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Transaction Approval Process

lcons

As you read this document, you will notice the following icons:

> Tip! Tips contain additional information to help you complete your work more
efficiently.

>Learn More. Additonalinformation explains a business concept in more detail.

Web Addresses

Live System

You can easily access the live system at U.S. Bank Access® Online or by typing the
following address into your web browser:

https://access.usbank.com
Web-based Training

Make sure you have the most current version of this user guide (and access additional
training content) by checking this guide’s version number against the user guide on the web-
based training (WBT) site. You can also type the following address into your web browser:

https://wbt.access.usbank.com

2006 CIO Magazine’s Enterprise Value
Award Winner

U.S. Bank’s Access Online system earned this award for leveraging information technology
to help our clients achieve their business objectives and produce solid returns on their
investments.

Cl1O

14th Annual
CIO Enterprise
Value Award

Winner
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Transaction Approval Process

Introduction

The transaction approval process (TAP) lets your organization use U.S. Bank

Access® Online to approve and audit transactions using your existing internal approval
hierarchy and procedures. By using the TAP function, you no longer have to create and
submit paper approvals for your transactions. You can easily process your transactions for
approval and view the approval history. The TAP function mirrors your organization’s
internal auditing procedures.

Two basic users will use the TAP function:

e Cardholders—As a cardholder, you use TAP to approve and forward transactions to an
approval manager.

e Approval managers—Your assigned approval manager uses TAP to review, final
approve, and forward (if needed) your transactions to another approval manager.

The system lets only one user modify a transaction at a given point in time. In other words,
the same transaction will never be in the work queue of more than one user. This feature
reduces the chance of fraud and ensures that only one person can modify a transaction at a
time.

Approval managers and cardholders can perform the same basic procedures:

e Approve transactions—Cardholders and approval managers can approve transactions
and forward them to an approval manager for additional approval. Cardholders approve
and forward only their own transactions, while approval managers approve and forward
transactions from cardholders and other approval managers.

e Pull back transactions—Cardholders and approval managers can pull back
transactions that an approval manager has not approved, rejected, or modified (e.g.
reallocated) yet. Both cardholders and approval managers can pull back transactions
they previously approved as long as the pending approval managers have not yet
approved, rejected or modified the transactions (e.g., reallocated, added comments,
changed user line items).

e Manage rejected transactions—Both cardholders and approval managers can manage
transactions that approval managers reject back to them.

In addition, approval managers can:

e Reject transactions—Approval managers can reject transactions and send them back
to the cardholder, previous approval manager, or to another approval manager. The
rejecting approval manager must specify a rejection reason so that the cardholder or
approval manager receiving the rejected transaction knows how to manage the rejected
transaction.

The flow chart on the following page provides an overview of the entire process.
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The chain of
approval managers
varies by
organization. An
approval manager
may reject, approve
and forward, or final
approve.

TAP Overview Flow Chart

Transaction posts.

Cardholder Chris Doe completes
transaction management tasks (e.g.,
reviews, reallocates).

Cardholder Chris Doe approves and
forwards the transaction to Jane Smith, CadlakEs e
his approval manager. pull back until the

pending approval

- - manager
Approval manager Jane Smith reviews the appm?,es’ rejects

forwarded transaction. or modifies the

transaction.

Approval manager Approval manager Approval manager
Jane Smith approves Jane Smith final- Jane Smith rejects the
and forwards the approves the transaction back to
transaction to another transaction. cardholder Chris Doe.

approval manager,

John Jones.

|

l

Approval manager Cardholder Chris Doe

John Jones final-

approves, forwards,

or rejects the
forwarded
transaction.

manages the rejected
transaction.

An approval manager can pull

back until the pending approval
manager approves, rejects, or
modifies the transaction.
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Transaction Approval Process

Cardholder Transaction Approval Process

As a cardholder, you can:

e View a list your transactions, filtered by approval status (e.g., pending, pulled back) and
other parameters

e Approve and forward a transaction to an approval manager

e Pull back a transaction as long as your approval manager (also called the pending
approver) has not approved, rejected, or modified the transaction (e.g., reallocated,
added comments, changed user line items).

e Manage a rejected transaction if your approval manager sends it back to you

e View the approval history to see the current approval status of the transaction, along
with each user who approved a transaction, the date and time of each approval, and
whether or not each user modified the transaction’s allocation, comments, or line items.

These procedures are described in detail on the following pages.

View-Only Access

Also, you may only be able to view transaction approval screens without being able to
perform any approval tasks. Your organization may have set you up with this view-only
access so that you can see the transactions and their approval status in the system, without
being able to make any changes to the information. For example, if you are an internal
auditor in your organization, you might have such view-only access. The screens and tasks
will display as shown in this user guide, but the action buttons for performing tasks will not
be active. In this way, your program manager can give you the access to the information you
need, while maintaining control over who can modify the information in the system, leading
to greater overall program control.
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Viewing Transactions

As cardholder, the first step in using the TAP function is to access a list of your transactions,
as you do for other transaction management functions.

Perzonal | E

You may also be able to
select an account from the
Account Activity box.

Transaction Management
Account Information
Reporting

My Personal Information

Message from U.S. Bank

Welcome!

You are viewing Access Online, the latest innavation in our complete set of commercial card tools. Access
Cnline is aweh-enahled program management and reporting tool offering a feature-rich platform that can be
Contact Us easily configured and deployed to meetthe unigue needs of our clients. Qur clients have the ability to
implement the features and functionality that best suppaort andfar enhance their business processes

Furchasing Card

Home 2604000259377 4

Access Online harnesses the power of the Internet within a secured environment bringing our clients online
access to their payment solutions anvtime, anywhere,

When our clients are ready, sois Access Online.

To view transactions:

1. Select the Transaction Management high-level task. The Transaction Management
screen displays.

Personal | Busin

[Ebank. ACMET1 Corporation
i Sear Savice Gisaranied (5.8)

= | Institution § Government | About US. Bancarp

Transaction Management
C cer it

Account Information

Reporting

My Personal Information

* Log Out

Transaction Management

Cardholder Transaction Manhagement
Wiew, review, allocateireallocate, dispute, and add
comments to transaction information.

Home
Contact Us

2. Click the Cardholder Transaction Management link. The Transaction Management:
Cardholder Transaction List screen displays.

Note:

If you have access to only one account you will go directly to the Transaction Management:
Transaction List screen after selecting the Cardholder Transaction Management link. If
you have multiple accounts, you will need to select which account you want to work with.
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Transaction Management
Cardholder Transaction List

[ 2ocount Number:  4716555512345678, JANE SMITH

Cilter the fransactions by v ofthe search criteria.
Ncyc\e End Date Approval Status:
[an f[ar 7] N
Tl’anSaCUDn Statds Tl’anSaC“Un Arnount;
T

Advared Search
g2 1D

AII AH

l_ Shiow only those tra ): awaiting approval

}- Show anly those Snsactions eligible for pull back
Display |25 -]

Transactions per page

ﬁ/@’ﬁ

The fallowing transactions have been posted to your account. Please selectthe transactions you would like to
acton and click the apprapriate button

ITyou would ke to view of modify specific transaction data, please click on the transaction's approval status,
date or accounting code link.

Records 1-25 of 21
Fage: 1|2

Chede All Shown | Unchedd All Shown

Select Status Approval Tran Date Posting Date Merchant City/State

® D status

Amount

m] Pending 0408 0410 SAKURA-BANA JAPANESE B17-542-4311, MA $80.93 00000a760TE175424311 =]
| Pending 0410 0410 TELEPRAY PAYMEMT §52.00 PY g
tnding 1403 o104 WioA Bu aTON, i A F45.4 Lo dd000L..a0000w b g

| O Pending 12118 12 FRIEMDS PARK 3545 BOSTON, MA $30.00 ]

Click the Advanced Search link to search for
a specific transaction or set of transactions.
Click Switch Accounts to switch accounts

Purchase ID &

Accounting Code

(R) Reviewed (D) Disputed (A% Reallocated [ Reallocstion Locked

Check All Shown | Unchedk All Shown

Fecards 1 - 25 of 31
Fage: 1|2

Mass Reallocate Change Review Status Pull Back

3. Filter your transactions by any of the following criteria:

a. Select a cycle date from the Billing Cycle End Date drop-down list. You can view
transaction lists for the current cycle and the past six cycles.

> Tip! To see transactions for all cycles, select All from above Open on the Billing

Cycle End Date drop-down list.

b. To filter by approval status, select a status from the Approval Status drop-down list.

c. To filter by purchase ID, enter a purchase ID in the Purchase ID field.

d. To filter by transaction status, select a status from the Transaction Status drop-down

list.

e. To filter by transaction amount, select a qualifier (e.g., <=, >=, Exact, or All) from
the Transaction Amount drop-down list and type an amount in the Transaction

Amount $ field.

f. To filter by approval status, select the Show only those transactions awaiting

approval check box.

g. Tofilter by pull-back status, select the Show only those transactions eligible for pull

back check box.

4. Select the number of transactions to display from the Display drop-down list.

5. Click the Search button. The transactions that match your filtering criteria display.
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Transaction Management

Cardholder Transaction List

I Account Number:  471B555512345678, JAME SMITH Switch Accounts

Filter the transactions by using any ofthe search criteria Advanced Search

Billing Cycle End Date: Approval Status: Furchase ID:
|AH A Al vl

Transaction Status: Transaction Amaount:

C— m=

[ Show only those transactions swaiting approval

™ show only those transactions eligible for pull back

Display |25 =| Transactions per page

The following transactions have been posted to vour account Please selectthe transactions you would like to
act on and click the appropriate hutton.

[fyou would like to view or modify specific transaction data, please click on the transaction's approval status,
date ar accounting code link.

Records 1 - 25 of 31
Fage:q |2

ChedeAll Shown | Uncheck All Shown

Select Status Approval Tran Date Posting Date Merchant City/State Amount Purchase ID @ accounting Code
® D status
- Pending 04/08 0410 SAkLRA-BANA JAPANESE B17-542-4311, MA $80.83 00000B7EOTR1 75424311 g
- Pending 0410 0410 TELERPAY PAYMENT $52.00PY =]
O ronding . f03 utiog VicA B STOM, i F45..4 L J0000u 0000w ta =]
| O Pending 12M19 12i1 FRIEMDS PARK 3545 BOSTOM, MA $30.00 =]

(R) Reviewed (D) Disputed (A% Reallocated & Reallocation Lacked

Chedd All Shown | UncheddAll Shown

Recards 1-25 of 31
FPage:1 |2

Mass Reallocate Change Review Status Pull Back

»>Learn More: From this screen, you can perform transaction management tasks
described in the Access Online: Transaction Management User Guide. Once you have
completed any necessary transaction management tasks (e.g., reallocated the transaction),
you are ready to approve the transaction. If you are a cardholder, follow the procedures on
the following pages to manage your transaction approvals.
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»>Learn More: Yourscreen may also have additional icons displayed to indicate

the availability of Level Il and Level lll data and/or to indicate if the transaction has been
extracted. Note the Il icons and the E icons in the sample screen below. If a transaction
does not have a Il or Ill icon, then only basic, Level | data is available. For detailed
information, refer to the Access Online: Transaction Management User Guide.

[-1Transaction List

Beturn to top

Records 1 - 20 of 20
ChediAll Shown | Uncheds Al Shown

Trans Posting Merchant

us Approval Mat

Status Date Date
|| FPending 0706 0710 TELECOMMUMNICATION SYSTEM
|| Fending D623 06/26 USERMART.COM
|| Pending D622 06/23  AMZI*SUPERSTORE
|| Pending D0A31 0622 AMZ*SUPERSTORE
[l Fending D621 D6/22  AMZTAMAZON PAYMENTS
J Pending 06/07 06/09 BUSINESS CARDS
|| Fending D67 06/09 BUSINESS CARDS
|| Pending 0603 06/08 TELECOMMUMICATION SYSTEM
|| Pending 04/31 06/01  CINTIBELL STORE DC
J Pending 05/28 05/29 EFSON *STORE
|| Pending 0504 0508 TELECOMMUNICATION SYSTEM
(| Fending 04712 04114 ANARDS BY DESIGN LLC
|| Fending D404 0406 TELECOMMUNICATION SYSTEM
|| Pending 0a/04 04/08  AMZTAMAZON PAYMEMNTS
[l Fending 03731 04/03  STERLING CUT GLASS
|| Fending 03/06 03/08 BUSINESS CARDS
|| Pending 034 03068 TELECOMMUMNICATION SYSTENM
J Pending 02728 03/02 TELECOMMUMNICATION SYSTEM
|| Pending 01724 01726 TELECOMMUNICATION SYSTEM
(| Fending 12021 12122 ALCTALTMAMN LUGGAGE CO

City/State

866-3152701, MD
800-3528227, AZ

AMZN COMBILL, WA 2527
AMZN COMBILL, WA §219.049
AMZN.COMIBILL, WA $157.57

858-5253300, KY
858-5253300, Ky
866-81562701, MD
513-3677815, OH
800-873-T7EE, CA
866-83152701, MD
CINGINMATI, OH

866-8152701, WD

AMZN COMBILL, WA §1013

8005431317, kY
858-5253300, KY
866-2152701, MD
866-8152701, MD
410-2637616, MD
800-372-3377, NY

(D) Disputed () Matched 4k Exception (A% Reallocsted () () Trans Detail Level

Amount Detail E+ Purchase ID @ pccounting Code

$60.37
§25.03

YUHEDAZ4FAEZ
201405808525000GLNOLF
102-84473848-73833
102-84473849-T3833
102-9777191-4271
367337
367336
WOME1DEEBDEY
(D B 2B2060100310001
noooooooooooonooo
(Ex WKYEICBFFT14

all|ans[1207
alll|sn6[1 207
alll|an6[1 207
alll|ang[1 207
allllz06[1207
all|gn6[1207
alll|an6[1 207
alll|a06[1 207
alll|ang]1 207
all|gn6[1207
all|ans]1 207
allllg06]1207
all|an6[1 207
alll|a06[1 207
allllz06[1207
alll|s06[1 207
all|g06[1 207
all|gn6[1207
alllB0&[1207

§37.68
§37.68
§60.37
$136.30
$115.18
§60.37
55062
$60.37

PR

(Ex VDME1COEIASE
85026752017477
08910008
357793
YKYE T AEDSAFD

§327.88
§37.68
§60.37
$60.37
§60.37

These icons indicate the type
additional detail available and if the
transaction has been extracted.

For detailed information on marking transactions for extract (if you are responsible for that
task), refer to the Access Online: Marking Transactions for Extract User Guide.

©2007 U.S. Bancorp
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Transaction Approval Process

> Tip! If you organization is using the client system validation (CSV) function, on the list
of transactions, you can see the validation status icon for each transaction. You can also
sort by validation status. CSV provides a real-time validation of accounting codes and flags
each transaction with one of the icons shown below.

Validation Status Icons Table

Icon Status Description
® Not The accounting code has not been validated, so the validation
Validated status (valid or invalid) is not known.
@ Valid The accounting code is valid.
@ Invalid The accounting code is invalid.

©2007 U.S. Bancorp 11
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Approving a Transaction

As a cardholder, you can approve a transaction from the list of transactions on the
Transaction Management: Cardholder Transaction List screen. You can also approve a
group of transactions together, as long as you are forwarding them to the same approval
manager.

Transaction Management

Cardholder Transaction List

I Agcount Number:  4716355512345675, JAME SMITH Switch Accounts

Filter the fransactions by using any ofthe search criteria. Advanced Search

Billing Cyle End Date: Approval Status: Furchase IC:
All @ All -

Transaction Status: Transaction Amount:

| [ar =] 4

™ show only those transactions awaiting approval

[T Show only those transactions eligible for pull back
Display |25 | Transactions per page

The following transactions have been posted to your account Please selectthe transactions you would like to
act on and click the appropriate buttan.

Ifyou would like to view or modify specific transaction data, please click on the fransaction's approval status,
date ar accounting code link.

Records 1 - 26 of 24
Fage:1 |2

Chec All 2 Un check All Shown

tus Approval Tran Date Posting Date Merchant CityiState Accounting Code

Status
FPending 04/08 0410 SARURA-BANA JAPAMNESE B17-542-4311, MA 8093 O0000E7E07E175424311 2

FPending 0410 0410 TELEPAY PAYMENT F52.00FY 2
‘ O tonding . f03 a1ing VioA B STOM, i $45..4 Lod0000u..a0000u ta g
r

Pending 1219 121 FRIEMDS PARK 2545 BOSTOM, MA $30.00 g

(R) Reviewed (0) Disputed (A% Reallocated & Reallocation Locked

Amount Purchase ID

Ched¢ All Shown | Uncheck All Shown

Records 1 - 25 of 21 2
Page: 12

Mass Reallocate Change Review Status Agiprove Pull Back

To approve a transaction from the transaction list:

1. Select a check box for a transaction with a Pending or Pulled Back status.

> Tip! You can select multiple transactions, but be sure they are all going to the same
place. Also, you can select the Check all shown link if you want to approve all the
displayed transactions and they are all going to the same approval manager.

2. Click the Approve button. The Transaction Management: Approve Transaction(s)
screen displays.

©2007 U.S. Bancorp 12
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Transaction Management
Approve Transaction(s)

FPlease select an approver to fonward these transactionds) to ar"Cancel" if vou do notwant to approve § forward
these transactions atthis time:

*= reguired

Approver's Mame™  Select Approver

Summary of Transactions to he Approved

Murmber of Transactions: 1 - -
If you select multiple transactions, the

i fofollicl s Ele JElkeE number and dollar value of all the
m transactions display.

> Tip! If you are selecting an approval manager for the first time, you will need to search
and select an approval manager. As you select approval managers, the system builds a
drop-down list for you. Once the system creates this list, you can simply select an approval
manager name from it. Also, once you select the same approval manager four times, the
system will set that approval manager as your default approval manager. You can also
manually specify a default approval manager.

3. Click the Select Approver link. The Approve Transaction(s): Search and Select an
Approver screen displays.

©2007 U.S. Bancorp 13
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Approve Transaction(s)
Search & Select an Approver

LastMame:

Enter the approvers full or peeel name, or leave blankto view all users. Then click the "Search” button.
/First Mame:

== Backto Approve Transactions

4. To search for an approval manager:

a. Type search criteria in the Last Name field and/or the First Name field.

b. Click the Search button. A list of approval managers who match your search criteria

displays.
—Or—

c. Leave the Last Name and First Name fields blank and click Search to display a
complete list of all possible approval managers.

©2007 U.S. Bancorp
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Approve Transaction(s)
Search & Select an Approver

Enterthe approvers full or parial name, or leave blank to view all users. Then click the "Search" buttan.

Last Mame: First Mame:

Flease select an approver from the results list below.

Records1 -7 of 7

Select Approver Hame Email Address
& Jones, kate

* Anderson, Richard
Lopez, Mark
Johnson, Donald
O'Malley, Erin

Schrnidt, Herry
= James, Anne

e NN e RS

Records1 -7 of 7

\l- Set selection as your default approver

== Backto Approve Transactions

20

—

5. Select the radio button for the approval manager you want to forward your approved
transaction to.

6. If desired, select the Set selection as your default approver check box to make the
selected person your default approval manager.

7. Click the Select Approver button. The Transaction Management: Approve

Transaction(s) screen displays with your selected approval manager in the Approver’s

Name field.

©2007 U.S. Bancorp
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Transaction Management
Approve Transaction(s)

Please select an approver to forward these transactionds) to ar"Cancel” ifyou do notwant to approve §fansard
these transactions atthis time:

*= reqguired

Approver's Mame™  Anderson, Richard Switch Approver ) - -
Click Switch Approver if the

name in the Approver’s
Name field is incorrect.

Summary of Transactions to he Approved
Q Mumber of Trangactions: 1
Total Dallar Amount: F20.93

Approvo 3¢ Cancel

> Tip! If you had selected multiple transactions, they will all go to the listed approval
manager. Also, if you selected a group of transactions, but decide at this point to send to
different approval managers, click the Cancel button to return to the transaction list and

revise your selections.

8. Click the Approve button. The system forwards the approved transaction(s) to the
specified approval manager and includes your transaction in the e-mail summary of
transactions that goes to the approval manager. You return to the Transaction
Management: Cardholder Transaction List screen, on which a confirmation message
displays and the transaction’s status displays as Approved.

> Tip!You cannot approve a transaction without selecting an approval manager. If you
try to, the system displays an error message. Simply select an approval manager and then
click Approve.

J Note the error message.

Transaction Management
Approve Transaction(s)

A\ Mo approver has heen selected. Please select an approver and resubmit.

Please select an appraver to forward these fransactions) to, "Final' it no further approval is needed, or
"Cancel" ifyou do notwantto approve ! forward these transactions atthis time:

== required

Approval Action

@ ppprover's Name:™  Select Approver

€ No further appraval needed for these transactions
Summary of Transactions to be Approved
Number of Transactions: 3

Total Dollar Amount: $5.92

©2007 U.S. Bancorp



Transaction Approval Process

Transaction Management

Cardholder Transaction List

Note the confirmation
message.

I Acoount Number: 471655551 2345678, JAME SMITH

O Reg has been succ hy COM

Filter the transactions by using any ofthe search criteria.

Billing Cycle End Date: Approval Status: Purchase ID:
IAII A All A
Transaction Status: Transaction Amaunt:

[a =] [ar =] o

™ Show only those transactions awaiting approval

" show only those transactions eligible for pull back
Display |25 'l Transactions per page

scarch 3 Resot |

The following fransactions have heen posted to your account. Flease select the transactions you would like to
act on and click the appropriate button.

Ifyau would like to views or modify specific transaction data _plea atus,

date or accounting code link

Records 1 - 25 of 31
Fage:{ |2

ChedeAll Shown | Unchedd All Shown

Purchase ID Accounting Code

City/State

Amount

SAKURA-BANA JAPANESE F80.93 00000876076175424311

G17-542-4311, MA

r

O Pending 04510 0410 TELEPAY PAYMEMNT 5200 PY g
O t nding /03 u1/04 Wil A B STOM, 1A F45. 4 Lo 00006 J0000 b g8
| ] Pending 1214 12 FRIEMDS PARK 3545 BOSTOM, MA $30.00 =]

(R) Reviewsd (D) Disputad (A% Reallocated £ Reallocation Locked

Chedk All Shown | Unchedd All Shown

Records 1 - 25 of 21
Fage:q |2

Mass Reallocate Change Review Status Pull Back

9. Repeat steps 1-8 for all remaining transactions you wish to approve and forward.

©2007 U.S. Bancorp 17
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»>Learn More: Also, if your organization uses CSV, then you can only approve
and forward transactions based on the parameters your program administrator set up. For
example, you may not be able to approve transactions with an Invalid accounting code
status or a Not Validated accounting code status. Some program administrators set up their
programs to allow approving Not Validated and/or Invalid accounting codes to enable their
cardholders to continue processing transactions. However, your program may be set up to
not allow approving transactions with Invalid and/or Not Validated accounting codes. In that
case, when you attempt to save the approval, an error message displays.

Transaction Management )« Logou [N

Cardholder Transaction List

I Accourt Mumber: 4246040002508774, CHASTIN J DORDING Switch Accounts |

A ‘You are not allowed to approve a transaction that has a "Not Validated" Accounting Code. Please
correct the allocation Accounting Code before approving the transaction.

Filter the transactions by using any of the search criteria. Advanced Search
Billing Cycle End Date: Transaction Amount. Fu

[orerTH [= = sl If your program administrator specified to not allow you

lwsm&ﬁ_af,“s: % to approve transactions with a Not Validated and/or
_ o Invalid accounting code, then an error message
A;|T°””t'”g Code Validation Stalus: displays when you try to approve the transaction.

[T Show only those transactions awaiting approval

[ Show only those transactions eligible for pull back
Dizplay |25 Yl Transactions per page

The following transactions have been posted to your account. Please select the transactions you would like to
act on and click the appropriate button.

Note the Not Validated icons.

Ifyou would like to view ar modify specific transaction data, please click on the transaction's
date or accounting code link.

Records 1 -4 of4

Chedk All Shown | Unchedd All Shonn

Amount

Purchase ID Accounting Code

City/State

Select Status Approval Trans Posting Merchant
B @ Status Date Date

2 Pending 0506 05/07 MUSKALIGHTING CENTER 5T PAUL, MM $917.46 00000000000000000 &) 05LB72R4
| Pending 05605 05/07 FASTENAL COMPANY MNSTC 320-252-3655, MM $805.43 342 &) 0SLB7Z64
(] Pending 04528 05/03 FASTEMNAL COMPANY MNSTC 320-252-3655, MM $801.72 80088 & 05LB77R4
| Pending 0428 05/03 FASTEMAL COMPANY MNSTC 320-252-3659, MM $570.05 96352 (&) pSLB7264

® Reviarned IZIJ:ZI Dizputed (A% Reallocated ":y' Hot Walidated Accounting Code

Chedd All Shown | UnchedoAll Shown

Records 1 -4 of 4

Mass Reallocate Change Review Status Pull Back

©2007 U.S. Bancorp 18
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Pulling Back a Transaction

You can pull back a transaction before the approval manager you forwarded the transaction
to has approved, rejected, or modified (e.g., reallocated) the transaction. After an approval
manager takes action on a transaction, the transaction belongs to the current approval
manager and you can no longer pull it back.

Transaction Management

Cardholder Transaction List

I Account Number: 471655551 2345675, JANE SMITH Switch Accounts

@ Request has been successfully c

Filter the fransactions by using any ofthe search criteria. Advanced Search

Billing Cvycle End Date: Approval Status: Furchase ID:
IAII = All =

Tranzact SUIEN Transaction Amaunt:

[an =] 4

Zhow anlythose transactions awaiting approval

" Show onlythose fransactions eligible for pull back

Q —
Gisplay |29 | Transactions per page

The fallowing transactions have been posted to your account. Please select the fransactions you would like to
act on and click the appropriate button.

If yau would like to view or modify specific transaction data, please click an the transaction's approval status,
date or accounting code link.

Records 1 - 25 of 31

Fage:1 |2
Chede All SH nche deAll Shown
¥(atus Approval Tran Date Posting Date Merchant City'State Amount Purchase ID Accounting Code
® © Status
Approved 04/08 0410 SAKURA-BANA JAPANESE 617-542-4311, MA Fa0.93 00000876076175424311 =]
O Fending 04510 04/10 TELEPAY PAYMENT F52.00PY a2
O b onding . 1f03 u1/04 Wil A B STOM, A f46. 4 L. J0000u.Joonow by g
| O Pending 1218 12121 FRIEMDS PARK 3545 BOSTOM, MA f20.00 g

(R) Reviewed (D) Disputed (A% Reallocated & Reallocation Locked
ChedcAll Shown | Unchedd All Shown

Recards 1-25 of 31
Fage:q |2

Mass Reallocate Change Review Status Pull Back

To pull back a transaction:

1. On the Transaction Management: Cardholder Transaction List screen, select the Show
only those transactions eligible for pull back check box.

2. Click the Search button. Transactions that you can pull back display at the bottom of the
screen.

3. From the list of transactions, select a check box for a transaction with an Approved
status.

4. Click the Pull Back button. A confirmation message displays and the status changes to
Pulled Back.
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4
Transaction Management

Cardholder Transaction List

I Aocourt Number: 471655551 2345678, JAME SMITH Switch Accounts

@ Request has been successfully completed.

Filter the transactions by using any ofthe search criteria. Advanced Search
Billing Cycle End Date: Approval Status: Purchase ID:

All = All 'I

Transaction Status Transaction Amount:

E— Wl

[T show only those transactions awaiting approval

[T Show onlythose transactions eligible for pull back
Display |25 vl Transactions per page

The fallowing transactions have been posted toyour account. Please select the transactions you would like to
act on and click the appropriate buttan.

If yau weould like to view or modi
date or accounting code link

transaction's approval status,

Note the Pulled
Back approval
status.

Records1-25 of 31
Fage:1|2

ChediAll Shown | Unchedd Al Sho

>

Approval Tran D —ate Merchant City/State Purchase ID Accounting Code

Amount
Status

u W 04110 SAKURA-BANA JAPANESE 617-542-4311, MA, $30.83  DODD0BTEOTE175424311 g
| Pending 0410  04M0 TELEPAY PATMENT $52.00 PY g
(] Pulled Back 0407 04/08 FRIEMNDS PARK 3545 BOSTON, MA §7.00 g
O tending L1f03  01/04 ViLA B STON, A F45..4 L. J0000L.u0000L by a 1
| O Pending 12719 1221 FRIEMDS PARK 3545 BOSTON, MA $30.00 =1 1

(R) Reviewed (D) Disputed (A% Reallocated & Reallocation Locked

ChedeAll Shown | Unchecs All Shown

Records 1- 25 of 31 4
Page:1 ]2

Mass Reallocate Change Review Status Puil Back J

»>Learn More: Youcannow modify the transaction (e.g., reallocate, add line item
information) as described in the Access Online: Transaction Management User Guide. After
you modify the transaction, repeat the steps in Approving a Transaction on page 12 to
approve and forward the transaction again.
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Managing a Rejected Transaction

The approval manager may reject a transaction that you forwarded. When an approval
manager rejects a transaction, the system requires the rejecting approval manager to
provide a reason and/or comments, so you know how to modify the transaction to make it
acceptable. After you modify the transaction, using the transaction management functions

(refer to the Access Online: Transaction Management User Guide), you can re-approve and

forward the transaction. Depending on your organization’s internal procedures, you may
send the transaction back to whomever rejected it you, or you may send it back up the

chain, beginning with your approval manager.

For example, you send a transaction to your approval manager, Richard Anderson, and he

approves it and sends it to Kate Jones, who rejects it back to you, the cardholder, to
reallocate. Once you reallocate the transaction, you might need to send it to Richard again

for approval or you might send to back directly to Kate for final approval. Whether you send

to Richard or Kate depends entirely on how your organization handles its internal
transaction approval procedures. If you are uncertain which approval manager to resend a

rejected transaction to, check with your program administrator.

Cardholder Transaction List

[ 2=count nomber: 4716555512345675, JANE SMITH Switch Accounts
Filter the transactions by using any of the search criteria. Advanced Search
Billing Cycle End Date: Approval Status: Purchase |D:

Al | [Reiecies =]
Transaction Status: Transaction Amaount: Order Match Status:

Al | [ar =] 4 [ =l

The following transactions have been posted toyour account. Please select the transactions you would like to
act on and click the appropriate button.

Ifyou would like to view of modity specific transaction data, please click on the transaction’s approval status,
date or accounting code link

Records 1 - 1 of 1

Transaction Management m

Select Status Approval Tran Date Posting Date Merchant City/State Amount Purchase ID @ pccounting Code
® O status /2
r ® Rejected 0113 o113 MINMESOTAWILD - TICKETS MINMNEAPOLIS, MM $268.12 1211018180000412 & EPMMAGFD
(R) Reviewed (G) Disputed @ Matched (Manual) @8 Matched (Aute) L (A Reallocated & R ion Locke d

Chedd All Shown | Unchedd All Shown

Records 1-1 of 1

Mass Reallocate Change Review Status [ Pull Back ]

To manage a rejected transaction:
1. Select Rejected from the Approval Status drop-down list.
2. Click the Search button.

3. Clicked the Rejected link for the transaction you want to work with. The Transaction

Management: Transaction Detail screen displays.

©2007 U.S. Bancorp
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Transaction Management u

Transaction Detail

[ 2zcount Momber: 471655551 2345678, JANE SMITH Switch Accounts |

Transaction Summary
Status Match Tran Date Posting Date Merchant City/State Amount Purchase ID Accounting Cod

® 0113 0113 MINMNESOTAWILD - TICKETS MINMEAPOLIS, MM $268.12 121101B8180000412 & EFMNBGFD
® Freviewed -Z:EJ:Z- Dizputed @ Matched (Aute) ®5 Matched (Manual) A Exception (A% Reallocated é Reallocation Lodked

Summary r Matched Order rNIucations r User Line ltems |/Ta:r. Data |/ Comments |/Approval History

The Approval History tab displays approval actions taken on a transaction.

Cardholder Approver: Smith, Jane

F This transaction has been
Current Fending Approver.  Srith, Jane

rejected for 1-Incorrect
accounting code allocation
Approver Date/Time Approval Acyd 0 atio and 7-Other with comments
Anderson, Richard 03/181:21 PMCST Rejected 17 (Reallocate to Sales) (reallocate to sales).

Srith, Jane 0120 251 PM CST  Forwarded

Approval Actions

Key for Rejection Reasons:

Incarrect accounting code allocation

Incarrect appraver sequence f additional appraval needed
Incarrect or insufficient transaction comments infarmation
Incarrect or nat enaugh user line itern data

Unauthatized / non-preferred vandar

Incarrect arder match

Cther

These keys explain
the approval action
and approver

modification codes.

N m M & L Rk

Key for Approver Modifications:

A Changed Allocation

C Changed Transaction Comments
U Changed User Line ltems

9

== Backio Trazzaction List

4. Review the codes (e.g., 1, 2, 3), modifications (e.g., A, C, U) and comments for the
transaction using the on-screen keys.

5. Click the Back to Transaction List link. You return to the Transaction Management:
Cardholder Transaction List screen.

6. Follow the instructions from the approval manager (e.g., reallocate the transaction to the
sales department). Refer to the Access Online: Transaction Management User Guide if
you need assistance with transaction management functions.

7. Follow the steps in Approving a Transaction on page 12 to re-approve and forward the
modified transaction.
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Viewing Approval History

If you want to see the history of a transaction, you can view the approval history for a
specific transaction on the Approval History tab. The Approval History tab provides an audit
trail, including the name of each approval manager and what action each approval manager
took related to the transaction.

Transaction Management m

Cardholder Transaction List

I Account Humber: 471655551 2345675, JAME SMITH Switch Accounts
Filter the transactions by using any of the search criteria. Advanced Search
Billing Cycle End Date: Approval Status: Purchase ID:

Open - [ -] f
Transaction Status: Transaction Amaount: Order Match Status:

[an -1 [anr =1 4 [ =]

7 show onlythose transactions awaiting approval

[ Show only those transactions eligible for pull back

Display |25 | Transactions per page

Soarch 3 “Rosor J

The following transactions have heen posted to your account. Please selectthe transactions you would like to
acton and click the appropriate button

If you would like toview or modify specific transaction data, please click on the transaction's approval status,
date or accounting code link.

Records 1- 25 of 74
Page:1|2]2

Chedi All Shown | Uncheck All Shou

atc|
oA

Select Status Approval
B @ status

] Final Approved 03506 0308 MICVWYEST TRAMSIT SYETEMS PALOS HEIGHTS, IL $270.44 123301 200001968 EPMMBGED

Tran Date Posting Date Merchant @

City/State Amount Purchase ID Accounting Code

h

Einal Approved 03/06 0zima LA BTTRY WHSL 30600340 W MONROE, LA Fa500.44  123101C200001965 EFMMBGFD
Aogroved @ L 5 DELTA AIRLINE: A 123301 CZRN001 864 Ay L ACCHEY
=y =] 3 -

4 3 3

I Pendirg @ 006 U308 AMERICAN FRIDE Cu OF MEAD, GO $239.32 12310, C10000 0934 EPLNBGEL

I Einal Approved @@ 03/06 0308 AMERICAN AIRLINES MINMEAPOLIS, MK $107.62 123101C100001933 EPMMBGED

[} Pending 0306 0308 MIDWEST TRAMSIT SYSTEMS FALOS HEIGHTS, IL $260.44 123301 C200001966 EPMMNBGED
® Reviewead -:EJ:ZI Disputed @ Matched (Manual) &8 Matched (aute] £ Ax R anr Locked

Check All Shown | Uncheck All Shown

Records 1 - 25 of 74
Fage:1 213

Mass Reallocate Change Review Status Pull Back

To view approval history:

1. Select the link in the Approval Status column for the transaction you want to view the
approving history of. The Transaction Management: Transaction Detail screen displays
with the Approval History tab open.
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Transaction Management |+ oo

Transaction Detail

I Account Number: 4716555512345675, JANE SMITH Switch Accounts

Transaction Summary

Status Match Tran Date Posting Date Merchant City'State Amount Purchase ID Accounting Code
0306 03mna MIDWEST TRANSIT SYSTEMS PALOS HEIGHTS, IL $270.44 123301 C200001 966 2 EFMNBGFD

® Reviered -::[J::- Disputed @&H Matched (Aute) @8 Matched (Manual) A Exception (A% Reallocated % Reallocation Locked

Summary |/ Matched Order I/Alluc.ations |/ User Line ltems |/Tax Data |/ Comments |/Appruval History

The Appraval History tab displays approval actions taken on a transaction. Note the cardholder approver
and the current pending
approver.

Cardholder Approver: Smith, Jane
Current Pending Approver: Final

Approval Actions

Approver Date/Time Approval Action Apprdver Modifications
Jones, Kate 0318 2:38PM C5T  Final Approved
Anderson, Richard 03/18 2:37 PM CST  Pulled Back

Anderson, Richard 03718 2:20 PM CST Rejected 1 U

Smith, Jane 0318 214 PM C5T  Forwarded

The Approval Actions table lists all
approvers, their actions, and the date
and time of their actions.

Key for Rejection Reasons:

Incorrect accounting code allocation

Incorrect approver sequence F additional approval needed
Incorrect or insufficient ransaction comments information
Incorrect or not enaugh user line iterm data
Unautharized [ non-preferred vendar

Incorrect order match

Other

I =L R SN PURSY SV

Key far Appraver Madifications:

A Changed Allocation

 Changed Transaction Comments
L) Changed User Line ltems

S

== Backto Transactiﬁist

2. Review the approval action information.
3. Click the Back to Transaction List link. You return to the Transaction Management:
Cardholder Transaction List screen.

»>Learn More: Yourapproval manager has the responsibility for the final
approvals.
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©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, in whole or in part, without written permission from U.S. Bank.
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