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Online Registration

Access Online is US Bank’s online credit card management system.
Cardholders and Agency administrators are expected to monitor transactions and
allocate expenses regularly to ensure accuracy and efficiency. At the end of the billing
cycle, Cardholders must print and sign statements, verify expenses, match receipts plus
any informal quotes and/or other documentation as needed, and submit to required
approvers and Agency Administrators according to internal procedures.

Statements are available on the 21st day of the month unless the 20th falls on a
weekend or a holiday. Then the cycle ends at midnight of the following business day.

Creating A Cardholder Account and Logging In

Log on to the site at: https://access.usbank.com to register your Cardholder Account
online. This must be completed BEFORE you can access your account information,
transactions or statements. Enter lowa in the Organization Short Name field and select
Register Online. When registering, you must include your State of lowa email address in
order to receive monthly statement notices.

Access Online

comes Welcome to Access Online!
Login Please
Please entar the information below and login to begin.
—— Note:
= required
Organization Short Name:*
1 Organization
|User'D:* | Short Name
is lowa
Password:*
| | Password is a
case sensitive
Forgot your password? field!
Register Online g 1. Click to Register Online

Activate Your Card | Change Your PIN



https://access.usbank.com/

Then complete the following steps:

Online Registration
Account Information

Please enter the account information below and select Send a Code. We'll use your email address on file
to send you a passcode. To register additional accounts, go to My Personal Information.

* = required

Organization Short Name: *

[

Account Number: - Account Expiration Date:

‘ ‘ Month * Year *

Send a Code

==Back to Login Page

Tip! 1f you make a mistake in typing your information, then Access Online displays an
error message. If you receive this error message, then check your entries for formatting

Online Registration
Account Information

Flagse anter the accouni intamnation below and salact Send a Coda. Wi ll s your email addrass on Tk
o sand you & passcoda. To regesier addiional accounts, go o iy Personal Infarmalion

* = required

Organization Short Name: °
[ACME

Account Number: © Account Expiration Date:
.mm'“ﬂ?d Month - [Jan - Year - 2020 «

4. Click the Send a Code button

<<Hack 1o Logn Pags



(e.g. that you do not have any spaces in your account number), correct the information,
and continue. If you cannot continue, then contact the Help Desk or your Program
Administrator for assistance. If you become locked out of the registration, then your
Program Administrator can unlock you.

If you do not complete a required field (designated with an asterisk on the screen), then
Access Online displays the following error message: “A required field has been left
blank, please complete.” If you receive this error message, then check the required
fields and complete the blank ones.

Froms; anges Ol ne iy pplR e -Tnkne (e
Sl Wl ey, U el Y, J019530 AT
T  amith, Carloss . »

suet: scevs (e e [
Here's your passcode.,

A R T T R e WS Ca RO OF T L0l e R2reliadn L B0 | R O R S SCTRE WG 1L e

Passoode: 5. Wait for the passcode to arrive
123458 to your email inbox.

Online Reg istration
Passcode

A passcode was senf o your emaill address on fil=

CEETEER S Cam

The passcode will expire in 10 minuies. ¥You may request enother pesscode after one minute. |f this
amaEil addiess doasnt 100K Oonact, phEsa COnlact your anganization

* = required 6. Enter the passcode

Oime-Time Passcode -

Sond me anodher Code

<<HBack io Loegn Pages




Online Registration
Fasscode

A passoide was soanl 10 vour amail addrass on fike

c**hifacme.com

The passcods will sxpira in 10 minuies. You may reguest ancther passcode afier one minuie. Ifths
email address doesn't ook Ccormect, please ContEact your organizaticn

" = reguingd
Cne-Time Passcode *

[123456 |

Sand ma angdhar coda

m 7. Click Continue

==Hack o Login Page

Licensing Agreement
8. Review the licensing
Plegse read and accept the Licensng Ageement o cintnie. — agreement

Access Online Terms of Sarvice

1. ACKNOWLEDGMENT AND ACCEFTANCE OF TEIMS OF ACGESS ONLINE

ACtess Onling, owied aind opearatad by Bank 15 provded B the customes undar the bans amd
conditions of this ACCess Onling Terms of Sendce (ATs) which incorporates by mference any aperating
rules of polices Sat may be published by Bark. e ATS & it may bersafter be amended or modfed

pamaneniy Dames:

T st fithes in e ATS are sobaly USad for ihe cowenence of the pames. and fave no kgal of
Contractual sgnicancs

9. Click the Accept Button



Online Registration - . .
Fassword and Contact InFermation Required fields have red asterisks.

Crgamzaton Short Hama: BELOFS
Fumctional EnttHement Sroupc CHE OO 10. Type a user ID between 7-20
alphanumeric characters

Liper IC B Poameweora

= = rosgueirned

Umsr [0 = 1 e b sass s cmmne. Y OUF Organization may use passwords or password phrases.

] Click the information icon to find which option your organization
R uses and to get suggestions/requirements. d which option your

organization uses and to get suggestions/requirements.

Canfom Passward: 11. Specify your password/password phrase by

typing your password/password phrase two
times.
At atnn

Hiea=s msieod hree uridg s suthsng catsom ouesioms omedl responsess. | s sfommmaben @il == u=sa m the
Evel et poy forgel sour pa o

Aueniicalicon DQueetian 1
12. Specify your

SR e Foas pasrvia 10" . A .
authentication auestions and

Aumentication Questian 2
AR calicm Foispsraas 30
Aumentication Questian 3

Authentcation e porms 3

CEraes nfsemanen 13. Specify your contact information.
FIrsk Harse:- Last Narmme- Pl

Address fic - Addross I

L, SabtsTrovinoe: - JipfiFostsl Code -

DL Ty -

FionsE Humb-=r:- Fax Musmiber:

Ermail Sddmaso: -

m



Online Registration
Pacsword ard ©omact Infonmation

Crganizafion SHom hastsc HLA5 5
Fumetianal Entitheser Growe: THRDD
ibner 1D & Fassweard

= = eyl e

W memr IEN: = 5 e e ot s i - aeras

L =gy L
Fassword: -

EE B B o L L L. E & &2 3 J

Confirm Fasawsoros

EE B B o L L L. E & & 3 J

AL e TS L

Flamss caiboac] P g e Seaflha il oo n op e s o Sl ngapcn &S This infameafion will b e in tha
EwetT] Tl yoin Forge] o Faas e

AutherrHcation Chessbcn 1

In whal ity o pou wanl fo refire? s
Autferlication Responss 1.°

| Pitazm

Autherlication Chsssbce F

I AT AL ke O e O e’ FTecines and Falhed sy el
Autaerlication Respoanse 3 -

|l3-|1|-1:uncu

Authertication Chssstcan 3

| ‘WaTial veses e nErTes GF ycur ST siried e 7 = |
Aumerlication Reasponse -

[Ty

CEmians Infcoma ren

Firas Marra: - Lasl ks L) 1H
Ciarbos | Smith [
Address 1 & chiclieron s 5

200 Soums Swih Siedal

Tty - StaieProvinoe: - EipiPosial O o
Manesoohs CLUE [s=402
Country: -

Liniked Sioes |

Fivome umber:: Fax Humber:

612123133 G1ZIZ 4371

Ermail Addres=s: -

|pemingpacme com |

m m 14. When you are done, click continue.



Passwords and password phrases
Passwords

Passwords must be 12-99 alphanumeric characters. Passwords must contain at least
one uppercase letter, one lowercase letter, one number, and one special character. You
cannot use any part of he user ID, the first name, or the last name. You cannot reuse a
password for 12 months. Passwords are case-sensitive.

Allowed special characters for password phrases

For password phrases, the system allows all special characters without restrictions.

» _ — I - /‘
% *

I
V ||+ &
= | | &=
—t

Password phrases

Password phrases are phrases, instead of single words. You can include multiple words
with or without spaces, but do not put a space at the beginning or end of the password
phrase and do not put two spaces together. Your password phrase must be at least 14
characters long, but longer is better. Your password phrase can include numbers and
special characters, but they are not required. Your password phrase should be unique,
so do not use lyrics, quotations, and aphorisms.

Learn more: Access Online requires all users to set three authentication questions and
answers. This practice increases the security of system access and thus protects the
account information in Access Online. If you registered online, then you set your
authentication questions answer then. You can update your questions and answers at
any time using the My Personal Information function. Refer to the Access Online: My
Personal Information quick start guide. You also answer one of your questions if you
use the Forgot Your Password function. Program Administrators can view, but not edit,
your questions. Program Administrators cannot view your answers. Help Desk staff can
also see your questions, but not your answers. Help Desk staff can only validate as
correct/incorrect the answers you give them on the telephone.



Access Online Lo Ot
el Waleome to Access Online TONY PAULUS
Ui M il Wi kil g el TRSHNY m'u* Seleciion
e W gremd
ircan irkrmpten Aimiencan Eagiah «
mn-m Massage Canfar
—— Mesmpe(s| om Acress Crile
Hi
[ewmciie
- Pré-Aulh Purchasing p;;;:i E:“*' Liks
- )i Hame Page Setings
Arcstihame TR0 PLACHASINGIWEST Aiii] Al
Ao |0 RO Wanage Conlact Inkormahion
Areount Shis i Warsge Emel Noviralons
Cumeni Balanca § 5000 \ Riun Transaclion Dokl Repot
(edilmt e $100 R
fyaiable Coodit @ 5000
Lagd 10 Transactiong Foslnd
Posiing Date  Manzhani
onz FAULSEN FOODE LG §10,5845.28
| FAULSEN FOODS LT Miman
QT FAULSEN FOODS LG §18,58600
o FAULSEN FOODE LLG §10,802 50
WIEL PAILSEN FOODS (LG §25.200 40
6 PAULSEN FOODS (LG $10,006 82
0832 FAULSEN FDODOS LLE 516,190 35
(065 FAULSEN FDODS LLE 56 18145
(a1 FAULSEN FOODOS LLE ST 81000
114 PULILSEN FOOOS LLC 138430

@ Inlormamn
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Enrolling in enhanced security authentication

When you register online, your organization may allow or require you to enroll in
Enhanced Security Authentication. With Enhanced Security Authentication, you request
and enter a single-use passcode every time you log in to Access Online, for additional
security.

Your organization may let you choose to use either your mobile telephone or your email
address to receive the one-time passcode. Your organization may also have only one of
those options available.

Learn more: If your organization lets you choose between mobile phone and email,
then you have the option to pick which one. If you select to use email, the system uses
the email address already in the system. If you do not already have an email address in
the system, the system prompts you to specify an email address during enroliment.
Your one-time passcode arrives at your email inbox each time you log in.

Our example shows mobile phone enrollment. No matter which option you use, the
overall process for enrolling is the same.

Learn more: You can manage your enroliment using the My Personal Information
function. Refer to the Access Online: My Personal Information quick start guide.

Enhanced Security Authentication
Enroliment Preferences

Flease choosa an addimonal methed to venfy your identity. You can update
your preferances on tha My Personal Information page

1. Select which Enh dS it
Maote: Mobile phone must be a U5, or Canadian number elect which Enhanced Security

Authentication option you want to
use, if needed.

2. If your organization makes
enrollment optional, then you can
select No additional method.

Verify me using the following method:
* Taxt Me a Passcode

Email Ma a Passcode
Ho additioral method

_ 3. Click Continue
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Enhanced Security Authentication
Text Me a Passcode

Please enter your mobile number below.

* = required
4. Click the Privacy Policy link.

Mobile Number (U.S. and Canada only). ° The policy opens in a new
| window.

By providing your maobile number, you expresshy consent 1o receiving et messages
{ Wil are responsinle o

Message and dala rates may apply ; gy such charges

Please revies our Pivacy Policy
You must view and agree to the Terms and Conditicns before confinuing.

| have read and agree to the Terms and Condilions agreement.

<<Back

Online & Mobile Checking & Savings Credit Cards Mortgage & Refinance Loans & Credit Lines Investing & Retirement

Privacy Contact us

At U.S. Bancorp®, trust has always been the foundation of our relationship with customers. Because you trust us D Call 800.473.6372
with your financial and other persenal information, we respect your privacy and safeguard your information. In
order to preserve that trust, the U.S. Bancorp family of financial service providers pledges to protect your privacy
by adhering to the practices described below.

Consumer Privacy Policy

7w Find a branch

- Lonsumer Privacy Pledge 5. Review the Privacy Policy.

- Exercise Your Privacy Choice

- Want to know more about Consumer Privacy Pledge 6. Return to the Enhanced Security
- Online Privacy and Security / Authorization Screen.

- Email Preferences

» How we use vour cellular phone number




Enhanced Security Authentication
Text Me a Passcode

Please enter your mobile number below.
* = required

Mobile Number (U.S. and Canada only): =
| 7. Click TERMS AND CONDITIONS

By providing your mobile number, you expressly consent to recgiving text messages.
Message and data rates may apply and you are responsible fgr any such charges.
Please review our Privacy Policy

You must view and agree to the Terms and Conditions before continuing.

| have read and agree to the Terms and Conditions agreement. *

Enhanced Security Authentication
Terms and Conditions

By providing us with a telephone number for a mobile device, including a number
that you later convert to a mobile device number, you are expraessly consenting to
receiving communications-including but not imited to prerecorded or artificial voice
meassage calls, text messages, and calls made by an automatic telephone dialing
system-from us and our affiiates and agents at that number. This express consent
applies to each such telephone number that you provide to us now or in the future
and permits such calls for non-marketing purposes. Calls and messages may incur
access fees from your mobile services prowvider.

Message frequency depends on your account usage. You may opt out at any time

by replying STOP to the text message. By sending STOP, you agree to one

additional confirmation message stating that you've opted out and will no longer

receive messages from this Access Online Enhanced Security Authentication

senvice. You must be the mobile phone account holder or hawve nermissinn from the

account holder to use this service. You are not required tt 8§ Review the TERMS AND
condition of purchasing any property, goods or services. | CONDITIONS for Enhanced Security
wireless provider are not liable for any delayed or undeliv
may be delayed or not delivered due to factors outside of
Bank's control. Standard text messaging fees and data re
goveined Dy your mobile provider.

Authorizations.

9. Click BACK TO ENROLLMENT

You can manage your mobile phone and emai eferences online in the My
Personal Information area of Access Onli . Receive additional support or help by
calling 888-994-6722 . Please revi our Privacy Policy.

==Back to Enrollment
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Enhanced Security Authentication
Text Me a Passcode

10. Type your Mobile Telephone number. If

Please enter your mobile number below. you selected to use your email address,
3 _ then the system uses the email address in
= required the system or prompts you to specify your

] email address.
Mobile Number (U.S. and Canada only): =

6121231234

By providing your mobile number, you expressly consent to receiving text messages.
Message and data rates may apply and you are responsible for any such charges.
Please review our Privacy Policy

You must view and agree to the Terms and Conditions before continuing.

| have read and agree to the Terms and Conditions agreement. =
11. Select the I have read and agree to the

12. Click Continue Terms and Conditions agreement check
box.
==<=Back

Enhanced Security Authentication
Passcode

Please enter the code we sent to your mobile number. It will expire in 10 minutes.
You may request another code after one minute.

*= required 13. Wait for the passcode to arrive to your

mobile telephone or your email inbox.
One-Time Passcode:*

Send me another code

==Back
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Access Online <donotreply@access.bank.com>

* Enhanced Security Passcode

Retention Policy USB 90 Day Delete Default (90 days) 97402

Wednesday, August 7, 2019

You're receiving this message because you elected to receive a passcode throug ling one-time
. . . . Access Online Security Alert:
passcode during your current session to continue your login process. The passce Your One Time Passcode is
654321

) Msg&Data Rates May Apply
Passcode: Forhelp: 877-887:9260 1517 s
123456
This is an automated message. For assistance, please visit the Us page

14. NOTE THE PASSCODE

Canada: Cardmember Service, 120 Adelaide St. W, Suite 2300, Toronto Ontario M5H 1T1

Enhanced Security Authentication
Passcode

Please enter the code we sent to your mobile number. It will expire in 10 minutas.
You may request another code after one minute.

*= required 15. Type the passcode.

One-Time Passcodg/ If you do not get your passcode within 10
/minutes, click Send me another code.

(654321 |
Send me another code 16. Click Continue.

==Back
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Access' Onling LoOut

Licensing Agreement

Please read and accept e Licensing Agreament fo continue

Access Online Terms of Service

1. ACKNOWLEDGMENT AND ACCEPTANCE OF TERMS OF AGCESS ONLINE

Access Onling, owned and operated by~ Bank, is providad to e customer under the terms and conditons ofthis Access Online Tems of Service (ATS) which incorporates by reference any
operaing rules or polies that may be published by~ Bank. The ATS as 1t may hereafer be amended or modiied without notice, comprises he entire agreement between Customer and
Bank and supersedes all prior agresments bewegn the parties ragarcing the subject matter contained herein. By logging on to Access Online and clcking the 'l Accept” bution, you are indicating
Clstomer's aqreement to be bound by al of the tems and condtions of the ATS and that you have the authority to 5o agree on befalf of Customer

[ any provision(s)of e ATS Is e by a court of competent ursciction to be contrary 0w, then such provisionis) shall b construed, as nearly as possiole, o refict the intentons of (e perties
Withthe other provisions remaining n ful force and effect

Bank's failre to exercise or enforce any ight r provision f the ATS shall not consfituts & waiver of such right or provision unless acknowledged and agreed fo by Bank imwriing.

Customer and  Bank agree tat any cause of action anising outof or refated to this Access Onling must commence within one (1) year ater the cause of action arose: othenwise, such cause of
action is pemanenty bared.

The section ftles n the ATS are solely used for the convenience of the parties and have no legal or conbiactual signifcance.

M 17. Click | Accept button to accept the
terms of the licensing agreement and

i
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[—)
Access’ Online Log Out
pamentons " Welcome to Access Online TONY PAULUS
Order Management Your last login was 08/25/2017 Language Selection:

Transaction Management
Account Information
Reporting

My Personal Information

Home
Contact Us

Training

|American English |

Message Center
Message(s) from Access Online

After you enroll in Enhanced Security

= Authorization, you request a single-use
Pre-Auth Purchasing passcode each time you log in.
e Settings
Acct#/Name: ...1629 PURCHASING WEST Account Alerts
Account ID: 006976299071 Manage Contact Information
Account Status: Open Manage Email Notifications

Current Balance: @  $0.00 R.un Transaction Detail Report
Credit Limit: @ $1.00 View All Statements

Available Credit: @ $1.00 View Last Cycle Transactions
View Open Transactions

Last 10 Transactions Posted

Posting Date Merchant Amount
07125 PAULSEN FOODS LLC $10,685.25
07120 PAULSEN FOODS LLC $13,333.32
07/15 PAULSEN FOODS LLC $19,595.00
07/11 PAULSEN FOODS LLC $16,802.60
07/06 PAULSEN FOODS LLC $25,299 92
06/26 PAULSEN FOODS LLC $10,016.82
06/22 PAULSEN FOODS LLC $16,199.25
06/15 PAULSEN FOODS LLC $6,183 45
06/11 PAULSEN FOODS LLC $17,619.00
06/05 PAULSEN FOODS LLC $13,234.30

@ Information
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Transaction Management

Monitoring Account Activity

One of Access Online’s key benefits is the ability to monitor account activity.
Accounts may be monitored by Cardholders or Agency PCard Coordinators and should
be done regularly to detect fraud early and reduce the additional time, paperwork, and
expense needed to address it.

e Addressing fraudulent transactions BEFORE they print on the statement
prevents having to pay the charges for later reimbursement. To view
charges after they post: Transaction Management-Transaction List, Card
Account Summary with Transaction List. See Viewing Current Posted
Transactions below.

Viewing Current Post Transactions

Pcard and Travel Card transactions post to Transaction Management within 1-3
business days. From the Home screen left-hand navigation, select Transaction
Management.

U.S. Bank Access®@ Online State of lowa

@bank Welcome to Access Online

Your last login was 10/16/2013 Language Selection:
American English |Z|

Request Status Queue

Active Work Queue

System Administration

Account Administration MESSEQE Center
ransaction Management}
ccount Information

Reporting

Dashboard

Data Exchange

My Personal Information

Message(s) from Access Online

Home
Contact Us

Training

All of M serving you™
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The screen below will ONLY appear if both PCard and Travel Card
accounts exist. Select Purchasing Card for PCard or Corporate Card/One
Card/Other for Travel Card maintenance.

U.S. Bank Access® Online State of lowz

Our Payment Products  Logout

@bank Transaction Management

Select Product

Request Status Queue

Active Work Queue

System Administration Please select a product line to manage from the list below:
Account Administration Purchasing Card

Trﬂ:;;;ﬁlgr:ﬂ ljgtagement Corporate Gard/One Gard/Other

Account Information

Reporting

Dashhoard

Data Exchange

My Personal Information

Home
Contact Us
Training

All of (53 serving you
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Next, select Transaction List to search for transactions in the current
cycle, or View Previous Cycle to view/allocate after the cycle has ended.

U.S. Bank Access® Online State of lowa

@bank Transaction Management

I Product: Purchasing Card Switch Products |

Request Status Queue

Active Work Queue : :
System Administration CI' ransaction List )
M.

Account Administration View review. allocate/reallocate and add comments to transaction informatio
Transaction Management

- Transaction List View Previous Cycle

Simi LTI L Presents the Transaction list for the previous cycle.
Reporting

Dashboard _ _ .
Data Exchange View Pending Transactions

My Personal Information Presents the pending transactions list.

Home
Contact Us
Training

All of [ serving you™

From the next Transaction Management screen, you are able to
reallocate.

Allocating/Reallocating Transactions

Each Pcard has been assigned (mapped) to default account coding
(chart of accounts: fund, department unit and object code). Some
Merchant Category Codes (MCCs) have been mapped to default object
codes (which describes the type of merchant business). Default object
codes for all transactions must either be verified as accurate or reallocated.
(If you don’t know your Agency’s accounting strings, consult your Budget
Analyst or finance department.)
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From the Transaction Management screen, the current (open) transaction
list is selected by default from the Billing Close Date drop-down menu.
Inside the drop-down menu, all active or previous billing cycle transactions
are available for review. To allocate or reallocate transactions, simply select
the Accounting Code live link from the Transaction List on the right.

Transaction Management
Card Account Summary with Transaction List

Product Purchasing Card Sulien Produch
Card Account Humber: *========= Switch Accounts
Card Account ID:

| [-] Card Account Summary I
Account Mumber: (0]

waieounttiame;

Billing Cycle Close Date: | Opan j m

@ Open Account

| [+] Search Criteria Batun i i
| (-] Transaction List Fatur to tog |

Records 1- 25 of 31
Fege1|2 Select Desired Allocation Code

Check All Shown | Uncheg All Shown

Select Status Trans Merchant City/State Amount Detail € Purchase
1011 1014 OMAHA SYMPHOMY 402-3450202, NE $97.50 @» 953000
1011 1044  WALMART COM 8009666546 8009666546, AR 325.9-] 0 34890453
1041 1044 WALMART.COM 009666545 8009666546.AR 52094 (i) 31636149
10/08 10009  ANFP 630-5876336,IL  $56.00] (@) 136576
1008 1008  LWC'LAERDAL MEDICAL  B00-431-1085,NY 55095 (@ 10286346
1008 1009  NATLA Y D B45-331-4336.NY  $T99Y @ 10164771478
10/08 1008  ALTISH ASPERGER PUBLIS 913-897-1004. K8 3450 0000008412

Comments Accounting Code

Q00114 11I15190012:219

00014 1115110012229
00011411)5110)12229

\ 0o041411151400i2218

0001[411151 10112299

QQQ‘I 411 f‘EIQ ]2213
]
~ 0014115 110112213

nd E

(An “A” will appear in this column if the transaction has been reallocated.)
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Next, select the Allocations tab to view default allocations, change account
coding or distribute transactions either by percentage (total must equal
100%) or dollars (total dollars must sum). When reallocating, you must enter
content in the Comments field before your reallocation will be accepted and
Save Allocations to lock in your changes. If the default accounting code is
correct, no action is needed.

Transaction Management
Transaction Detail

Product: Purchasing Card Switch Products
Card Account Number, === Switch Accounts
Card Account ID:

Transaction Summary

Status TransDate Posting Date Merchant City, StatelProvince Amount Defail & PurchaselD & Accounting Code

Lot o MENARDS 3045 DESHMONES A 1088 @  COMPLEX 0674100567411 22290 11T

0] Disputd () (0D 7rang Detail Level (¥ Realiocsted

Summary | Allocations ’/Transacﬁun Line tems ’/Tax Data ’/ Comments ‘

The Allocations tab provides the ability to reallocate a fransaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amaunts must equal 100% ofthe transaction. To allocate to additional accounting codes, click the “Add” button.
After adding, modifying or deleting allocations, click the “Save Allocations” button to save changas.
* = required Allocation Source: Allocation Rule Last Changed By: 3ystem

Remove Amount Percent Accounting Code - Segment Name (Length)

FUND (4) DEPARTMENT (z) UNIT (o) SUBUNT()  APPRUNI (3) OBJECT (4)

1068 OR | 100.00 % erd s e 28

=1

Remove

Total Allocated: 1068 100.00 %Apply Accounting Cade: Em
0.00 0.00 %Additional Allacation(s) 1 m

Amount Remaining: §

{ Save Allocations A

, N Scroll to the far right to enter
pare subtracted from Total Allocated and Amount Remaining values.

comments!
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COMMENTS REQUIRED: When reallocating, content must be added to the Comments
field at the far right of the screen before reallocations will be accepted. You must scroll
to the far right to access the Comments field. Be sure to Save Allocations to lock

in changes before exiting. If the default accounting code is correct, no action is needed.

WHY WE ALLOCATE:
Allocating in Access Online
streamlines the payment
process. Transaction data and
accounting strings are
extracted from Access Online
15 calendar days after the
cycle close date. Through a
data interface, the information
is uploaded to I/3 and used to
automatically generate Payment Request Commodity (PRC) documents. Accurate
allocations in Access Online result in accurate PRCs — without the manual entry!

Note that the comments entered in Access Online are included with the accounting info
— Code + Comments must match exactly for line items to roll up. To help ensure
consistency, some agencies create a master list of accounting codes and corresponding
comments. Another option is Accounting Code Favorites.

PROGRAM PERIOD () COMMENTS (20)

Add as Favorite

Creating Accounting Code Favorites

A great time-saving tip is creating Accounting Code Favorites. You may save up to 25
favorites! To create a favorite, scroll to the far right of the reallocated accounting string and
select Add as Favorite.

Task Sub Task  Task (Other) Program Phase Program  Comments Favorite

1 1 1 [ 1] I S B

Add as Favorite

From the screen below, select the Add button to create up to 25 favorites. Remember to
Save when done!



22

Manage Accounting Code Favorites
Manage Accounting Code Faverites
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When you return to the Allocations tab, your saved favorites will appear in the Change
To drop-down menu for future reallocations. Don’t forget to Save Allocations.
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You can change or update Accounting Code Favorites from the Manage
Favorites option in the left-hand menu under My Personal Information.

U.S. Bank Access® Online State of lowa

Our Payment Products  Logout

@bank Manage Accounting Code Favorites

Manage Accounting Code Favorites

Request Status Queue
Active Work Queue

System Administration I
Account Administration

Card Account Humber; =========""" 4085, CARCLYN GOUGH Switch Accounts
Card Account ID: 212122000248

;Li'lii?:::o'i:z:i:mem To create up to 25 Favorites, enter the number of Favorites to be created and click the "Add™ Button. After
. adding, modifying or deleting Favorites, click the "Save” Button to save changes.
Reporting
Dashboard
Data Exchange Accounting Code - Segment Name (Length)
My Personal Information Delete Favorite Name Status FUND(4) DEPARTMENT (3) UNIT (4) SUB UNIT (4) APPRUNIT (s) OBJECT (4) SUB OBJECT (4) Df
+ Password No Accounting Code Allocation Favorites cumently exist. Enter the number of favorites fo add and click the "Add” button to add favorites.

* Contact Information
Q Search for Valid Value
* Account Access

* Manage Favorites
Additional Favorites
Home
Contact Us
Training == Back to My Personal Information

All of 3 serving you™

Mass Allocation-Transaction Management

Log into Access Online
Select Transaction Management from the left navigation menu.

1. To allocate several transactions to the same accounting string, check the
appropriate boxes and select Mass Reallocate.

0126 01727 OFFICEMAX CT'IN#789248  NAPERVILLE, IL $15.09 @ (0000000000000000 (034312621939100112219
M 0126 01727 OFFICEMAX CT'IN#785236  NAPERVILLE, IL 56040 @ (0000000000000000 034312521193%/00112219
M 0126 0127  OFFICEMAX CT*IN#788989  800-4726473, IL 5626.00 m (0000000000000000 0343(252(1939/00(12219

Reallocate Mass Reallocate

2. Next, enter the desired accounting string or select a saved favorite and Save
Allocations (must have Fund, Dept, Unit, Object, as well as description in the
Comment Field at far right.)

Alloc % Accounting Code - Segment Hame {Length)

FUND{4) DEPARTMENT(3) UNIT(4) SUB UNIT(4) APPR UNIT{(g) OBJECT(4)

0.00 o {0343 [252 [1939 [ss] | [2299

0.00 o Additional Allocation(s): 1

Total Allocated:

Save Allocations



24

3. To mass allocate with multiple percentages and dollar values, insert the
number of Additional Allocation(s) and select Add (shown below).

Alloc % Accounting Code - Segment Name (Length)

FUND(4) DEPARTMENT(3)  UNIT(4) SUB UNIT(4) APPRUNIT(9) OBJECT(4)
[ 0.00% 10343 252 [1939 100 | [2299

Total Allocated: 0.00 % @al Allocation(s): @
Save Allocations

4. Enter your Allocation percentage values and update accounting code strings
manually or via saved favorites per above.

Alloc % Accounting Code - Segment Name (Length)
FUND{2) DEPARTMENT(3) UNIT(4) SUB UNIT(4) APPR UNIT(3) OBJECT({4)
| | 70.00 % (0343 252 [1939 oo | 2219
| | 10.00 % (0343 [252 [193g oo | [2700
| | 20.00% (0343 252 [1939 oo | [2299
Total Allocated: [ 100.00 % Additional Allocation(s). iR Add ]

5. To create new favorites, scroll to the far right and enter a description in the

comment field, select Add as Favorite.

Fawarite

COMMENT S5(30)
|paper, pencils Add as Favorite

[office furniture Add as Favorite

[office misc purchases Add as Favorite

) -

6. After your allocation is completed, make sure to Save Allocations.

Accounting Code - Segment Name (Length)

FUND{s) DEPARTMENT(3) UNIT{4) SUBUNIT(s) APPRUNIT(s) OBJECT{4)

| 70.00 % 0343 |252 [1939 (als] | 12219
O 10.00 % 0343 [252 [1939 oo | [2700
O 20.00 % 0343 252 [1939 oo | |2299

Additional Allocation(s): K Add ]

Save Allocations




