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@bﬂl‘lk. Access’ Online 9

Dashboard

e

Accounts s Transactions s

Welcome to Access Online

Your last login was 0370652025

Message Center

1. Account name

Reporting  ~

2 Guide

One Card

Account Mame:

A T

Account Unique ID: (1) 0975-7045-2500-4507

Account |D:
Account #:
Account Status:

925045000451

"*3717 «— 2. Last 4 digits of account

Open

8

\

Current BalanceT —» $2,620.19
Credit Limit——»  $50,000.00
Available Credit—»  $47,364.00

Current Balance is updated as of previous business day. Available Credit includes pending

acocount activity.

T (G Trarasciiog Posied
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Fosting Date
03506
03/06
03,05
03505
Q2527
02/27

Merchant

AMAZOMN METPL*IWOOMNO3MN3
AMAZON MKTPL*JHBPBAMT3
RESEARCH PRODUCTS INTERMNA
SAVELIVES.COM

AMAZON MKTPL*OTBV3T393
PY *LOCALSTORAGE BRISTOL

Amount
$39.96
$198.43
$130.68
$1,980.00
$51.12
$220.00

Quick Linllmt

MManage Home Page Settings
Accoynt Alerts

Manage Contact Information
Manage Email Motifications

Run Transaction Detail Report

View All Statements

View Lagt Cycle Transactiong
View Open Transactions

DASHBOARD

1. Account Name
2. Last 4 digits of Account

3. Current Balance
(updated as of previous business day)

4, Credit Limit

5. Available Credit
(includes pending purchases)

6. Last 10 Posted Transactions
7. Set up Account Alerts
8. View Bank Statements

9. View Transactions



View transactions




Dashboard Accounts »  Transactions ~ Reporting ~ Program w

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **#**#**4+243717 CHRISTOPHER OKENQUIST Switch Accounts
Card Account ID: 92504500045 O

» Trans List |

[-1Card Account Summary

Account Number: [0]
Account Name: PHER OKENQUIST
Billing Cycle Close Date: m

® Open Account
[+1 Search Criteria Return to top
I-1Transaction List Return to top
Records 1 -6 of 6
Check All Shown | Uncheck All Shown /
Select Status Approval Status Trans Posting Merchant City/State
® Date Date
O Pending 03/06 03/06 AMAZON MKTPL*IWQOONO3N3 AMZN.COM/BILL, WA
O Pending 03/05 03/06 AMAZON MKTPL*JH8PB4M73 AMZN.COM/BILL, WA
0 Pending 03/04 03/05 RESEARCH PRODUCTS INTERNA 847-6357330, IL
O Pending 03/04 03/05 SAVELIVES.COM 860-388-4599, CT
O Pending 02/27 02/27 AMAZON MKTPL*OT8V37393 AMZN.COM/BILL, WA
O Pending 02/26 02/27 PY*LOCALSTORAGE BRISTOL 877-905-6225, CT

S

Detail € Trans Unique ID

09757045250045072025-03-0600002

Transaction Screen Review

1 Approval Status
Pending=transaction has not been reallocated
or if reallocated but not sent for approval
Approved=sent for approval
2 Trans Date
3. Posting Date
4. Merchant
5. Amount
6. Detail-Merchant description of item
2 lines=-no description
3 lines=detail description
7. Attachment
8. Accounting Code/Description
Default FOAP or reallocated FOAP /
Added Description

Attachment (i) Accounting Code @

[JA2000|N69002|702200|707800|02

09757045250045072025-03-0600001

[JA2000|N69002|702200|707800|02

09757045250045072025-03-0500002
09757045250045072025-03-0500001

[JA2000|NE3002|702200|707800(|02

09757045250045072025-02-2700002
09757045250045072025-02-2700001

114-5393460-07666

e e @666

@ Disputed > Reallocated @.@ Trans Detail Level [ Upload Attachments 3 Attachment
SRR
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Add Allocation
Add Allocation



Transaction Management
Transaction Detail

Card Account Number: =***=**=**==23717 CHRISTOPHER OKENQUIST
Card Account ID: 925045000451

Switch Accounts

Transaction Summary

Status Trans Date Posting Date Merchant
02/26 02/27 PY *LOCALSTORAGE BRISTOL 877-905-6225,CT

@ Disputed @, @ Trans Detail Level @&+ Reallocated | Upload Attachments

§ ions | Approval History |

City, State/Province Amount

220.00

Detail
(0]

The Summary tab shows high-level transaction in

The review status cannot be changed because the review limit has been reached.
To approve and forward the transaction, click "Approve.”
To initiate a dispute, click the "Dispute” button.

Transaction Reference Information~S

Date: 02/26/2025 Billing Cycle:
Purchase ID: 4a0deb869b4 Posting Date:
Total Amount: 220.00 Reference Number:
Memo Post: (1) Yes Authorization Number: 060755
Sales Tax: 0.00 Most Recent Extract Dates
Freight: Financial Extract:
General Ledger Extract:

Merchant Payment Extract:
Name: PY *LOCALSTORAGE

BRISTOL Currency
City, State/Province: 877-905-6225, CT Billing Currency: U.S. Dollar
Transaction Type: SALES DRAFT Source Currency: U.S. Dollar
Merchant Category Code Source Currency Amt: 220.00
(MCC): 4225

PUBLIC
WAREHOUSING-INCL.

MCC Description:

2444500505730

Dispute ales Draft Requests (i)
= none

Dispute information only reflects the la

filed for this transaction. More i

in Dispute History.

Aformation available

[+] Dispute History

<< Back to Transaction List

&+ Purchase ID
4a0deb869b4

(A%

Transaction Detail Level Il

Transaction Screen Review cont....

Attachment (i)

@
o

+ £\
Accounting Code (i)

Summary tab — show high level transaction information

Allocations tab- where you can reallocate charge

Approval History-show transactions that has been approved

The Dispute section - initiate a dispute of transaction(s) in the

system (ex: unauthorize charge, duplicate charge)



Transaction Management Transaction Detail Level IlI ] ]
Transaction Detail Transaction Screen Review cont....

e

Card Account ID: 925045000451

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail ¢+ PurchaselD (A Attachment@) Accounting Code (i)

03/05 03/06 AMAZON MKTPL*JHBPBAM73 AMZN.COM/BILL, WA 198.43 (@)} 111-0251946-47586 10 [JA2000|N69002|702200|707800|02|

@ Disputed @, @ Trans Detail Level @ Reallocated | Upload Attachments

Summary r Allocations r Transaction Line ltems r Approval History |
The Summary tab shows high-level transaction information. — o Summary Tab ShOW transaction information
The review status cannot be changed because the review day limit has been reached.
To approve and forward the transaction, click "Approve.”
To initiate a dispute, click the "Dispute” button.
) ° i -
Transaction Reference Information (1) Allocation Tab- where you can reallocate charge
Date: 03/05/2025 Billing Cycle: Open
Purchase ID: 111-0251946-47586 Posting Date: 03/06/2025 _J
Total Amount: 198.43 Reference Number:  24692165064104347188812 . . .
Memo Post: (i) Yes Authorization Number: 024832 * Transaction Line Item-show detail of purchase
Sales Tax: 0.00 Most Recent Extract Dates
Freight: 0.00 Financial Extract:
General Ledger Extract: . . - . .
Merchant payment Extract Approval History Tab-show history of approved or rejected
Name: AMAZON — i
MKTPL*JH8PBAMT3 Currency transactions by approver
City, State/Province: AMZN.COM/BILL, WA  Billing Currency: U.S. Dollar
Transaction Type: SALES DRAFT Source Currency: U.S. Dollar
Merchant Category Code Source Currency Amt: 198.43
(MccC): 5942
MCC Description: BOOK STORES
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Status Trans Date Posting Date Merchant

03/05

City, State/Province
03/06 AMAZON MKTPL*JHBPBAMT73 AMZN.COM/BILL, WA 198.43

@ Disputed @, @ Trans Detail Level @+ Reallocated [j Upload Attachments

Summary r Allocations r Transaction Line lterms r Approval History |

The Transaction Line ltems tab shows the defai
items with the transaction. This tab will only appear if the merchant has passe

Amount Detail

(@

ier Purchase ID
111-0251946-47586 N

@ Attachment (i) Accounting Code (i)
|JA2000|N63002|702200/707800]|02]

Transaction Screen Review cont....

level 3 data about the transaction.

Records 1-12of 12
Product
Code
BOBPX7LK71
BOBSFWNBMH
BOCLAMZXSB
BOCMPWNWVV4
BOCPDH76CB
BOCRL56TT1
BOCY4XVT2M
BOCY5GGYV3
BOC37W41DL
BODEGOXCQQ
BOOZ2HUJVSEQ
BOBXXGON1Q

Records 1-120f 12

ltem
Description

maxtek Dry Erase Markers,
Quarterhouse Native Americ
EIHFHIE Black History Mont
Vanhench 17.5" 963" (80 1
Anley Latin America 23 Cou
Vanhench 30" 1200" Easter
Vanhench 17.5" 963" (80 1
Valentines Wrapping Paper,
Asian Asian American and P
Hispanic Heritage Month Ba
Hammermill Cardstock, Prem

Wall Charger for Verizon M

Qty

1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
1.0000
2.0000
1.0000

Unit of
Measure

PCE
PCE
PCE
PCE
PCE
PCE
PCE
PCE
PCE
PCE
PCE
PCE

Unit
Cost
7.59
28.99
17.99
8.99
6.95
25.99
12.99
12.99
18.99
10.99
17.99
9.99

the merchant of all line

Line ltem

Line ltem

% of Trans

Tax Amount Total

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

7.59
28.99
17.99

8.99

6.95
25.99
12.99
12.99
18.99
10.99
35.98

9.99

Amount
3.83%
14.61%
9.07%
4.53%
3.50%
13.10%
6.55%
6.55%
9.57%
5.54%
18.13%
5.03%

Item Commodity
Code

BOBPX7LK71
BOBSFWNBMH
BOCLAMZXSB
BOCMPWNVV4
BOCPDH76CB
BOCRL56TT1
BOCY4XV7T2M
BOCYS5GGYV3
BOC37W41DL
BODBGIOXCQQ
BOOZ2HUJV5Q
BOBXXGIN1Q

* Transaction Line Items
\

(shows item description from merchants)

<< Back to Transaction List «——

Client Training | Confidential

Return to the screen with your transaction list



Transaction Management
Transaction Detail

Card Account ID: 925045000451

Transaction Summary

Amount Detail ¢ Purchase ID

@

Status Trans Date Posting Date Merchant City, State/Province

03/05 03/06 AMAZON MKTPL*JH8PB4M73  AMZN.COM/BILL, WA 198.43

@ Disputed @, @ Trans Detail Level @ Reallocated [] Upload Attachments

Allocations

Summary | | Toansection Line Hems | Agproval Hisory |

111-0251946-47586

Transaction Screen Review cont....

Allocations tab :

* Required fields indicated with a red

@ Attachment (i) Accounting Code (i)

0 |JA2000|N69002|702200/707800|02|

asterisk *

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 one or to multiple accounting codes.

You can allocate amounts by dollar 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.

***Chart field is already populated unless split
Cost then you would need to add it to your
reallocated line(s)***

Q, Search

Remove

* = required Allocation Source: Default Acct Code Last Changed By: System
Remove Amount Percent Prepopulated Accounting Code Selection T - Accounting Code - Segment Name (Length)
ange To: Favorit
Al ’ INDEX (5) FUND (5) ORG () ACCOUNT (s) PROGRAM(s)  CHARTFIELD (z) DESCRIPTION (11c) avertte
0§ 19843| or[ 10000 [Change Current Value-- v |  [meoo0 |- [Nesoc2 |+ [roee00 |q  [7o7800 |+ q | Cefenl=rmin

Total Allocated: % Apply Accounting Code:|

g

198.43|| 100.00

2

Amount Remaining: $| 0(}0“ 0.00

% Additional Allocation(s): m

Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

Client Training | Confidential

\ ***Clicking the Save Allocations button is necessary to save any changes you make to your reallocation page; else, any newly added data will be lost***



Transaction Management Transaction Screen Review cont....
Transaction Detail . —

Card Account Number: *=**=**=+*=*327{TF CHRISTOFPHER OKENQUIST Switch Accounts
Card Account 1D: 925045000451

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail g+ PurchaselD @+ Attachment @ Accounting Code @
03/05 03/06 AMAZON MKTPL*JHBPBAMT3 AMZN.COM/BILL, WA 198.43 @ 111-0251946-47586 0L |JA2000|N69002|702200|707800|02|

@ Disputed @, @ Trans Detail Level @ Reallocated [J Upload Attachments

Summary r Allocations r Transaction Line tems r Approval History |

Transaction Detail Tabs:

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

— * Approval History- show history of
Approval Actions
approval actions taken on a
Approver Date/Time Approval Action Approver Modifications

There hasn't been any approval action taken on this transaction. transaction

Key for Rejection Reasons:
1 Incorrect accounting code allocation (Request for user to change allocation)
Incorrect approver sequence / additional approval needed (Request for user to forward the transaction(s) to appropriate approver(s) in the proper sequence)
Incorrect orinsufficient transaction comment information
Incoerrect or not enough user line item data
Unauthorized / non-preferred vendor
Incorrect match
Other

b o T ¥ B S ]

Key for Approver Modifications:
A Changed Allocation
C Changed Transaction Comments
U Changed User Line ltems

<< Back to Transaction List 10




Reallocate a transaction




Dashboard Accounts s~ Transactions ~ Reporting v

Transaction Management
Card Account Summary with Transaction List

Program w

HANAgeEmen

Card Account Number: ***#**#+*%+|
Card Account ID: 925045000451

» Trans List |

I-1Card Account Summary

L3717
CHRISTOPHER OKENQUIST

Account Number: ®
Account Name:

Billing Cycle Close Date: m Print Account Activity

® Open Account

1+1 Search Criteria ReturriBiop

I-1Transaction List Return to top

Records 1-60f6

Check All Shown | Uncheck All Shown

Select Status Approval Status Posting Merchant City/State Amount
@ Date Date

O 'ending 03/06 03/06 AMAZON MKTPL*IWOONO3N3 AMZN.COM/BILL, WA $39.96
O Pending 03/05 03/06 AMAZON MKTPL*JHE8PBAM73 AMZN.COM/BILL, WA $198.43
O Pending 03/04 03/05 RESEARCH PROBUCTS INTERNA 847-6357330, IL $130.68
0 Pending 03/04 03/05 SAVELIVES.COM 860-388-4599, CT $1,980.00
O Pending 02/27 02/27 AZON MKTPL*OTBV37393 AMZN.COM/BILL, WA $51.12
O Pending 02/26 02727 PY*LOCALSTORAGE BRISTOL 877-905-6225, CT $220.00

@ Disputed G~ Reallocated (@), @ Trans Detail Level [J Upload Attachments 3 Attachment

Detail ‘¢ Trans Unique ID

® e eeeae6

09757045250045072025-03-0600002
09757045250045072025-03-0600001
09757045250045072025-03-0500002
09757045250045072025-03-0500001
09757045250045072025-02-2700002
09757045250045072025-02-2700001

1.

2.

Purchase ID

111-0251946-47586
111-0251946-47586
685252-00 [
84634986
114-5393460-07666
4a0deb869b4

Attach

Single Transaction Process

Choose you transaction by clicking on the
select box

Click the Reallocate button

t (@ Accounting Code ()

L — T — R — ]

[JA2000|N69002|702200|707800|02
[JA2000|N69002|702200|707800|02

|JA2000|N69002|702200|707800(02
Add Allocation
Add Allocation

Mass Reallocate

Reallocate

Client Training | Confidential
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Transaction Management Single Transaction Process cont....

Transaction Detail

Card Account Number: *###+##5+%

Card Account ID: 925045000451

Allocations tab

1. Reallocate your charge(s) if differ from your default account code segment

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province  Amount Detail Purchase ID @ Attachment Accounting Code . .
s " " ® g Code () otherwise leave as is .
03/05 03/06 AMAZON MKTPL*JH8PBAM73 AMZN.COM/BILL, WA 19843 @ 111-0251946-47586 o |JA2000|N69002|702200|70780002|
@ Disputed @, @ Trans Detail Level @ Reallocated (| Upload Attachments 2 Add your description

i r Allocations r e [P e [’ P prva Ftny |

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 one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add" button.

**Accounts code has drop down box to make selection click on magnifier glass**

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes. /
* = required Allocation Source: Default Acct Code Last Changed By: System [ A )
Remove Amount Percent Prepopulated A ing Code Selecti Accounting Code - Segment Name (Length) Favorite

Change To: DESCRIPTION (11)

Current Name INDEX (s) FUND (s) ORG(s) ACCOUNT (s) PROGRAM(s)  CHARTFIELD (2)

Add as Favorite

o $[__ 19843 or[f0000x [~Change Current Value— v | [meo00]-  [wevoo2 |+ [roee00 *q  [707800 |+ *q
Q, Search 7
Total Allocated: $| 1 98,43” 100.00[% Apply Accounting Code:| V| Apply
Amount Remaining: $| 0(}0” 0.00/% Additional Allocation(s): m

Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

Client Training | Confidential 13



Transaction Management . .
Reallocation Worksheet Single Transaction

Process cont....
Card Account Number: ""“"‘_ Switch Accounts
Card Account ID: 925045000451

Reallocate transactions by changing the accounting information to allocate the

amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link.

After modifying the allocations, click the "Save Allocations" button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)" checkboxes

and optionally clicking the Enables you to delete a transaction that has been entered incorrectly.
Remove Transaction(s)" button. . . . .
Allow you to contribute more funds for a single transaction if necessary.

* = required

Remove Trans Dat Amount Alloc % Prepopulated Accounting Code Selection Change To: Accounting Code - Segment Name (Length)
= z PROGRAM (s) CHARTFIELD (=)
rang urrent Name INDEX (s) FUND (s) ORG (s) ACCOUNT (s)
o 03/06/2025 AMAZON MKTPL*IWOONO3N3  $39.96  Add Alloc [--Change Current Value-- v | | |JA2000 * |N59002 . |702200 ‘q 707800 |+ *Q
Q, Search
)
DON'T FORGET
— ToClicK
<< Back to Transaction List
* = required
Remove TransDate  Merchant Remove Amount Alloc % P lated ing Code Selectis Change To: Accounting Code - Segment Name (Length) Favorite
Trans Alloc Current Name INDEX (s) FUND (s) ORG (&) ACCOUNT (s) PROGRAM () CHARTFIELD () DESCRIPTION (118)
0 03/06/2025 AMAZON MKTPL*IWOONO3N3 $39.96 Add Alloc ‘

[ |+ Addas Favorite

o s 3096 Or[ 10000 [~Change Current Value— V] JA2000 |+ [N6500¢ [ro2200 ]

=] § o000 oRr [~Change Current Value-- V] JA2000 w0z 79290 ]*a

[ |+ Addas Favorite

Client Training | Confidential 14



Dashboard Accounts s~ Transactions s~ Reporting v~  Program

Transaction Management Single Transaction Process Cont....

Card Account Summary with Transaction List

Card Account Number: **##++#%45= ]
Card Account ID: 925045000451

» Trans List |

I-1Card Account Summary
Account Name:
Billing Cycle Close Date: m

The reallocation symbol displays transaction has been reallocated and saved.

® Open Account
[+1 Search Criteria Return to top
I-1 Transaction List Return to top
Records 1-60of6

Check All Shown | Uncheck All Shown

Select Status Approval Status Trans Posting Merchant City/State Amount Detail € Trans Unique ID Purchase ID ® Attachment @ Mg%@
@ Date Date

O Pending 03/06 03/06 AMAZON MKTPL*IWOONO3N3 AMZN.COM/BILL, WA $39.96 () 09757045250045072025-03-0600002 111-0251946-47586 1] |JA2000|N69002|702200|707800(02

0 Pending 03/05 03/06 AMAZON MKTPL*JHS8PBAM73  AMZN.COM/BILL, WA  $198.43 @ 09757045250045072025-03-0600001 111-0251946-47586 U] |JA2000|N6E9002|702200|707800(02

O Pending 03/04 03/05 RESEARCH PRODUCTSINTERNA 847-6357330, IL $130.68 @ 09757045250045072025-03-0500002 685252-00 A 0 B |EA2000|N22300|702200|101100|02|SodiumHydroxidePelletsEducationalSupplies
0 Pending 03/04 03/05 SAVELIVES.COM 860-388-4599, CT $1,980.00 @ 09757045250045072025-03-0500001 84634986 0 |JA2000|NE9002|702200|707800(02

O Pending 02/27 02/27  AMAZON MKTPL*OT8V37393 AMZN.COM/BILL, WA $51.12 () 09757045250045072025-02-2700002 114-5393460-07666 1] Add Allocation

0 Pending 02/26 02/27 PY*LOCALSTORAGE BRISTOL 877-905-6225,CT $220.00 ® 09757045250045072025-02-2700001 4a0deb869b4 0 Add Allocation

@ Disputed G+ Reallocated @>@_Trans Detail Level [j Upload Attachments 3 Attachment
B

Until you click the "Approve" button, your approval status stays at
"Pending" even though you saved your reallocation(s). When the button is
clicked, your approver will receive it.

Client Training | Confidential 15



Additional allocation options



Presenter Notes
Presentation Notes
Now let’s look at some Access Online tools to speed up the allocation process.

Next slide


Dashboard Accounts s~  Transactions ~ Reporting ~ Program w

Add as favorites: Save the accounting codes you use frequently to speed up the

Manage Accounting Code Favorites
Manage Accounting Code Favorites

Card Account Numb O Switch Acoount: You can add up to 25 accounting codes favorites from this screen.

Card Aceount ID: 925045000451

To create up to 25 Favorites, enter the number of Favorites to be created and click the "Add"
adding, modifying or deleting Favorites, click the "Save" Button to save changes.

~Segment Name (Length) (7)

process. Name your favorite and be sure to click Save.

| INDEX FUND(s) ORG(s) ACCOUNT(s) PROGRAM (s) CHARTFIELD (z) DESCRIPTION (i)

Delete Favorite Name )
o [test |Active v| | | [FA2000 | [N22300 [702200 |q [101100 | [02 |q [test
O | |* [Active” ~| | | [JA2000 | [N69002 & [702200 |q  [707800 | [02 |q |

Dashboard Accounts -~ Transactions Reporting  ~ Program

Transaction Management
Reallocation Worksheet

Card Account Number; ==*==***=="*EZ7 17, CHRISTOPFHER OKEMNQUIST Sweitch Sccounts
Card Accouwnt ID: 925045000451

Reallocate transactions by changin - . aal to allocate the
amount to a different cost center. unting codes, click
the “Add Alloc™ link.

Afver madifying the allocations, click the "Save Allocations® button to save changes.
Exclude transactions from the save by selecting "Remowe Transaction{s)” checkboxes

and optionally clicking the
"Remowe Transaction(s)” button.

* = raquired
Remowve Trans Date Merchant Amount Alloe % Prepopulated Accounting Code Selection
Trans Current Name
O03/06/2025 AMAZON MKTPL*IWOOMO3IMNI $39.96 Add Alloc
o, Search

<< Back to Transaction List

Once favorites are added, the accounting
code line displays a drop-down menu to
select a favorite or (if available) another
accounting code added by your

organization.

Change To: Aeccounting Code - Segment Name (Leng
INDEX (&) FUND () ORG |
[--Change Current Value— - [ | [2A=000 ] - NE

--Change Current Value--

Card Account Default Accounting Code
Tax Default Accounting Code

Freight Default Accounting Code

17



Access your favorites

Summary | Match | Allocations | UserLine items | Comments | Aparcval History | Custom Fieids |

The Allocations tab provides the ahility to reallocate a transaction by changing the accounting information to
allocate an amount to a differe center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by donar 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 Source: User Last Changed By: System
Remove Amount Percent Prepopulated Accounting Code Selection - = Accounting Code - Segment Name (Length)
ange To:
Current Name J GL CODE (s) COST CENTER (s) JOB/PROJECT NUMBER

O $ OR --Change Current Value-- v‘ I:Iq v- Q |

--Change Current Value--
o, Search Card Account Default Accounting Code
Tax Default Accounting Code
Freight Default Accounting Code

Total Allocated: $| ?5,5[)” 1(}[];0[]?{, Apply Accounting Cude:| V|m

Amount Remaining: $| D'GDH DLDGP{; Additional ﬁllocatinn(s}:m

Once favorites are added, the accounting

Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values. code line displays a drop-down menu to

select a favorite or (if available) another

accounting code added by your

organization.
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Presenter Notes
Presentation Notes

Next Slide


Split allocation

Summary | Match | Allocations | Userline ltems | Comments | Apmcval History | Custom Fiekds |

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 one or to multiple accounting codes.

You can allocate amounts by dollar 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 Source: User Last Changed By: System

Remove Amount Percent Accounting Code - Segment Name (Length)

GL CODE (s) COST CENTER (s) JOB/PROJECT NUMBER (z0)

0 $ 37.75| OR|[ 50.00[% a 0060 |*q |

a8 37.75| OR Q 0010 |*q

Q, Search
Remove
Total Allocated: $| ?5,5[]” 10[]5[]?3 Apply Accounting Cude:| b |

Amount Remaining: $| D,DDH D,DDP;. Additional Allucatinn{s}:n

Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

Favorite

Add as Favorite

Add as Favorite

Client Training | Proprietary

To split allocations among two or
more accounting codes, click the
Add button to display another
row. You can then divide the
allocation by percent or dollar

amount.
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Presenter Notes
Presentation Notes
You also have the ability to divide the transaction between two accounting codes, which is called a split allocation. They entered 75 percent of the total transaction amount to be allocated to one accounting code, and 25 percent to be allocated to another accounting code, and you can see that they now have 100% of the transaction amount allocated. 

Next Slide


Reallocate multiple transactions




Dashboard Accounts »~  Transactions ~ Reporting » Program

Transaction Management
Card Account Summary with Transaction List

Card Account Number: -+ (R

‘Card Account ID: 925045000451

I-1Card Account Summary

Account Number: ®
Account Name:

Billing Cycle Close Date: m

® Open Account

Mass Reallocate

Transactions to THE SAM

lick the Mass reallocate
button if these transactions
are being allocated to THE

SAME accounting code
segment then save allocation

[JA2000|N69002|702200|707800|02
[JA2000|N69002|702200|707800|02

[JA2000|NE3002|702200|707800(|02

I+ Search Criteria Return to top
[-1Transaction List Return to top
Records 1 -6 of6
Check All Shown | Uncheck All Shown
Select Status Trans Posting Merchant City/State Amount Detail ‘€ Trans Unique ID Purchase ID ® Attach t @ Accounting Code @
®@ Date Date
m] Pending 03/06 03/06 AMAZON MKTPL*IWOONO3N3 AMZN.COM/BILL, WA $39.96 (] 09757045250045072025-03-0600002 111-0251946-47586 0l
0 Pending 03/05 03/06 AMAZON MKTPL*JHEPBAMT, AMZN.COM/BILL, WA  $198.43 @ 09757045250045072025-03-0600001 111-0251946-47586 1]
O Pending 03/04 03/05 RESEARCHPRODUCTSANTERNA 847-6357330, IL $130.68 @ 09757045250045072025-03-0500002 685252-00 [ (T
0 Pending 03/04 03/05 SAVELIVES.COM 860-388-4599, CT $1,980.00 @ 09757045250045072025-03-0500001 84634986 0
m] Pending 02/27 02/27 AMAZONMKTPL*OTEV37393 AMZN.COM/BILL, WA $51.12 (] 09757045250045072025-02-2700002 114-5393460-07666 0l Add Allocation
0 Pending 02/26 02/27 PY¥*LOCALSTORAGE BRISTOL 877-905-6225,CT $220.00 @ 09757045250045072025-02-2700001 4a0deb869b4 1] Add Allocation
@ Disputed @+ Reallocated @.@ Trans Detailtevel [ Upload Attachments 3 Attachment
BMERTEE
Reallocate Mass Reallocate Pull Back
1. Select transactions
2. Click Mass Reallocate it will bring you to the next screen

Client Training | Confidential
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i You can choose from
Mass Reallocation Action: (7)

- = Leaving Allocations alone:
@ Replace Existing Allocations . .
O Add Allocations \ Substitute Current Allocations: Mass Reallocate Process cont....
Add more allotments:

Alloc % (D Prepopulated Accounting Code Selection Accounting Code - Segment Name (Length)
Current Name Change To: INDEX(s) FUND(s) ORG(s) ACCOUNT(s) PROGRAM(s) CHARTFIELD(z) DESCRIPTION(11s)
"—Change Current Value-- vl | [um2000 [+  [Neo002 [« [702200 [+a  [7O7800 |- [o2 J+a |
q, Search
TotalAIIocated: Additional Allocation(s): m
After completing allocations click the Save Allocation button

Selected Transaction List
Transactions that will be affected by the action taken above.

Summary

Total Number of Transactions:
Total Dollar Amount: 271.12

Detail of Selected Transactions

(i) Allocation Source (i) Last Changed by (7)

Remove Trans Date  Merchant Amount Prepopulated Accounting Code Selection Accounting Code (i) @

Current Name

0 02/27/2025 AMAZON MKTPL*OT8V37393 $51.12 Default Acct Code System
O 02/26/2025 PY *LOCALST 0.00 Default Acct Code System
emove Tans If you decided that you want to remove certain transaction you can select remove and then click @

e Remove Transaction button/Back to Transaction List

<< Back to Transaction List

Client Training | Confidential 22



Attach a receipt/document




Two ways to attach a receipt to a transaction

Transaction Management
Transaction Detail

Transaction Detail: S

Card Account ID: 017731777135

Click the paperclip icon on ransaction Summary e

Status Match Trans Date Posting Date Merchant ’aseID &> Attackment (i) Accounting Code (i)
03/22 03/24 VALERO 10 181105 @& 71320|-27-121-430

the row above detail tabs

@ Disputed () Matched A Exception @, @ Trans Detail Ley,

N
S

[ Summary r Match r Allocations r Jsee Ling Homs r Commaents r Appeoval History r Customd’

Tha Qummary tah chawe hinh-laval trancantinn infarmatinn

.

4 ")

7
Purchase ID @ Attachment (i) Comments Accounting Code (i)
[ o

Tra nsa ct ion L| St . )1082024-03-2400005 02011811058VPRYFO00006024 &  { 71320]-27-|21-430

11082024-03-2400004 ® g 71520|-27-|21-430

11082024-03-2400003 & 71520|-27-|21-430

Cl = k t h l - H 11082024-03-2400002 00000000000000000 & 71520|-27-|21-430

IC S p ap ercil p ICON On 11082024-03-2400001 00000000000000000 ® 71320|-27-|21-430

11082024-03-2100003 ® @ 71520|-27-|21-430

. 11082024-03-0700002 ® g 71520]-27-|21-430

eaCh transaction row 11082024-03-0700001 0059631745 ® 8 71510|g®@

11082024-03-0400001 1003111126 & 71160]-27-|21-430

21082024-03-0300002 00000000000000000 & 71320-27-|21-430

S
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Click Add Attachment

Attachment notes:

* You can attach a PNG, JPG, or

PDF file to a transaction

* The system converts all file

types to a PDF after upload

* No limit to number of

attachments per transaction

* 5MB size limit for all files per

transaction

Client Training | Confidential

Transaction Management

Trans Date Posting Date Merchant City, State/Province
03/22 03724 Valero 1058 ‘ Beorne, TX

Manage Attachments

Please add or delete attachments. Only PNG, JPG or PDF files are allowed.

Back

Amount

$75.50

Add Attachment

25



Locate your attachment 68 Choose o Ulon

v 0 Search Receipts

“ v A « Workin Progress > Receipts
Organize v New folder
I This PC ®  Neme
[ Desktop "% Alexandria
. 5] Documents "L Cab receipt Lavacon
Transaction Management A Bl = DC Flight
Attachment notes, pt. 2: B Music 7 GSA Handouts MA paid
) "L GSA Handouts Nov
&) Pictures "' GSA Handouts Oct 15-26
. Trans Date Posting Date Merchant City, State/Province Amount B Videos "L Hotel Lavacon
® Cl ICk the Add AttaChment 03/22 03/24 Valero 1058 | Beorne, TX $75.50 ‘& Local Disk (C:) "L Hotel New Orleans GSA
== APPS_MN14H7 (\\us.bank-dns.com\M "2 ltineraryReceipt_26086009097
. " ItineraryReceipt_26086749600
= mlkukk .BANK-DNS.COM\MSPM IyRecetpts
link to search and select R sl (RUSEARICONECOMY S
Manage Attachments == cps (\\us.bank-dns.com\mspmetro\m . R4 P
) " Lavacen Flight
ite ms to atta Ch Please add or delete attachments. Only PNG, JPG or PDF files are allowed. = IMPAC (\\us.bank-dns.com\usbremot vl | EC

File name:

Date modified

11/28/2018 12:45 .

11/
11/
1"/

11/10/2018 8

11/10/2018 10:
018 4:38 PV
18 214 PM
2018 211 PM

s |

2 A
SA

04,

A

8/14/2018 3:54 PNV

10/15/2018 1:29 Pl w §

>

v | | Custom Files (*,jpeg;*jpg;*.pdf, v

* You can also drag and drop
files from your computer
into the image window

Add Attachment

* A thumbnail image of the

attachment will display

Back

Client Training | Confidentia

Open

Cancel
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Add any other attachments

Attachment notes, pt. 3:

* Click the Add Another
Attachment link under the
image preview to search

and select more items

* Be sure to click the Save

button when you are done

Transaction Management

Merchant

Valero 1058

Trans Date Posting Date City, State/Province

Beorne, TX

03/22 03/24

Manage Attachments

Please add or delete attachments. Only PNG, JPG or PDF files are allowed.

Client Training | Confidential

Back

Amount

$75

.50

BAIAEDSO!

Add Another Attachment
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The attachment icon appears on the transaction list

Purchase ID @ Attachment @ Comments Accounting Code @
. 05 02011811058VPRYFO00006024 @a» R 71320|-27-121-430
* A PDFicon now appears next to 04 = 715201-27-121-430
the paperclip to indicate the 03 > 71520|-27-|21-430
attachment has been saved 02 00000000000000000 (A% 71520|-27-|121-430
01 00000000000000000 (a¥ 0 71320|-27-|121-430
03 > 71520|-27-|21-430
» Click the PDF icon to view the 02 0060766401 ® @ 71510]-27-121-430
attachment 01 e 71520|-27-21-430
03 (% 0 50000]-27-|21-430
02 > 71520|-27-|21-430
01 > 71520|-26-|01-430
03 80202 (v i 71520|-27-|121-430
02 A 71520]-27-]21-430
01 (A 0 71520|-27-121-430
01 017620875 (a* 0 71320|-27-121-430
02 (A ) 71520|-27-|121-430

01 007550017 71320|-27-]21-430

— sl A s a=e

?
=
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Approve a transaction



Presenter Notes
Presentation Notes

Some agencies, including all of DoD, use the Account Approval Process or AAP, which differs in that they not only approve transactions but monthly statements as well. If you are unsure which process applies to your card program, ask your next level up or your U.S. Bank Account Coordinator.

Next Slide


FrxkEE**TWo ways to approve a transaction™******

r

From the Transaction Detail:

Click the Approve button on the

Transaction Management
Transaction Detail

Card Account Number: ************3177 MAE DOWD
Card Account ID: 017731777135

Create | Manage | Trans List |

Transaction Summary

Status Match Trans Date Posting Date Merchant

03422 ¢ - Q334 _o-_ o dAERQ. 1058 BEORNRT%. o &

City, State/Province Amount
560 ¢ oo

Detail & Purchase ID @ Attachment () Accounting Code (i)
020118 110§3VPRYFORNOPHA2S ¢ B - oo oo o1 320|-27-121+43Q

. &

Summan I'M r : I' User Line ltems r C ¢ [’ Approval History r Custom Fields |

checkboxes in the Select colu

click the Approve button below the list.

.

@® Reviewed (@ Disputed () Matched A Exception @ Reallocated @.@ Trans Detail Level @ Reallocation Locked (j Upload Attachments & Attachment

Check All Shown | Uncheck All Shown

Records 1 - 25 of 27
Page: 1|2

B B B &8 B3

Client Training | Proprietary

q

The Summary tab shows high-level transaction information.
Summary ta b . eTopchpaga o s iupctptuechalethe-agd-ae-Reviguall buam - o o 6 6 6 6 o & . 6. ¢ & . o o o &
Ldeedi i e e e e T e B i B Bt T B B e B B e e B Jaat T B e e et e T B e B T e e B e )
CC): 5542 Source Currency Amt: 75.50
MC cription: AUTOMATED FUEL
DISPENSERS
. .
( N

0 Pending 03/07 03710 MURPHY6822ATWALMRT BOERNE, TX $56.00 (0] 0441¢
O Pending 03/05 03/07 CHEVRON 00210261 HEARNE, TX $77.76 ® 0441¢
F t h T t = L S t ° Pending 03/05 03/07 DAIRY QUEEN #14127 FRANKLIN, TX $10.81 (D] 0441¢
ro m e ra n S a c I o n I S e Pending 03/06 03/07 FRANKLIN SLEEP INN FRANKLIN, TX $137.99 @ 0441¢
Pending 03/03 03/04 WM SUPERCENTER BOERNE, TX $70.30 @ 0441¢
Pending 02/28 03/03 EXXONMOBIL 47485628 SHAVANO PARK, TX $80.51 0 0441¢
Ch Oose tra n Sa CtiO n S u Si ng th e 0 Pending 03/03 03/03 AUTO PAYMENT DEDUCTION $3,004.80 PY 0441¢
Pending 02/26 02/28 TASTE OF CHINA SAN MARCOS, TX $9.99 ® 0441¢
Pending 02/26 02/28 SAC 301 NPAC KYLE, TX $81.52 (D] 0441¢
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Approve from Transaction Detail....cont.

Transaction Management
Transaction Detail

SeIeCt the Approve Product: Corporate Card/One Card/QOther Switch Products

Card Account Number: ************3177 MAE DOWD Switch Accounts
Card Account ID: 017731777135

button located on the

Trans List | Manager's Queue |

Summary tab Transaction Summary
Status Trans Date Posting Date Merchant City, State/Province Amount Detail ¢» PurchaselID @

03/22 03/24 VALERO 1058 BEORNE, TX £S5k ® 02011811058VPRYFO00006024 @&y |

@® Disputed @, @ Trans Detail Level @» Reallocated | Upload Attachments {5 Attachment

Summary r Allocations r User Line ltems r Comments r Approval History r Custom Fields I

The Summary tab shows high-level transaction information.

NA sl s e ot Do P anit PP o S P tn P ol ol P A P BB P P al™ Do B b P J o AL bt NN N o

Payment Extract:
VALERO 1058

BEORNE, TX Currency

SALES DRAFT Billing Currency: U.S. Dollar
Merchant Category Code Source Currency: U.S. Dollar
(MCC): 5542 Source Currency Amt: 75.50
MCC Description; AUTOMATED FUEL

DISPENSERS

Mark as Reviewed Print Transaction

Client Training | Proprietary 31




Approve from Transaction List....cont.

Choose the transactions to approve
using the checkboxes in the Select
column, then click the Approve
button below the list.

Some organizations do not allow
cardholders to approve multiple

transactions at a time.

Client Training | Proprietary

Pending 03/17

0 Pending 03/17

Pending 03/06

0O Pending 03/07

/ . Pending 03/05
Pending 03/05

\ O Pending 03/06
g\ Pending 03/03

O ing 02/28

® Reviewed (g Disputed () ched A Exception

Check All Shown | Uncheck All Shown

Records 1 - 25 of 27
Page: 1|2

Reallocate Change Review Status

03/19
03/18
03710
03/10
03/07
03/07
03/07
03/04
03/03

DAIRY QUEEN #14127
MURPHY6822ATWALMRT
JOHNNY REB'S DIXIE CAFE
MURPHYG6822ATWALMRT
CHEVRON 00210261
DAIRY QUEEN #14127
FRANKLIN SLEEP INN

WM SUPERCENTER
EXXONMOBIL 47485628

FRANKLI
BOERNE
HEARNE
BOERNE
HEARNE
FRANKLI
FRANKLI
BOERNE
SHAVAN

@» Reallocated @.@ Trans Detail Level (jUpload Atta
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Approver by Default or Select Name

If you have a default approver, the
name will appear here. If not, click the
select Approver box and search for the

approver by name

L

;

Client Training | Proprietary

Transaction Management
Approve Transaction(s)

[+] 1 Transaction(s) to Approve

Transaction Approval

| want to forward these transaction(s) for further approval to:

Select Approver
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Select an approver...cont.

You also have the option to check
the box to make this approver

your default approver.
After you select your default, the
name will populate automatically

each time you approve.

Click the Select Approver button.

Select your approver from the list.

Client Training | Proprietary

Search & Select an Approver
Enter the approver's full or partial name, or leave blank to view all users. Then click the "Search” button.

Last Name: First Name:

Please select an approver from the results list below.

Records 1 -2 of 2

Select Approver Name Email Address

-  ADAMS,AMANDA amanda.adams@acme-corp.com
@ @ MASON,OLIVER  OLIVER.MASON@ABC000.COM

Records 1 -2 of 2

Set selection as your default approver

Select Approver

<< Back to Approve Transaction(s)
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Submit the transaction for approval...cont.

If another approver besides your
default is needed later, you have
the Select Approver link to change

approvers at any time.

The last step is to click the Approve

Approve all transactions in the
billing cycle in the same manner, or
as your organization’s process

requires.

button. \

Transaction Management
Approve Transaction(s)

[+1 1 Transaction(s) to Approve

Transaction Approval

| want to forward these transaction(s) for further approval to:

|MASON, OLIVER (User ID: PA1BASIC) v | Select Approver

~>
m

Client Training | Proprietary
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Check the approval status

The transactions now display as Approved.

Key Approval Status descriptions:

* Approved: Cardholder have approved. e
* Final Approved: Last approval manager in

the workflow has approved.

Also, note the Locked icon that now displays
before the Attachment column. When you
approve a transaction, it moves to the
Approver’s queue, and you are locked from

making changes.

Client Training | Proprietary

Select Status

A
O
4
O
.
a
.
a

OO0 0000 doOoddooooooaodarl

B _@

Approval Status | Match

Approved
Approved
Approved
Approved
Approved
Approved
Approved

Approved

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Pending

Approved

Approved

@ A

Trans

Posting Merci

ise ID

Date

03/21
03/20
03/20
03/19

[}
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Pull back a transaction from your Approver

Select Status Approval Status Match Trans Posting Merci ase D > At
®® @ A Date Date >
If you need to make changes to a locked . Approved 03/22 03/24 VALERL 311058VPRYFO00006024 @ & {)
O Approved 03/20 03/24 CHICHF ™ a i
transaction, we have a Pull Back button that . Approved 03/21 03/24 ELNOR, @ & f
. D Approved 03/20 03/24 EXXON 2000000000000 @ & i
allows you to pull the transaction back from the 0 Approved 03/20 03/24 EXXON:  “000000000000 ® a8 g
0 Approved 03/19 03/21 AMI(? @ & {
Approver’s queue so that you can edit the 0 Approved 03/20 03/21 FRAw 766401 ® &
0 Approved 03/19 03/21 SUB > a {0
information. o Approved 03/18 03/20 M ANK ® 8
0 Approved 03/18 03/20 AMIGH ™ a {
. 0 Approved 03/18 03/20 SuBw @™ a f
Steps to follow: A Avproved 03/18 03/19 TEXAd ; > a8 {
0 Approved 03/17 03/19 CHIC @™ a f
* Click the Pull Back button to unlock the\ 0 Approved 03/17 03/19 oAmf ™ a f
D Approved 03/17 03/18 MURPY 875 @ &
transaction Approved 03/06 03/10 JOHNN @ &
Approved 03/07 03/10 MURF’? 3017 @ & i
* Make any changes to attachments, 03/05 03/07 CHEV : ® a g
0 03/05 03/07 DAIRS @™ a §
allocations, comments, etc. = Approved 03/06 03/07 FRANGF 31745 ® 8 g
° Reapprove the transaction to Send |t baCk to ® Reviewed (g Disputed () Matched A Excep @» Reallocated @.@ Trans Detail Level T e
Check All Shown | Uncheck All Shown ®.0
your Approver once changes are made Records 1-25of27 >0 Pulled Back
e 0 Approved
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Presenter Notes
Presentation Notes
What if you approved a transaction, and then you say, “Whoops, I forgot to do something before I approved it!”
If you approved a transaction, you can pull it back from the next level of approver to do more work with it. Select it from the list. 
Click Pull Back
The status displays as Pulled Back

Note that you can only pull back items in queue for the next approver above you. Keep this in mind if you have multiple approval levels.

Also, Pull Back is an optional feature - some organizations do not allow cardholders to pull back transactions.

Next slide


Work with rejected transactions

An approver may reject a transaction if it needs

a corrections or additional information.

Click the Rejected status link to view the

Approval History tab.

/

Client Training | Proprietary

Transaction Management
Card Account Summary with Transaction List

Product: Corporate Card/Onc Card/Other Switch Products
Card Account Number: **********23177 MAE DOWD Switch Accounts
Card Account ID: 017731777135

» Trans List | Manager's Queue |

[-1Card Account Summary

Account Number: [0} wSNIT

Account Name: MAE DOWD

Billing Cycle Close Date: |m\ a

SODSVACCONE s peis: s P simimimi. . i o i i i im0 s P et o gy it i i
O Approved 03/17 03/18 MURPHY6822ATWALMRT BOERNE, TX $
O Rejected 03/06 03/10 JOHNNY REB'S DIXIE CAFE HEARNE, TX $

Approved 03/07 03/10 MURPHY6822ATWALMRT BOERNE, TX $

O Approved 03/05 03/07 CHEVRON 00210261 HEARNE, TX $
0 Final Approved = 03/05 03/07 DAIRY QUEEN #14127 FRANKLIN, TX $
0O Approved 03/06 03/07 FRANKLIN SLEEPINN FRANKLIN, TX $1
O Final Approved = 03/03 03/04 WM SUPERCENTER BOERNE, TX $
0O Final Approved  02/28 03/03 EXXONMOBIL 47485628 SHAVANO PARK, TX $
O Pending 03/03 03/03 AUTO PAYMENT DEDUCTION $3,9
0O Final Approved  02/26 02/28 TASTE OF CHINA SAN MARCOS, TX
O Final Approved  02/26 02/28 SAC 301 N PAC KYLE, TX $

® Reviewed (@ Disputed @+ Reallocated @, @ Trans Detail Level g Reallocation Locked [j Upload Attachments

Check All Shown l Uncheck All Shown

Records 1 - 25 of 27
Page: 1|2

Mass Reallocate Change Review Status Pull Back
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Presenter Notes
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.
What if your approver does not approve the transaction, but instead rejects it back to you?
If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.

Click the Rejected link for more information on why it was rejected.


Transaction Detail: Approval History

The Approval History tab displays all approval workflow
steps. The rejected transaction reason code in this
example is (1) and an explanation is show in the Key for

Rejection Reasons.

Make the necessary corrections and re-approve the

transaction.

Client Training | Proprietary

Transaction Management
Transaction Detail

Product: Corporate Card/One Card/Other
Card Account Number: ***********+3177 MAE DOWD
Card Account ID: 017731777135

Trans List | Manager's Queue |

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount De
03/22 03724 VALERO 1058 BEORNE, TX 75.50 q

@® Disputed @, @ Trans Detail Level @& Reallocated ([ Upload Attachments 3 Attachmen

Summary r Match r Allocations r User Line ltems r Comments | Approval History | Custom Fields |

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

Cardholder Approver: DOWD, MAE
Current Pending Approver: Cardhaolder

Approval Actions

Approver Date/Time _AnnroualAction Approver Modifications
MASON, OLIVER 04/0905:13 || Rejected (1)
DOWD, MAE 04/08 04:26 Approved

Kav far Paiacrtion Paacanc:

1 Incorrect accounting code allocation (Reguest for user to change allocation)

Incorrect approver sequence / additional approval needed (Request for user to forward the tra
Incorrect or insufficient transaction comment information

Incorrect or not enough user line item data

Unauthorized / non-preferred vendor

Incorrect match

Other

A T & I S

Key for Approver Modifications:
C Changed Transaction Comments

U Changed User Line ltems
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Presenter Notes
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.
What if your approver does not approve the transaction, but instead rejects it back to you?
If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.

Click the Rejected link for more information on why it was rejected.


Rejected transaction notification email example

File Message Help Acrobat Q Tell me what you want to do

Raiartad Trancartinn Nntificratinn
o

<
@ Access Online Email Rejects Shared © | © Reply | € ReplyAll | = Forwar

Retention Policy USB 90 Day Delete Default (90 days) Expires 7/8/2024

The following transaction(s) has (have) been rejected. Please review the Rejection Reason and take the appropriate action.

Transaction Date: 03/06/2024

Posting Date: 03/10/2024

Merchant: JOHNNY REB'S DIXIE CAFE

City, State/Province: HEARNE, TX

MCC Code: 5812

MCC Description: EATING PLACES AND RESTAURANTS

Rejection Reason:
Incorrect accounting code allocation (Request for user to change allocation)

If you don’t wish to receive this message, please go to "My Personal Information" within Access Online and modify your notification settings.

Cardmember Service, P.O. Box 6335, Fargo, ND 58125-6335 120 Adelaide Street West, Suite 2300, Toronto Ontario M5H 1T1 Canada

Save [ “ @) e Print 57 $)Reply <« ReplyAll —> Forward [ii] Delete 47 QuickStepsv <

Notifications are available for rejected
transactions; we will discuss notification

setup and options later in the session.

***This is a system-generated message. For assistance, don't reply to this email. Please access the Contact Us page through Access Online. Thank you. ***

Client Training | Proprietary
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