.

Please salect an apﬁ}nuartn farward these trangsaction(s) to, "Final" if no futher approval is needead, or
"Cancel” ifyou donotwant to approve [/ forward these transactions atthis time:

*=required

Apprw@l:ﬁctiun

Féxﬁ'prnver's Marme™® Select Approver
" No further approval needed for these transactions

Summary of Transactions to be Approved
Mumber of Transactions: 3
Total Dollar Amount; $5.92




The transactions you have “approved” will be designated with an in the far right

column only when you re-allocate the transaction (i.e. change the accounting)

Contact Us Astount Name: CAROL ADAMS
Billing Cycle Close Date: |OFJBH '! m

Total Transactions: $907.51 B Final Approved Transactions,  $246.30 2
Reallocated Transactions: $246.30 2 % Final Approved Transactions: 27.1%  33.3%
% Reallocated Transactions: 271% 33.3%

@ Open Account

[+] Search Criteria

-] Transaction List

Records 1-6 of 6
Chack all Shown | Unched All Shown

Select Status ApprovalStatus Trans ng Merchant City/State Amount Detail Er Purchase ID
)

Pending 12/09  METRO OFFICE PRODUCTS 877-B387641, TN $67.40 EGAKGPY329E

Pending 1208 UPST0000692468 B00-811-1648, GA  §583.47 REF # NOT AVAILAB
Final Approved 1208 UPST000069246811292008 B00-811-1648,GA $226.01 00006924681129200
Final Approved 12/08  FEDEX 851110395370 800-4633339, TN $20.29 { 851110395370
Pending 1208  FEDEX 867358700005 800-4B33339, TN $5.17 867358700005
Pending 12/08  FEDEX BET 358693550 800-4633339, TN $5.17 8673586993930

(D) Disputed (A% Reallocated ®.® Trans Detail Level (Ef Extracted & Reallosation Locked
Checic Al Shown | Uncheds All Shown

Records 1 -6 of B

Mass Reallocate Pull Back




You have successfully ‘Approved’ a transaction.

Additional information on the Charge Card Service Center including News,
Notices, POC Lists, Guides & Reference Material, Training Information, etc...
can be accessed at http://www.da.usda.gov/procurement/ccsc/.

ns ) 3.
dy < United States of America
I misuse suspected, call 66-397-5000 '

ccsc@da.usda.gov



http://www.da.usda.gov/procurement/ccsc/�
mailto:ccsc@da.usda.gov�
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