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:

e Reallocation (Chanqging the funding strinqg)

e Add transaction comments

e Print transactions

1) Log on to US Bank website: https://access.usbank.com
e Organization Short Name: MPLS

e If you need assistance with your Login or Password, please contact the
US Bank Customer Service.

e Under Transaction Management, select “Transaction List” and enter the

last name of the cardholder.
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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):
e Select Billing Cycle “Open” and click “Search” (Changes can be made only
to transactions in the open cycle”).
e 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)
e Select “Reallocate”



https://access.usbank.com/

(Billing Cycle Close Date: | Open 3 Search JR Print Account Activity

@ Cpen Account
[+] Search Criteria Return to top
[-] Transaction List Return to top

Select Status Posting Merchant Cityl S5tate Amount
® Date

0610 0812 HYATT HOTELS CRYSTAL CITY 888-472-2870, VA  §1,051.60
0&07  06/08 MFPA-REGISTRATION 888-397-6209, Ma 5135000
0&/08  06/08 MATIOMAL BUREAL BUSINESS  801-261-8266, NV $50.00
0502  06/04 MEHA 303-756-9090, CO  §1,384.00
(R) Reviswsd (D) Disputed (A% Resllocated () () Trans Detsil Level
Ched All Shown | Unchedd All Shown

" Reallocate Mas= Reallocate Change Review Status

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).

Trans Date Merchant Amount Alloc %  Accounting Code - Segment HName (Length)

FUND {5) DEPARTMENT {7)  ACCOUNT {s)
06M0/2012 HYATT HOTELS CRYSTAL CITY  §1,051.60 Add Allac 007100 8350700 GO6000
06082012 MNATIOMAL BUREAL BUSIMNESS £50.00 Add Alloc 00100 8350700 606000 /J

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

Select Status Posting Merchant Amount
® Date
> [] 0610 0BM2 HYATT HOTELS CEYSTAL CITY 888-472-2870, VA §1,051.60
F] 06/07 06/08 MFPA-REGISTRATION 888-397-6209, MA  §1,350.00
> [] 0g/08  06/0a MATIOMAL BUREAL BUSINESE 801-261-8266, NV $50.00
'-\ |:|J/l 06/02 06/04 MEHA 303-756-9090, CO  §1,384.00




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

Status Trans Posting Merchant City/State
® Date Date
» [] 0618 |06M19 U OF M CCE NOMCREDIT 612-625-4259 MM §750.00
F] 06/10 J06M2 HYATT HOTELS CRYSTAL CITY 888-472-2870, VA $1,051.60
F] 06/07 J06/08 MFPA-REGISTRATION 888-397-6209, MA  $1,350.00
F] 06/08 |06/08 MATIOMAL BUREAL BUSINESS  801-261-8266, NV $50.00
F] \ 06/02,/ 06/04 MEHA 203-756-9090, CO  51,384.00

To print, select “Print Transaction” and it will make a PDF file for you
to print and/or save.

summary r Allecations r Tax Data r Comments

The Summary tab shows high-level transaction information.

To change the review status, click the "KMark as Reviewed™ button.
To initiate a dispute, click the "Dispute” button.

Transaction Refaerence Information
Date: 06M8I2012 Billing Cycle: Cpen
Purchase I; G3302566 Posting Date: 06M8/2012
Total Amount: 7H0.00 Reference Number: 2426687 2171200633025669
Memo Post: Yes Authorization Mumber; 025257
Sales Tax: 0.00 Extract Date(s)
Freight: IMost Recent Standard

Financial Extract:
Merchant General Ledger Extract:
Hame: L OF MCCE MONCREDIT Payment Extract:
City, State/Province: 612-625-4259, MM
Transaction Type: SALES DREAFT Currency
MCC Code: 8220 Billing Currency: 1.3, Dollar
MCC Description: COLLEGES UMIVERZITIES Source Currency: 3. Dollar

Source Currency Amt.  750.00

Mark as Reviewed Print Transzaction )




To add a comment to a specific transaction, go to the “comments” tab
(shown below)

Summary r Allocationz r Tax Data k Enmm&ntsjr ‘h

The Summary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed™ button.
Toinitiate a dispute, click the "Dispute” hutton.

Transaction Reference Information
Date; 06Mazoz Billing Cycle; Qpen
Purchase ID: 53302566 Posting Date; 0eMazo1z
Total Amount: 750.00 Reference Number: 24266572171200633025669
Memo Post: Yes Authorization Number: 023287
Sales Tax: 0.00 Extract Date(s)
Freight: IMost Recent Standard

Financial Extract:
Merchant General Ledger Extract:
Hame:; IV OF M CCE MONCREDIT Payment Extract:
City, State/Province; G12-625-4259, MM
Transaction Type; SALES DRAFT Currency
MCC Code: 8220 Billing Currency: 5. Dollar
IMCC Description: COLLEGES UNIVERSITIES Source Currency: 5. Dollar

Source Currency Amt:  750.00

Mark a= Reviewed Print Tranzaction

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

Summary | Allocations | Tax Data | Comments

The Comments tab provides the ability to enter comments specific ta your erganization that enable the
gathering of additional infarmation about a transaction.

Comments

{ Save Comments )

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



