U.S. Bank Access® Online: Run a Transaction Detail Quick Reference

Run a Transaction Detail Report

You can use this quick reference guide as
a fast reminder of the basic steps for
running a Transaction Detail report.
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Tax and Compliance Management
Estimate sales/use tax, frack spending for
109911057 vendors, and perform other regulatory

Program Management
General program management activities and
maonitor company policy compliance.
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\Financial Management

Monitor expenditures, track variances and Administratien
manage account allocations,

support supplier negotiations, and manage
spending by category.

Analyze spending for global reports
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1. Select the Reporting high-level task
and then click the Financial
Management link.
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2. Click the Transaction Detail link.

Financial Management
Transaction Detail

By default this report will retumn all results associated with blank fields, unlese otherwize noted. To limit
results, enter specific criteria in blank fields.
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All

¢ Approval Status
Hold down the Ctrl key to make multiple selections

Pending Cardholder Approval
Pending Manager Approval
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Disputed
All

Transaction Amount
<or= 5 5

o Pt SR

| PRRHETHORS - oo 8t e AR e et an ST

3. Specify the report parameters,
including date, transactions included,
sorting and grouping.
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4. Click the Run Report button.

>lLearn More. For more

detailed information, refer to the Reporting
web-based training lesson and user guide
available at:

https://wbt.access.usbank.com

Contact your program administrator for
the most current passwords.

©2008 U.S. Bancorp. All rights reserved. U.S. Bank
Corporate Payment Systems is a division of U.S.
Bank National Association ND. All other trademarks
are the property of their respective owners. You may
not reproduce this document without permission.

©2008 U.S. Bancorp



	Run a Transaction Detail Report 

