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Access Online

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.

Agency Administrators will collect Cardholder Statements and documentation, verify
transactions and allocations in Access Online, and complete payment processing.

Note: When using Access Online, do not use the back arrow in your internet
browser. Look for the return or “back to” link at the bottom of the screen, or navigate
from the left-hand menu.

Creating A Cardholder Account and Logging In

Log on to the site at: https://access.usbank.com. The State Pcard program team will
set up Agency Pcard Management access in Access Online and provide initial log-in
instructions. The State Pcard Program Team will also provide the Company Number
and Managing Account Vendor Customer Number (lowa Advantage) for US Bank
Payment Information. An email notification will be issued when the Managing Account
Statement is ready to download and print.

Access Online

Contact Us

Welcome to Access Online! Please Note:

Login

Please entzr the information below and login to begin.

Organization

* = required . .

Organization Short Name:* Short Name is:
lowa lowa

User ID:* .

| | Password is a

Password:* case sensitive

| | field!

Forgot your password?

Register Online

Activate Your Card | Change Your PIN



https://access.usbank.com/

Downloading Statements

The billing cycle usually closes on the 20t day of the month. If the 20t falls on a
weekend or holiday, then the cycle ends at midnight of the following business day.
Cardholder and Agency Managing Statements are available online the day after the
cycle closes. (Paper Copies will NOT be mailed.)

Managing Account Statements

The Managing Account Statement is the Agency’s “invoice” from US Bank. It lists all
associated accounts that currently have a balance for that billing cycle along with any
previous outstanding balance, additional fees, or credits. Printing the Managing Account
Statement first allows the designated administrator to determine which cardholder
statements and receipts will be needed.

To access the Managing Account Statement or an individual Cardholder Account
Statement, from the left hand menu, select Account Information and then either
Managing Account Statement or Cardholder Account Statement.

Account Information

Statement

View account statement(s).
m Cardholder Account Statement

» Managing Account Statement

= [wversion Accoun lemen

Account Profile

View account demographics, limits, accounting code, and other related information.

» Cardholder Account Profile
= Managing Account Profile
= Diversion Account Profile

To locate the desired Managing Account Statement, enter the Company Number and
select Search. If the Company Number is unknown, contact the State Pcard team.

Managing Account Statement
Search & Select a Managing Account

View Cardholder Account | View Diversion Account

Managing Account Search

Search for a Managing Account by Managing Account Mumber, Mame, or Company Mumber.
Managing Account Mumber:
Managing Account Mame:

OR

Last Mame: First Mame:
OR

Company Mumber:
OR



When retrieving Cardholder or Managing Account Statements, the most recent billing
cycle with cardholder activity will default on the screen. Select View Statement.

Account Information
Managing Account Statement

Managing Account Humbser: . IADEPT OF AG & LAND wiigh A n
Managing Account ID:

To view a state ment, select a cycle and click the “View Statement” button. Please Nofe: The statement cannot
gooittance of payment; itis for display purposes only,

Select Billing Cycle:
0372012013 -

View Statement

The Statement will appear as a PDF in a separate window for review.

Ebank

P.0. BOX 6343
FARGD ND 581255343 ACCOUNT NUMBER
STATEMENT DATE 03-20-2013
e AMOUNT DUE $16.881.50
P NEW BALANCE $16.041 50
PAYMENT DUE DM RECEIFT
EET BT EL P ERLR TR PR Cv | S AR T AMOUNT ENCLOSED
000000072 1 5P 1064B1063505700 5 $

Pioase make chock ,:er.r.'ur* U5 Fank™

g g ESJEK CORPQRATE PAYMENT SYSTEMS
ST. LOUIS, Hﬂ 53179 D428

Plagss bear paymant coupon lllw'lnrﬂ-m

CORPORATE AGCOUNT 5UMH&RY
Purchases

1A DEPT OF AG & LAND Previous And Other Cash Arhmoe P Hew
Balance + Charges + Advonces + Fees = Cm.rge" - Credits - Payments | = Balance
Company Total $13.400 43 $1E.881.50 $0.00 500 50.00 000 $1240043) $16.801.50

Cardholder Account Statement

The Cardholder Account Statement is only for verifying receipts, attaching
documentation, and for auditing by Agency Accounts Payable staff. DO NOT pay from
the Cardholder Statement.

If no cardholder transactions are charged during the monthly cycle, no Cardholder
Statements or Managing Account Statement will be generated—a zero balance
statement will not generate (See Payment History for Managing Account Status).



Managing Account Profile and Payment History

To view the Managing Account Profile and Payment History, select Account
Information from the left-hand navigation menu.

U.S. Bank Access® Online

e
@bank Welcome to Access Online

Your last legin was 10029/2013

Request Status Queuwe

Active Work Queue

System Administration Mgssage Center

Account Administration

Transaction Management Message(s) from Access Online
Account Information

Reporting

ashboard

Data Exchange

My Personal Information

Home
Contact Us

Training

All of @Zserving you™

Under Account Profile select Managing Account Profile.

Account Information

Statement

View account statementis).

» Cardholder Account Statement
» [lanaging Account Statement
® Diversion Account Statement

Account Profile

View account demographics, limits, accounting code, and other related information.
» Cardholder Account Profile

Jlanaging Account Profile

m [iversion Account Profile




Enter Company Number and select Search. (Contact the State PCard Program team if

you do not know your US Bank Company Number.)
Managing Account Profile
Ssarch & Selact a Managing Account

i G : t | View Di .

Managing Account Search

Bearch sor a Managing Account by Managing Account Mumber, Meme, or Company Mumbaer.

Managing Account Mumber:

Managing Account Meme:

o

Lazst Mame: [irat Mame:
R

Company Mumbeor:
R

Select Financial History

Managing Account Profile
Managing Account Summary

Managing Account Number: 42480445588087E8, |& CULTURAL AFFRAIRS
Managing Acecount ID: 212085624970

Select an item below to view it's contents. You can also View a Cardholder account or
: Di .

o e : Dt ! -
View account name, address, contact information, View the default accountng code assigned to the
and alternate address. account

Account Information Authorization Limits

Wiew other account Information such as Account Wlew awhorization Imit Infermation such as 1redit

Gtatus, | lierarchy Mosition, Cycle Day, and Open Date.  Limit, Single Murchase Limit, and Available Credit.

Cxtract Information
Wiew financlal extract Informatlon assigned to the
account.

linancial | listory
Wlew the account 12-manth history, 7-year history
analysiz, and 7-year history.

Account History

Request Type Update Mcthod Last Updated
Setup Manual 07272010 21:40:00
Maintenance Manual 07272010 21:40:00

See sample below for reference.

Switch Accounts



Managing Account Profile
Financial History

Managing Account Number:
Managing Account ID: 212

Switch Accounts

12 Month History | 7 Year History Analysis | 7 vear History

The 12 Month History includes accumulated account information for 12 previous billing cycles. Each page includes four billing cycles of history.
Current 0912012013 0812012013 0712212013 0612012013

Number of Payments
Total Payments $3.821.72 50.00 $380.72 50.00 $1,349.58
(Last Payment: 09/24/13)
Minimum Payment 5521.70 %4,661.07 5382172 £3450.15 538072
Number of Purchases
Total Purchases $3,576.36 $809.56 $752.29 $3,060.43 $380.72
(Last Purchase: 10M14M13)
Mumber of Cash Advances
Total Cash Advances 50.00 $0.00 50.00 $0.00 50.00
(Last Cash Advance: 00/00/00)
Number of Credits
Total Credits $227.86 $0.00 50.00 50.00 $0.00
(Last Credit 10/07M13)
Mumber of Misc Charges
Total Misc Charges $0.00 $0.00 $0.00 50.00 50.00
Insurance fees 50.00 $0.00 50.00 $0.00 $0.00

\ Late Charges $0.00 $30.69 50.00 50.00 $0.00
Qverlimit Fees 50.00 §0.00 50.00 §0.00 §0.00

50.00 50.00 $0.00 50.00 50.00

Transaction Management

Monitoring Account Activity

One of Access Online’s key benefits is the ability to monitor account activity.
Transactions that have posted may be monitored by Cardholders or Agency Pcard
Administrators and should be done regularly to detect fraud early and reduce the
additional time, paperwork and expense needed to address it. Transactions that are
pending but not yet posted can only be viewed by Pcard Administrators.

e Identifying fraudulent transactions BEFORE they post to the account
avoids having to complete US Bank Fraud Verification Paperwork. To view
charges before they post (Admins only), go to: Account Information—Cardholder
Account Profile—Account Authorizations. See Authorized Charges and
Declined Transactions below.




e Addressing fraudulent transactions after they have posted but BEFORE
they print on the statement prevents having to pay the charges for later
reimbursement (remember: DO NOT short-pay Statements!). To view charges
after they post, (Cardholders and Admins), go to: Transaction Management—

Transaction List—Card Account Summary with Transaction List. See Viewing
Current Post Transactions.

Authorized Agency PCard Administrators may also run Declined Transaction Reports to identify
attempted fraud transactions (see Reporting section for details).

Authorized Charges and Declined Transactions

Authorized Charges are those that have been made but not yet posted to a cardholder’s
account. From the Home screen, select Account Information.

U.S. Bank Access® Online

State of lowa

Our Payment Products  Logout
@bank Message(s) from Access Online Language Selection:
Ami hi: -
Welcome to Acces s Online! Stretch your program limits and streamiine payment processes with ACcess erican English
Request Status Queue Ondine, our innovative program management and reporting tool. This web-enabled tool offers a feature-rich
Active Work Queas piatform that can be easily configured and deployed 10 me el your uNigue Needs, ACCESS your payment
System Administration solutions anytime. anvwhens with Access Onling.
Account Adminssiration

Tramsaction Managerment
Account infarmation Biemenue Sur Access Onling! Repoussez 1es Bmites de valre pragrameme et simplifiez les processus de

weporung palemant avec Access Online, notre outil novateur &' établissement de rappors ef ¢e gestion de programme.
Dashboard Cet outid infernet offre une plate-forme riche en foncéonnalités gui peut étre aisément configurée et déployée
Bista Exchange pour répondre 3 vos Degons paniculiers. Accldez 3 vos $olulions b paiement en lout lemps. o que vus
My Personal information soyez, avec Access Online.

Home

Contact Us

Trainin 9

Al of [ serving your

From Account Information, select Cardholder Account Profile.

U.S. Bank Access® Online

EEbal‘lk Account Information

Request Status Queue
Active Work Queue
System Administration View account statement(s).
Account Administration
Transaction Management

Statement

= Cardholder Account Statement

Account Information = Managing Account Statement
* Statement m Diversion Account Statemeant

aneinuRe Account Profile

Reporting
Dashboard View account demographics, limits, accounting code, and other related information.
Data Exchange

My Personal Information

Home
Contact Us

Training

All of M= serving you™




Enter the Cardholder’s last name and search; then select card type — Purchasing Card
or One Card (Travel)

U.S. Bank Access® Online

EEbal‘ll( Cardholder Account Profile
——————————— Search & Select an Account

Request Status Queue
Active Work Queue
System
Account Administration
Transaction Management
Account Information

View Diversion Account | View Managing Account

Cardholder Account Search

+ Statement Search for an account by Cardholder Account Number, Mame, or Social Security Number. You can also find a
* Account Profile cardholder account by first Searching for a Manaaging Account.

Reporting

Dashboard Account Number:

Data Exchange
My Personal Information

Home
Contact Us

Training

All of M3 serving you™

Next, Select Account Authorizations.

U.S. Bank Access® Online

@bal‘lk Cardholder Account Profile

Cardholder Account Summary

Request Status Queue

Active Work Q Card Account Number: “7685, BRANT J CARR
Al ot Card Account ID: 212095405945

System Adm -ation

Account Administration
Transaction Management
Account Information

Select an itemn below to view its contents. You can also View a Managing Account

it Demographic Information Authorization Limits
. View account name, address, and contact View authorization limit information such as Credit

el s information. Limit, §i iinagd Available Credit
Reporting

Dashboard Account Information Account Autharizations

Data Exchange View other account information such as Account View Account Authorization information such as
My Personal Information Status, Hierarchy Position, Cycle Day, and Open . Request Type, Request Source, MCC, and

saction Amount.

Home Default Accounting Code Financial History

Contact Us View the default accounting code assigned to the View the account 12-month history, 7-year history
Training account. analysis, and 7-year history.

Account History

Request Type Update Method Last Updated
Setup Online 04/01/2012 04:37:53
Maintenance  Online 05/24/2013 14:30:06

All of T serving you~

See Approved Account Authorizations below.
Cardholder Account Profile

Account Authorizations

Card Numbser: 7312 i it
Card Account ID:

Name:
Records 1-3el3

Auth Date  Awth Time Resp 2 Auth Number Type of Reguest  Transaction Amount 3 MCC Description
0212172012 [ PMET Appraved 0562383 Purchase $37.50 5251 HARDWARE STORES
0272172012 Q107 PMET Approved 016353 Purchase $53.00 5251 HARDWARE STORES
02r21/2013 0935 AMET Approved 057713 MallPhone Order $275.80 5085 WHOLSALE INDUST SUPP

Reoonds 1 30f3
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Note: Declined Transactions will also appear here.

U.S. Bank Access® Online state of lowa

Our Payment Products  Logout

(Ebank

Request Status Queue
Active Work Queue

Cardholder Account Profile
Account Authorizations

Card Account Num) Switch Acoounts
Card Account 1D:

System Administration
Account Administration
Transaction Management
Account Information

* Statement

* Account Profile
Reporting
Dashboard
Data Exchange
My Personal Information

Home
Contact Us
Training

All of M3 serving you~

Name:
Records 1-1of 1

Auth Date Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
10/26/2013 12:26 PMET Declined Purchase $1875 5814 FASTFOOD RESTAURANTS

Records 1-1 of 1

== Back to Cardholder Account Summary

Viewing Current Post Transactions

PCard/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 AccessE Online State of lowa

@bank Welcome to Access Online

Request Status Queue
Active Work Queue

Your last legin was 10/16/2013 Language Selection:
American English E

System Administration
Account Administration Message R

Message(s) from Access Online

Account Imtormation

Reporting
Dashboard
Data Exchange

My Personal Information

Home
Contact Us

Training

All of M serving you~

The screen below will ONLY appear if an Agency has PCard and Travel Card accounts.
Select Purchasing Card for Pcard or Corporate Card/One Card/Other for Travel Card

maintenance.



U.S. Bank Access® Online State of lowa
Our Payment Products Logout

E:Ebal'lk Transaction Management

Select Product

Request Status Queue
Active Work Queue d k
System Administration Please select a product line to manage from the list below:

Account Administration Bk
Transaction Management CUrcnasing L.arg 3
. Transaction List g Corporate Card/One Card/Other

Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home
Contact Us
Training

All of I3 serving you™

Next, select Transaction List to search for a Cardholder’s transactions in the current
cycle, or View Previous Cycle to view/allocate after the cycle ends.

U.S. Bank Access® Online State of lowa
Our Payment Products  Logout

@bank Transaction Management

I Product: Purchasing Card Switch Products |

Request Status Queue

Active Work Queue : y

System Administration Transaction List

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

= Transaclion Lisl View Previous Cycle
Accountintomnaton 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 M serving you™

Enter the Cardholder’s last name and Search.
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U.5. Bank Access® Online

e
@bank Transaction Management

Search & Select an Account

Request Status Queue
Active Work Gueue Cardholder Account Search
System Administration

Account Administration Search for an account by Cardholder Account Number, Name, or Social Security Number. You can also find a

Tfﬂjﬁﬂﬂij" l?ﬂ':ﬂEEWE"‘ cardholder account by first Searching for a Managing Account.
* Transaction List

Account Information Account Mumber:

Reporting

Dashboard

Data Exchange
My Personal Informatio

Home
Contact Us

Training

All of (X serving you™

The Transaction Management screen looks like this. From this screen, you are able to
reallocate.

Transaction Management
Card Account Summany with Transactien List

Baliai; ol Clcae Dale D2CE0C043 = m

B Az

I+] Search Crteria e
[= Transaction List Biam 12 g

Loy Sime misn] Detadl © Purchase iD ® Lommanls Adcoantng Code

0T 021 WENARDS0MY DESUCINES, 1A $4320 ) WALAZE
WS MNd WENARDG M0 DESMOINES. W §1145 L CEP
GZiS 0218 MENARDSI04E DESMOINES, 4 55475 o A B DING A Mubicle

Allocating/Reallocating Transactions

Allocating in Access Online can only be performed at the Cardholder Account level, but
may be done by either the Cardholder or designated Agency Administrator. It is
strongly recommended that transactions are verified and reallocated reqularly
during the current cycle—especially for high volume accounts. This not only helps
with fraudulent transactions, but facilitates with month-end payment processing.
(Remember, catching fraudulent transactions before the statement generates prevents
the agency from having to pay fraud charges for later reimbursement.)

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
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allocate or reallocate Cardholder 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 s
Card Account Humber: =*====*"=> Switch Acoou
Card Account 1D

» Trans List

[ -1 card Account Summary

Account Mumber: (0]
Billing Cycle Close Date: | Cpen EAR [ scarch |

® Open Account

[ 11 search criteria Retumn totop |

[ -] Transaction List Betur to tos |

Records 1 - 25 of 31

Fage: 1|2 Select Desired Allocation Code

Chedk All Shown | Uncheck All Shown \\

\
Select St%t)us Merchant City/State Accounting Code

1011 1014 OMAHA SYMPHOMY 402-3450202, NE 597.50 (@ 953000 0001411(51101[12219
10111 1014 WALMART.COM 8008666546 8009666546, AR $26.94 (@@ 34099453 00011411151101112229
1011 1014 WALMART.COM 8009656546 8009666546, AR 52094 (M 315364140 0001411(5110112229
10/08 10/09 AMFP 630-5876336, IL $56.00 (W 196578 0001/411(51101[12219
10/08 10/09 LMC*LAERDAL MEDICAL 800-431-1055, NY  $50.95 (@ 10286245 0001|411151101[12299
10/08 10/09  NATLAS DUALLY DIAG B45-331-4336,NY  §70.95 @ 10164771478 0001]411|5110/112219
10/08 10/09  AUTISM ASPERGER PUBLIS 913-807-1004 KS 84500 @ 0000009412 0001}411151101l12213

Every card is mapped to a Default Accounting Code that consists of Fund—
Department—Unit—Object (shown above). All transactions will reflect this default
accounting string unless the MCC (Merchant Category Code) has been mapped to a
designated Object code. (i.e. Office Supplies).

Once the live link has been selected, changes to accounting string or distribution of
transactions can be made in the Transaction Detail screen. Distribution can be set
either by percentage (total must = 100%) or dollars (total dollars must sum).



Transaction Management
Transaction Detail

Product: Purchasing Card

Card Account Humber:
Card Account ID:

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail €+ PurchaselD @& Accounfing Code

1011 1014 MEMARDS 3046 DESMOINES, 1A 1068 @ COMPLEX 0674/005(X674] | [2229] || [T 1111111111

@ pisputes W @D Trans petail Level A% Reslioested

Summary | Allocations r_:ransacticn Line ftems rTax Data r Comments ‘

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

You can allocate amounts oy dellar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the “Add” button
After adding, modifying or deleting allocations, click the "Save Allocations™ button to save changes

* = required Allocation Scurce: Allocation Rule Last Changed By: System

Percent Accounting Code - Segment Name (Length)
FUND {4) DEPARTMENT (3) UMNIT (4) SUB UNIT (1) APPR UNIT {3) OBJECT (4)
*

5 1068 OR 100.00 % 0674 * 005 X674 § 2229

10.68 100.00 %Apply Accounting Code E m

0.00 0.00 %Additional Allocation(s) E Ada ]

S
Note: Rows marked for deg#®Ti are subtracted from Total Allocated and Amount Remaining values.

.’
Vv Scroll to far right to enter comments!

COMMENTS REQUIRED:

14

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 Farvoirite
PROGRAM PCRIOD {8} COMMLCNTS {30}

Allocations to lock in changes before exiting. If Add as Favorite

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 dates after the cycle close date. Through a

data interface, the information is uploaded to lowa Advantage and used to automatically

generate Payment Request Commodity (PRC) documents. Accurate allocations in
Access Online result in accurate PRC’s-without manual entry!

Note that accounting strings (including the Comments field) must match EXACTLY to

roll up in lowa Advantage. To help ensure consistency, some agencies create a master

list of accounting codes and corresponding comments. Another option is Accounting
Code Favorites.
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Creating Accounting Code Favorites

A great time-saving tip for consistent allocations is creating Accounting Code
Favorites (up to 25). To create a favorite, scroll to the far right of the reallocated
accounting string and select Add as Favorite.

SUE TASK [1 LS DRI ] FPRDGHAM [19] FHEAEE (2] FRDGEAR FERDD (] C

| [Bubacrgon

From the screen below, select the Add button. Remember to name the favorite and
save when done!

Manage Accounting Code Favorites
Mlﬂlﬂ-i A Al Code Fivarites

e e o rrr—|
Carl Aoy i |

To orads ug 30 74 Faweeiig), eite T umBer of Faeonbi i S8 (Tealed aned okl g "ASd Bulioen A
FO3NG. faddfing of Seing Favoihed ool B “Shes” Bulon o S0ve Chanes

Groowndmg o fegrrerat Famee | Lesgil|

(hnbete: [ aocefe Blaims Listgs FURD ) DEPASTEENT () UWET daf  TUR ORI ir)  APPR UBET j») OBRNCT (o) 508 ORIECT da) DEPARTIAENT DRLECT fai
Oshay Ofice Supplas « Mi%a = DBED o e Frak ]
Subscnplions = bevw = DREQ (20 550 s
b+ DRGD o5 5630 Frih )
i, e " s

Aaamon Faeoets |

For future reallocations, saved favorites will be available from the Change To drop-
down menu under the Allocations tab.

Thap el et L2 et Mo gy Hrnaienie o Tt b8 by e B mdoudes) elle=abln b
oty e ratond e B Sarend ol i Ths regibeaion o 54 b dra na e ol icomonieg Solme

- 28 Tous e pmowrsl o pqul 0% F e eascion To oo b sSSon Foouring dode, S0 Pe a0
M e ol ol ol e et Sh Ty W e el b e e

sl Sori sk il bepie ity BCLLLSMITIL, JACCH

o gt b T B

by
Tods aocsea i il 00K & "
PN M ] [} [T YA diiory bR T

T meru b dewior. e s aeched o Tdal dliccaled fd Aroun] emumrie AL

=
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Examples of multiple split allocation with “favorites”

Allocation Accounting Code Trans Alloc Alloc
Amt Amt %
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $260.50 | 14%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $1797.45 | $26.05 1%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $260.50 | 14%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $26.05 1%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $260.50 | 14%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $182.35 | 10%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $442.85 | 25%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $26.05 1%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 $52.10 3%
0674005X67402 2225 3851 A-02 JANITORIAL-SUPP-CUST | $0.00 260.50 14%

$1797.45

Mass Allocation-Transaction Management

Log into Access Online.

Select Transaction Management from the left navigation menu and search
cardholder name.

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

=

126 0127 OFFICEMAX CT=IN#769246  NAPERVILLE, IL $15.09

¥
i) 126 0127 OFFICEMAX CTIN#789236  NAPERVILLE, IL $60.40
A 126 0127 OFFICEMAX CT*IN#75838%  800-472-6473, IL $626.00

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.)

00000000000000000 03431252]1939100(12219
00000000000000000 03431252(1939100([2219
00000000000000000 03431752[1935[00([2219

&

=

®

=

]

Alloc % Accounting Code - Segment Name {Length)

FUND{4) DEPARTMENT(3) UNIT{4} SUB UNIT{4} APPR UNIT(s) OBJECT(4)
| C00g 0343 252 1939 |00 | 2299

Total Allocated: 0.00 o Additional Allocation(s): 1

Save Allocations
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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(s) SUBUNIT(s) APPRUNIT(s) OBJECT(4)
[ 0.00% 10343 [252 [1939 00 | [2299

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

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

Remove Alloc %
O 70.00 % 0343 |252 [1939 oo [ 12219
O 10.00 % 0343 [252 [1939 oo | 12700
O 20.00 % 0343 [252 [1939 oo [ 12299
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.

COMMENT S(30)
ipaper, pencils Add as Favorite

loffice furniture Add as Favorite

loffice misc purchases Add as Favorite

. 4

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

Remove Alloc % Accounting Code - Segment Name (Length)

Alloc FUND{2) DEPARTMENT(3) UNIT(4) SUBUNIT{) APPRUNIT(3) OBJECT{4)
O 70.00 % [0343 252 [1539 oo | 2219
O 10.00 % (0343 252 [1539 oo | [2700
O 20.00 % [0343 252 [1539 oo | [2299
Total Allocated: | 100.00 % Additional Allocation(s): R Add ]

Save Allocations
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lowa Advantage Interface/Payment Processing

US Bank payment terms are net 30 days. Through a data interface, PRC payment
documents (for PCard accounts only; not Travel Card) are automatically generated in
lowa Advantage (15) calendar days after the cycle close date using the accounting
information entered in Access Online. Agencies must determine their internal processes
to ensure all documentation is collected and allocations are made within the 15 days in
order to participate in the Interface and make payments within 30 days or less.

Payments to US Bank should always be made from the Managing Account Statement
via PRC or TP (GAX processing not allowed). If utilizing the lowa Advantage Interface
for PCard payment processing, the correct vendor/customer number will automatically
be references on the PRC.

To locate PRC document(s) in lowa Advantage, enter the following:

e Code =PRC

e Dept = your department number

e Unit = enter if applicable

e |ID =PRC + Dept # + date created
e Create User ID = unapproved

e Phase = Draft

If manually processing payments in lowa Advantage, the correct vendor/customer
number must be referenced on the PRC or TP so that payments post correctly to the
appropriate managing account. Travel Managing Accounts and PCard Managing
Accounts will have separate vendor/customer numbers. If your Agency is unsure of
which vendor/customer number to use, contact the State PCard Program Team for
clarification.

Reporting

Access Online has a wide range or reporting capabilities. (For sorting results, always
select Excel, and remember to never use the back arrow in your internet browser.)

Transaction Detail Report with Allocation Detail

The Transaction Detail Report is a useful and helpful report for verifying ALL
Cardholder transactions and allocations. From the left column menu, select Reporting,
then Financial Management, then Transaction Detail. To guarantee that all data is
included (including transactions that post the last night of the banking cycle) select
Posting Date Range and enter the dates of the cycle (usually the 215t through the 20t
unless the 20" falls on a weekend or holiday).
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Financial Management
Transaction Detail

By default this report will return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

* = required

Date
7 Cycle Close Date Range: ) Calendar Month Range: @ Paosting Date Range: ) Transaction Date Range:

Enable Cycle Day

Start Date: End Date:
02/21/2013 B~ to 03/20/2013 il

Scroll down and check the boxes for Display Transaction Comments and Display
Allocation Detail under the Additional Detail section.

Additional Detail

Display Transaction Comments Display Allocation Detail

Under Report Output select Excel from the Output Type drop-down menu. Under the
Group Report By section, enter the appropriate Processing Hierarchy Position.
Finally, select Run Report.

Report Output
Output Type
Excel -

Output Parameter Page Placement
Selecton defines the locabon of the Parameter Page cetadls on the repor output

Group Report By
2 Procassing Hierarchy Position: *

M <l ing hies N IS regquired
Bank Agent Company’ Divsion Department
1425 8945 MO0 fch fof P fi 1]

Account Number(s)
H selected, atleast one account is required. Separate multiple accounts By a comma and no spaces

Search for Accounts

Break/Subtotal Level
= No BreaksSublotal -

Page Break
Yes @ NMNo

Note: Page Break is applicable only if 3 Break/Subtotal Level is chosen

Run Report m Create Scheduled Report

The Transaction Detail Report with allocation data will download into an Excel file,
allowing the data to be sorted and manipulated as needed (sample report shown).
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Declined Transaction Authorizations Report

The Declined Transaction Authorizations report provides details of declined
transactions, including related account and merchant information. It can help identify
attempted misuse or potentially compromised cards.

In Access Online, from the left column, select Reporting and then Program
Management. From the primary screen, select Declined Transaction Authorizations
under the Administration heading.

U.S. Bank Access@ Online

State of lowa

Our Payment Products.

Logout

(Ebank

Request Status Queue
Active Work Uueue
System Administration
Account Administration
Transaction Management
Account Information
D g
* Program Management
* Financial Management
* Suppller Management
* Tax and Compliance
Management
+ Administration
* Report Scheduler
* Flex Data Reporting
Dashboard
Nata Fechange
My Personal Information

Home
Contact Us

Training

Program Management

Spend

Account Spend Analysis
Summary of account spending (excluding merchant detail).

Cash Advance
Detail of account cash advances including transaction
amount, date, and reference number.

Declining Balance/Managed Spend
Summary and detail information on declining balance

accounts by name and account number.

Administration

Account List
Frequently used account level information such as open date,
lasttransaction date, single purchase limit, credit limit, etc.

Account Maintenance Effective Dating Activity
Detailed history of effective dated account maintenance
activity.

Account Status Change
An exception report that lists accounts with a change status of

lostistolen, closed, or re-opened.

|Dec|ined Transaction Authorizationsl

eclined fransaction Authonzatons report provides details of
declined transaction authorizations information along with
related account and merchant information.

Reguest 3:atus Queus
History of changes made to Accounts.

Transaction Approval Status
Transaction Approval Status for Cardholder Accounts.

Delinquency Management

Account Suspension
Provides information on open acccunts that are past due and
suspended or pending suspension.

Charge-Off
Information on accounts that have been charged off, including

charge-off date, balance charged-off, and recovery amount.

PastDue
Accounts with past due balances end the number of times
past due situations have occurred.

Allocation Rules Management

Automated Allocation Rules
Summary of allocation rules enginzs and detail of their
respective allocation rules.

Merchant Allocation Rule Sets
Summary of merchant allocation rules sets and detail of
associated allocation rules.

All of M serving you™

Select the desired Activity Date Range. Be sure to either use the calendar function for
selecting the appropriate date or highlight the text using the cursor before replacing it.

Program Management
Declined Transaction Authorizations

By default this report will return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

* = required

Date

Activity Date Range:

Start Date: End Date:

04/01/2013 B~ to 04/18/2013 &=~



Scroll down to Report Output, select Excel from the drop-down menu and then enter
the appropriate Processing Hierarchy Position information under Group Report By.
Select Run Report.

Report Cutput
Cutput Type:
Excel -

Cutput Parameter Page Placement
Selection defines the location of the Parameter Page details on the report output

Group Report By

% Processing Hierarchy Position: *
If selected, a processing hierarchy position is required.
Bank: Agent Company. Division: Department

1425 8345 Search for Position or Add Multiple

Account Number(s):"
If selecled, at least one account is required. Separate multiple accounts by a comma and no spaces.

for A n

Ereak/Subtotal Level
- Mo Break/Subtotal - -

Run Report | Reset ]

The queried data will download to an Excel spreadsheet that can be manipulated as
needed. If a decline reason is encountered that does not make sense, or if additional
informaton is required, please contact US Bank’s Customer Service department at
1-800-344-5696.

G H 1 i [4
1 |Decline Nate Necline Time Necline Reason Requested Amonnt Request Type
e 20/ 06 D AR Merchant country exclude S1hs54 Purchase
3 | 2013/us/14 15:00:30 MCCG Include, no matdh $/25.90 rurchasc
4 | 2013/04/11 17:45:13 MCCG Include, no match $957.25 rurchase
5 2013/01/01 07:18:15 Pick-up - Fraud code-F1 £80.58 Bill Paymenl
6 | 2013/01/06 01:34:21 Pick-up - Fraud code-F1 $69.99 Bill Paymenl
7 2013/03/04 12:22:33 Account coded (CREDIT RATING) 3848.04 Purchase
A 2013/03/04 12:34:23 Account coded (CRFDITRATING) AR4R.N4 Purchase
U | ror/u/oa 1res s Account coded (C1E 11 1A TING) SHAR Purchase
10| 2013/03/04 12:12:24 Account coded (CREDIT RATING) $342.04 Purchasc
11 | 2013/03/04 11:18:25 Excecded account single trans limit £2,082.90 Murchasc
12 | 2013/03/12 17:39:18 Acvounl cuded (CREDITRATING) $23.19 Purchase
13| 2013/03/15 12:05:20 Avvounl cuded (CREDIT RATING) $26.18 Purchase
14 2012/04/01 15:44:35 Pick-up - Fraud code-F1 $85.09 Purchase
15 2013/04/01 15:44:05 Pirk-up - Fraud eode-T1 SA5.00 Purchase
16| 2003/08/01 1huKn s Pick-up - 1 raud eode-1 1 SHu.M) Purchase
17 | 2013/04/01 10:57:53 rFick up Fraud codc F1 $£23.48 rurchasc
18| 2013/04/01 10:57:21 rick up Fraud codc F1 £33.48 Purchasc
19 2013/01/01 12:33:35 Translerred accounl $682.10 Purchase
20| 2013/04/01 12:22:47 Tianslemed avcounl $682.10 Puichase
21 2013/04/02 10:36:11 Pick-up - Fraud code-F1 3168.00 Purchase
22| 201/0a/02 TEnsib Fick-up - | rand code-11 526,71 Purchase
PR 207/04 002 1nss Pick-up - | rand code-11 S26.1' Purchase
24| 2013/04/03 12:41:35 Fick up Fraud code F1 $35.98 Purchasc
25| 2013/04/03 12:41:16 rick up Fraud code F1 $35.98 rurchasc
26 | 2013/01/03 10:07:01 Pick-up - Fraud code-F1 57.99 Purchase
27| 2013/04/03 10:08:21 Pick-up - Fraud code-F1 37.99 Purchase
28 2012/04/04 12:26:33 Pick-up - Fraud code-F1 £36.72 Purchase
24 20ufuaf08 nansns Pick-up - | raud eode-11 SAFLHY Purchase
90 2013/04/09 OHiL/02 Lxceeded account single trans imit 54, 728,05 Furchase
31| 2013/04/04 08:19:13 Exceeded account single trans limit $4,728.05 Purchasc
32| 2013/041/08 11:08:37 Plck-up - Fraud code-F1 $118.10 Purchase
33| 23013/04/08 05:03:53 Pick-up - Fraud code-F1 $148.10 Purchase
34| 2013/04/08 11:19:24 Pick-up - Fraud code-F1 3212 38 Purchase
35| 2013/04/08 11:17:05 Pick-up - Fraud code-F1 5212.38 Purchase
EC) 207:3/04/00) 13:aH:12 RV status 511.27 Purchase
37| 2013/08/09 13:47:21 CRV status $11.2/ Purchase
38| 2013/04/09 20:46:23 rick up Fraud code F1 $215.89 Purchasc
39| 2013/01/10 01:53:20 Pivk-up - Fraud cude-F1 $219.70 Purchase
10 2013/01/11 11:08:15 CRV slalus £37.76 Purchase



22

Creating a Flex Data Report for Transaction/Allocation Detail (for pre-audit)

The following flex data report is a customizable alternative to the Transaction Detail
Report and may be helpful in reconciling statements and matching monthly allocations
to the PRCs generated by the U.S. Bank/I/3 Interface. Sorting the columns as instructed
in Step 10 will reflect transactions in the order they appear on the Managing Account
Statement. TIP: Once the pre-audit is complete, you can resort the spreadsheet by
allocation code to see how accounting lines on the PRC will roll up.

1. Log into Access Online.

2. Select Reporting ---Flex Data Reporting from the left navigation menu.

3. Select the tab “Create a New Report Template’.

4. Under the Primary Report Data, select Transaction under Additional Data,
highlight the Allocation check box and then select Create at the bottom.

5. Enter a report name and report description in the appropriate field boxes.

6. Select the Report Output Type to Excel.

7. Check only the following selections under the Select Report Data tab (uncheck
any others not applicable)
a. Hierarchy
i. Processing Hierarchy
b. Account
i. Short Name
c. Allocation
i. Allocation Accounting Code
ii. Allocation Amount
iii. Allocation Percent
d. Merchant
i. Transaction Merchant Name
e. Transaction
i. Cycle Close Date —and check the filter box to the right of the Cycle
Close Date
ii. Posting Date
iii. Transaction Amount
iv. Transaction Date
8. From the Filter for Content Tab
a. Enter cycle start and close dates (usually the 215t through the 20t of the
month, unless the prior month’s cycle closed on a holiday or weekend;
check the calendar!)
b. Enter the Bank, Agent, and Company numbers for your agency.
9. No further action is needed from the Sort by Criteria tab.
10.From the Set Report Layout tab, move the column titles to this order
a. Short Name
b. Posting Date
c. Transaction Date



d
e.
f.
g
h

i
J-

Transaction Merchant Name
Allocation Accounting Code
Transaction Amount
Allocation Amount
Allocation Percent
Processing Hierarchy

Cycle Close Date

11.Scroll up to the top and select Save Template.
12.Select Run Report. Excel report will download onto your screen. Delete all
columns to the right of Allocation Percent as they are not needed, resulting in 8
columns in the report.
13.Run report monthly, updating cycle to and from dates accordingly following

alloc
14.See

ation completion. Save template.
Sample below for reference.
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Cardholder Sort- follows Managing Account Statement order to facilitate pre-audit

(shows break-out of splits)

Short
Name

Posting
Date
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/22
2014/05/22
2014/05/22
2014/05/22
2014/05/23
2014/05/23
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26
2014/05/26

Transaction Transaction

Date Merchant Name
2014/05/19 AMERICAN PLUIv 0674005X67410 2224
2014/05/20 WW GRAINGER 0674005X67412 2224
2014/05/20 WW GRAINGER 0674005X67402 2235
2014/05/20 WW GRAINGER 0674005X67402 2224
2014/05/20 WW GRAINGER 0674005X67433 2235
2014/05/21 ALLIED SYSTEM:0674005X67433 2224
2014/05/21 ALLIED SYSTEM: 0674005X67433 2224
2014/05/21 AIR FILTER SALE 0674005X67418 2235
2014/05/21 AIR FILTER SALE 0001005533018 2235
2014/05/22 INT*STANDARD B 0674005X67401 2235
2014/05/22 INT*STANDARD B 0001005533001 2235
2014/05/23 CAPITAL SANITAI0674005X67435 2229
2014/05/23 CAPITAL SANITAI0001005533035 2229
2014/05/23 WW GRAINGER 0674005X67435 2226
2014/05/23 WW GRAINGER 0001005533035 2226
2014/05/23 WW GRAINGER 0674005X67401 2235
2014/05/23 WW GRAINGER 0001005533001 2235
2014/05/23 WW GRAINGER 0674005X67433 2235

4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185

Allocation Accounting Code

A-10-PLUMBING-HVAC
A-12-PLUMBING-HVAC
A-02-EQUIP MAINT-HVAC
A-02-PLUMBING-HVAC
A-33-EQUIP-MAINT-HVAC
A-33-PLUMBING-HVAC
A-33-PLUMBING-HVAC
A-18-EQUIP MAINT-HVAC
C-18-EQUIP MAINT-HVAC
A-01-EQUIP MAINT-HVAC
C-01-EQUIP MAINT-HVAC
A-35-OTHR BLDG SUPP HVAC
C-35-OTHR BLDG SUPP HVAC
A-35-SMALL TOOLS-HVAC
C-35-SMALL TOOLS-HVAC
A-01-EQUIP MAINT-HVAC
C-01-EQUIP MAINT-HVAC
A-33-EQUIP-MAINT-HVAC

Transaction Allocation Allocation

Amount
$18.95
$370.39
$8.36
$284.40
$196.24
($5.60)
$786.00
$120.98
$0.00
$11.07
$0.00
$22.83
$0.00
$10.06
$0.00
$28.92
$0.00
$210.45
$2,063.05

Amount
$18.95
$370.39
$8.36
$284.40
$196.24
($5.60)
$786.00
$24.19
$96.79
$2.21
$8.86
$15.98
$6.85
$7.04
$3.02
$5.78
$23.14
$210.45

Allocation Sort- to verify accounting line sub-totals on PRC (shows how

allocations will roll-up)

Short
Name

Posting
Date
2014/05/23
2014/05/26
2014/05/22
2014/05/26
2014/05/26
2014/05/23
2014/05/26
2014/05/21
2014/05/21
2014/05/21
2014/05/21
2014/05/22
2014/05/22
2014/05/22
2014/05/21
2014/05/26
2014/05/26
2014/05/26

Transactio
n Date
2014/05/22
2014/05/23
2014/05/21
2014/05/23
2014/05/23
2014/05/22
2014/05/23
2014/05/20
2014/05/20
2014/05/19
2014/05/20
2014/05/21
2014/05/21
2014/05/21
2014/05/20
2014/05/23
2014/05/23
2014/05/23

Transaction
Merchant Name

INT*STANDARD BE 0001005533001

WW GRAINGER

0001005533001

AIR FILTER SALES 0001005533018

WW GRAINGER

0001005533035

CAPITAL SANITAR' 0001005533035
INT*STANDARD BE 0674005X67401

WW GRAINGER
WW GRAINGER
WW GRAINGER

0674005X67401
0674005X67402
0674005X67402

AMERICAN PLUMB 0674005X67410

WW GRAINGER

0674005X67412

AIR FILTER SALES 0674005X67418
ALLIED SYSTEMS 0674005X67433
ALLIED SYSTEMS 0674005X67433

WW GRAINGER
WW GRAINGER
WW GRAINGER

0674005X67433
0674005X67433
0674005X67435

CAPITAL SANITAR® 0674005X67435

Allocation Accounting Code

2235
2235
2235
2226
2229
2235
2235
2224
2235
2224
2224
2235
2224
2224
2235
2235
2226
2229

4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185
4185

C-01-EQUIP MAINT-HVAC
C-01-EQUIP MAINT-HVAC
C-18-EQUIP MAINT-HVAC
C-35-SMALL TOOLS-HVAC
C-35-OTHR BLDG SUPP HV
A-01-EQUIP MAINT-HVAC
A-01-EQUIP MAINT-HVAC
A-02-PLUMBING-HVAC
A-02-EQUIP MAINT-HVAC
A-10-PLUMBING-HVAC
A-12-PLUMBING-HVAC
A-18-EQUIP MAINT-HVAC
A-33-PLUMBING-HVAC
A-33-PLUMBING-HVAC
A-33-EQUIP-MAINT-HVAC
A-33-EQUIP-MAINT-HVAC
A-35-SMALL TOOLS-HVAC
A-35-0OTHR BLDG SUPP HV

Percent
100%
100%
100%
100%
100%

-100%
100%
20%
80%
20%
80%
70%
30%
70%
30%
20%
80%
100%

Transaction Allocation Allocation

Amount
$0.00
$0.00
$0.00
$0.00
$0.00

$11.07
$28.92
$284.40
$8.36
$18.95
$370.39
$120.98
($5.60)
$786.00
$196.24
$210.45
$10.06
$22.83
$2,063.05

Amount
$8.86
$23.14
$96.79
$3.02
$6.85
$2.21
$5.78
$284 .40
$8.36
$18.95
$370.39
$24.19
($5.60)
$786.00
$196.24
$210.45
$7.04
$15.98

Percent
80%
80%
80%
30%
30%
20%
20%

100%
100%
100%
100%
20%
-100%
100%
100%
100%
70%
70%
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Creating a Cardholder Active Account List

It is often necessary for an Agency Administrator to have an up-to-date list of active
Cardholder Accounts. Fortunately, Access Online is here to help with this creation.
Follow the steps below to generate an Active Cardholder Account List.

ODb =

o

Log into Access Online

From the left menu column, select Reporting ---Program Management.

From the main screen, select Account List under Administration.

On the next page, select Account Open Date range and leave the date ranges
open.

Under Account Status, select Open.

6. Under Additional Detail, select the desired level:

a.

b.

f.

g.

Demographics include mailing information, email address, phone number,
etc.

Account Information includes the Managing Account name and person
designated as Agency PCard Coordinator in Access online. It also
includes card balance, issue, expiration, and cycle dates.

Default Accounting Code (fund, dept, unit, object)

Authorization limits will include Single Transaction, Monthly, and Velocity
Limits

Merchant Authorization Control Details will list what MCC default
templates each cardholder has associated to their account.

Merchant Authorization Control Limits is not an option we use.
Demographics Account Info, and Authorization Limits should be
selected.

7. Select a preferred sort method (or skip this step and resort once the report has
been created.)

8. Select Excel from the Report Output Type dropdown menu.

9. Under Group By select Processing Hierarchy Position.

10.Under Group Report By enter the Bank, Agent, and Company numbers.

11.Select Run Report.

12.Select Open

13.When the report opens, select all, copy and paste to a new Excel Document and
save to desired directory.

14.Eliminate all columns except for the following:

e

Short Name

Status

Card Type

Expiration Date
Managing Account Name
Needs Activation
Reissue

Last trans
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Bank
Agent
Company
Division
. Department
Credit Limit
Single Transaction Limit
15. AdJust column text, formatting, and headers as needed.
16.Note any cards that are in referral status and contact the cardholder to resolve.

0_33.—?7'.—'r'

Dashboard Reports

A dashboard report displays Managing Account Information by monthly, quarterly,
annually, and year-to-date. To create a Dashboard Report, follow these steps:

e From the Access Online left menu select Dashboard.
e Select link Create New Dashboard.
e Enter a Dashboard Name (the name of your report).
e Enter a Dashboard Description (this description can be the same as the
Dashboard Name or expanded information).
e Enter the Managing Account’s Bank, Agent, and Company #s
o PCard Bank # = 1425; Agent = 8945; Company is your agency’s 5-digit #
used when printing statements.
o Travel Card Bank # = 3757, Agent = 2974; Company is your agency’s 5-
digit #
Select the Save and View button.

Sample of a Dashboard Report/Graph:

Print # pownload @ About Dashboard

Sbank &

Merchant Spend Dashboard lucimmontity, || IRERAOTHEr WA | Anaiialy || Yes te Dats J
Monitor. Control. Optlmlze Quartarly Snapshat - Q2

verall success. Metric Current Prior|  Change % Change
= : Spending 54778958 S34mSg00 51,284,060 %.73%
Transactons 14,128 18728 a2 3.00%

Average Purchase 5338.08 525489 sez.40 2.75%

50 il = QuarteryMcce spend - 02 2014 D

ral to its
ity see vo

recent activity, an are it to prier periods.
clect 5 Hiersrchy Level: T -
pending Tren
sas00000

|
sss00000

|

| e
ss000000 |

1
s2000000 |

|
53,200,000 } =
s2a00000 |

|
s2400.000 | k = = "
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All of M3 serving you® 7/30/2014 11535115



Merchant Spend Analysis Report
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For a report showing PCard spend to a particular vendor or MCC (merchant
category code) group for your department/agency, proceed with the following steps:

1. Select Reporting from the left navigation panel.
2. Select Supplier Management.

3. Under Spend, select Merchant Spend Analysis
4

. Select a Date Range (posting date, calendar date, cycle close date, or

transaction date range)

5. Under Report Type, select the radio button Merchant with Transaction

Detail (Excel only)

6. Add either a particular merchant name, or a Merchant Category Code Group
7. Scroll to the bottom of the screen and enter (under the Group Report By) your

department/agency Processing Hierarchy Position
8. Select the Run Report button.

Sample Report (This is just a selection of the data. Total Spend dollars sums all
purchases and credits separately; the Trans Amount dollars shows the individual

transactions that make up the total. Both columns are equal).

Transaction Transaction ~ ...t Default Accounting

Merchant Name Total Spend Date Amount Code
REINHART FOODSERVICE LLC ($114.55) 2014/07/10 ($11.37) 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/16 ($103.18) 00012421220 2261
REINHART FOODSERVICE LLC $120,405.83 2014/06/26 $3,297.31 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/06/24 $1,601.41 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/15 $4,755.34 00014053109 2299
REINHART FOODSERVICE LLC $0.00 2014/07/11 $781.79 00014053109 2299
REINHART FOODSERVICE LLC $0.00 2014/07/08 $2,052.07 00014053109 2299
REINHART FOODSERVICE LLC $0.00 2014/07/01 $1,855.62 00014053109 2299
REINHART FOODSERVICE LLC $0.00 2014/06/24 $2,707.36 00014053109 2299
REINHART FOODSERVICE LLC $0.00 2014/07/14 $4,560.20 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/07/07 $9,242.22 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/06/30 $14,954.67 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/06/30 $164.28 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/06/26 $110.13 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/06/23 $6,312.10 00012481231 2229
REINHART FOODSERVICE LLC $0.00 2014/07/17 $2,717.74 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/15 $1,260.29 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/10 $3,581.58 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/07 $975.16 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/03 $587.60 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/06/30 $8,616.78 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/06/26 $9,835.67 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/06/23 $14.29 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/17 $3,532.42 00012471109 2219
REINHART FOODSERVICE LLC $0.00 2014/07/15 $4,440.37 00012471109 2219
REINHART FOODSERVICE LLC $0.00 2014/07/08 $3,317.27 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/08 $390.48 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/03 $2,459.36 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/01 $2,885.90 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/01 $176.21 00012521101 2299
REINHART FOODSERVICE LLC $0.00 2014/07/17 $1,659.80 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/17 $259.12 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/17 $2,184.90 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/15 $13,163.84 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/03 $42.00 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/03 $1,998.94 00012441220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/17 $620.34 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/14 $1,869.37 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/10 $1,279.52 00012421220 2261
REINHART FOODSERVICE LLC $0.00 2014/07/08 $142.38 00012521101 2299

$120,291.28 $120,291.28

Posting Date

2014/07/11
2014/07/17
2014/068/27
2014/068/25
2014/07/16
2014/07/14
2014/07/09
2014/07/02
2014/068/25
2014/07/15
2014/07/08
2014/07/01
2014/07/01
2014/06/27
2014/06/24
2014/07/18
2014/07/16
2014/07/11
2014/07/08
2014/07/04
2014/07/01
2014/06/27
2014/06/24
2014/07/18
2014/07/16
2014/07/09
2014/07/09
2014/07/04
2014/07/02
2014/07/02
2014/07/18
2014/07/18
2014/07/18
2014/07/16
2014/07/04
2014/07/04
2014/07/18
2014/07/15
2014/07/11
2014/07/09
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For more information, visit the State of lowa PCard
Program Website or contact the State PCard Team at
pcard@iowa.qov.

Heather Johnson, PCard Program Manager
515-321-5284

Departfnent of
Administrative Services

|OWA



https://das.iowa.gov/state-employees/procurement/state-iowa-purchasing-card-program
https://das.iowa.gov/state-employees/procurement/state-iowa-purchasing-card-program
file://iowa.gov.state.ia.us/data/cpeusers/hjohnso/Desktop/PCard%20Website%20Documents/2025%20DOCUMENTS/pcard@iowa.gov



