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US BANK TRAVEL CARD – Guidelines for using AccessOnline 
(Revised: 02/05/2013) 

 
US Bank Customer Service:  1-800-344-5696 

 
This document contains the guidelines to do the following tasks 
related to Travel Cards in the US Bank’s Access online system: 

 
• Reallocation (Changing the funding string) 
• Add transaction comments 
• Print transactions 

 
1) Log on to US Bank website: https://access.usbank.com 

• Organization Short Name: MPLS 
• If you need assistance with your Login or Password, please contact the 

US Bank Customer Service. 
• Under Transaction Management, select “Transaction List” and enter the 

last name of the cardholder.  
 
 
 

 
 
 
2) On this next screen (below) is where you will choose your next step.  
If you need to change the funding code for a specific charge then you will do the 
next three steps (if you want to add a comment or print, skip to step 5):  

• Select Billing Cycle “Open” and click “Search” (Changes can be made only 
to transactions in the open cycle”). 

• Check the boxes next to the transactions that you want to change the 
funding code (These transactions are charged to the default code for your 
card) 

• Select “Reallocate”  

https://access.usbank.com/
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3) On the next screen is where you can adjust your funding code and “Save 
Allocations”.  (If you would like to apply multiple lines of coding to a single 
transaction, use the “Add Alloc” feature on this section). 

 
4) After you have saved, you should see black arrows next to the updated 
transactions:  



3 
 

 
5) To print or add a comment to a specific transaction, click on the Transaction 
date next to the charge 
 

 
 

 
To print, select “Print Transaction” and it will make a PDF file for you 
to print and/or save.  
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To add a comment to a specific transaction, go to the “comments” tab 
(shown below) 

 
 

 
 
 Enter a comment about the transaction (name of the traveler, purpose of 
travel/name of the conference, etc.) and save. 

 
 
 

If you have questions or need additional help, please contact Crystal Vandenberg 
at 673-2806. 


