USBank Cards

Timeline

Mid-month you will receive email notification that statement is ready to view
online. Statements are generally available on the 15 of the month (or the
following day if the 15™ lands on a weekend or holiday). If you have made no
charges during the month you do not need to send in anything.

» Loginto Access Online (https://access.usbank.com) to view statement
(make sure to add the s’ in https). Compare the statement with any bills or
receipts to verify accuracy.

o Change budget codes if necessary.
o Print the reconciled statement from Access Online.

= Tape itemized receipts for P-Card purchases to an 8.5” x 117 sheet of paper,
in the order they appear on the statement. Please do not staple; these pages
need to be scanned.

* Both the cardholder and supervisor need to sign off on the front of the
statement.

= Send your statement with bill(s) and/or receipts to Accounts Payable through
Inter-school mail.

25% of the month:

= All budget code changes must be in place. Any changes made after the 25
will not be reflected in the finance system (FMS). If you wish to make
changes at this time you will need to request a budget transfer from your
accountant.

= Signed statement and bill/receipts are due to Accounts Payable.

AccessOnline Instructions:

Attached you will find a step by step approach to the AccessOnline website to take you through
the most basic steps in using AcessOnline. To maximize your online experience, check out the
system’s web-based training materials prior to utilizing AccessOnline. This highly intuitive
web-based training experience will help you get the most out of this new tool and goes beyond
the attached materials. To access the U.S. Bank online training tools, go to
https://wbt.access.usbank.com and enter the password; call the help line (877-887-9260) to find
out the current password.

If at any time you need help with the online process, first call
US Bank at 1-877-887-9260.


https://access.usbank.com/

Using US Bank Access Online

Registering Cards Online

It is important to register your US Bank copier cards and P-Cards online. This will ensure that
you receive email notifications every month when your statement is ready to view online. You
will not be receiving paper statements through U.S. Mail.

To register your cards online, follow these Welcome to Access Online!
instructions:
Please enter the information helow and login to hegin.
Organization Short Mame:
= Log on to https://access.usbank.com User ID-
*make sure to include the ‘s’ in |
¢ ) Password:
https |
= (Click on “Register Online” Login
= You will then be directed to the Forqot vour passward?
screen below. P | Redister oniine

Online Registration
Add Accounts

Taojoin Access Online, you will need a minimum of one walid account number. "Redgister This Account” will
validate a single account. "Additional Account” will allow multiple accounts to be included in the registration
Rrocess.

*= raguired

Organization Short Mame: =

f

Account Mumber: ® Account Expiration Date: ®  Account Zip Code: ™

| |Jan x| |2005 ~] [

==Backta login Page

= Enter information for the first card you are registering.
o Organization Short Name: spps
o Enter the account number and expiration date of card.

= [f this is a copier card, the information will be in the letter you received
from USBank with your card information on it (you should not have a
physical card for copiers, only a number). Notice that the letter is missing
the first 6 digits of the card number. You should have received these 6
digits via email. If not, contact Jamie Atkins at jamie.atkins@spps.org or
651-767-8289.

= If'this is a P-Card, you will receive a physical card.
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o Enter the five digit zip code for your site. If this does not work, use the SPPS
business office zip code of 55102.

o If you have more than one account to register, choose “Additional Account”
and enter other card information. If you’re only entering one card, choose
“Register This Account” and continue to the Licensing Agreement.

Registering Multiple Cards

After choosing “Additional Account” on the previous screen you will be directed to the screen
below. Notice that the card that you have already entered appears near the bottom of the screen.
(If you need to add additional cards after your initial registration see “Adding Additional
Cards After Initial Registration”)

= Enter the next card’s information and click “Add to List.” Continue adding cards until all
of your cards are entered. When all of your cards have been entered, click “Save List”

Online Registration
Add Accounts

"Add to List will allcw mulliple accounts lo be included in the registration process. When all addilional
actounts have been successiully included, "San List”

®= required

Organization Shorl Name: spps

Accoun! Mumber Account Expiration Date- ™ Accounl Zip Code:

[ vl -

Add to List

Account List

Reoords 1 - 1 a1
Account Mumber Product Description
MO O One Card
Fecords1 -1 of 1
W Sovelist I
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Licensing Agreement

You will then be directed to the terms and conditions screen.

= Read the terms and conditions, and click the “T Accept” button at the bottom of the
screen.

Licensing Agreement

Please read and accept the Licensing Agreement to continue.
AccessOnline Terms of Service

1. ACKNOWLEDGMEMT AND ACCEPTAMCE OF TERMS OF ACCESSOMNLINE

Customer and U.S. Bank agree that any cause of action arising out of or related to this AccessOnline must

cammence within one (1) year after the cause of action arose; otherwise, such cause of action is permanently
harred.

The section titles inthe ATS a- lely used for the convenience ofthe parties and have no legal or contractual
signhificance,

7 Decline B 1 Accept
Y\

Password/ Contact Information

After the Terms of Service are accepted, you will be asked to choose a password and enter
contact information.

= Choose a user ID and password that you will be able to remember. Keep
information in a safe place. Make sure to follow the criteria listed on the web page.

Online Registration
Password and Contact Infoermation

Organization Short Hame: SPFS

User ID & Password

=

= reqguired

FPlease enter an ID between 7-20 alphanumeric characters and a password between 8-20 alphanumeric
characters. Use a combination of letters and numbers easy for you to remember but not for others to guess.

User ID:*
|
Pasgword: *
|

Re-enter Mew Pasgword: =

= Scroll down, choose one of the authentication questions and type in a response. This
question will be used in the case that you forget your password.
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= For copier accounts: Enter the name of the person in charge of the cards.
For card accounts: Enter your name as printed on the physical card.

= Enter the billing address. The billing address will be the address of the school or
department. Make sure you enter your email address and fax number. Notification
that statements are ready to view online will be sent only via email.

Authentication

Flease selact an authentication question and enter a response that will be easyto remember. This
infarmation will be used in the event that you farget your password.

Authentication Question: *

Mother's Maiden Marme i

Authentication Responge: ™

Contact Information

First Mame: * Last Name: * l&
|

Address 1. " Address 2:

| |

City: * StatelProvince: ®  ZipfPostal Code:

| [ =l

Country:

Phane Mumber: ® Fax Murnber:

Email Address: *

Cancel Registration

=  When all of the information is correct, click “Continue”
= Ifall goes well, you should then see the following screen, with your accounts all listed in
the box on the right.

bank ST. PAUL PUBLIC SCHOOLS

Fiv e e Grermed (£5)

Transaction Management
Account Information
Reporting

My Personal Information

Message from U.S. Bank

@ User ID has heen successfully added.

H Welcome! One Card
OImeE Ererssverees ey
Contact Us ‘You are viewing Access Online, the latestinnovation in our complete set of commercial card tools. Access
Online is a web-enabled program managernent and reporting tool offering a feature-rich platformn that can be One Card
easily configured and deployed to meet the unique needs of our clients. Our clients have the ability to R RHHIHEAKARRR
implement the features and functionality that best support andior enhance their business processes One Card
. . o . X ESrsseversessvesy
Access Online harnesses the power of the Internet within a secured environment bringing our clients anline
access to their payment solutions anvtime, anywhere. One Card
SRR
When our clients are ready, 5o is Access Online
One Card
OO
One Card
Ere e ey
One Card
R R R RN
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Congratulations! You’ve successfully registered your cards online.

Adding Additional Cards After Initial Registration

To add cards to your Access Online account after initial registration:

Transaction Management

Account Information

Reporting .
My Personal Information

Home
Contact Us

= Click on “My Personal Information” from the home screen.

Password
Chanoge your systerm password and create or modify an authentication response that will he used when

resetting a password.

Contact Infermation
LIpdate your user ID contact information (name, address, phone no., etc.).

. Fmail Motification

Account Access
\ Wiew access rights and user specific information, such as accounts and hierarchy level access.

m Add Accounts

= Choose “Add Accounts.” Notice that this screen gives you access to changing your
password, and updating contact information as well.
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Flease enter information helow for each account you wish to add. When all desired accounts have been
added, "Sawe "

*= reguired
Organization Short Hame: SFFPS

Account Mumber: * Account Expiration Date: ™ Account Zip Code: ®

| |Jan =] |2005 =] |

== Hackto Personal Information

" This screen allows you to add additional cards to your account. When information is
entered, click “Add Account.”

®  When all of your additional accounts are entered, click “Save” on the next screen.

Viewing Statements Online

After you have registered your cards online, you will receive an email, approximately the 16™ of
every month, from USBank Access Online notifying you that your statement is ready to view.
You will then be able to go online, view your statement, and change budget codes if needed.
There are 11 days to make changes to the budget codes. When this is done, print out the
statement and send to Accounts Payable along with any bills or receipts.

To view your statement online:
=  Go to https://access.usbank.com

Welcome to Access Online!

Please enter the information below and login to begin.

Organization Shart Marme:

e

ser |D:

Fasswiard:

Forgot your password?

Redister Online

= Enter Organization Short Name: spps, User ID, and Password. Click “Login”
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ﬁ tement

= If you’ve forgotten your password, you can click on “Forgot your password?” and the
system will prompt you with your authentication question to verify your identity.

= If you’ve forgotten your User ID, call customer service at 1-877-887-9260.

= After you log in, you should see the following menu on the left side of the screen.
Click “Account Information”

Transaction Management

_> Account Information

Reporting
My Personal Information

Message from U.S

Welcome!

You are viewing Access Online, th
Online is aweb-enabled program
easily configured and deployed to
implement the features and functi

Home
Contact Us

At this point, you can click on “Statement” on the left or “Cardholder Statement” to see your
card statements online.

Transaction Management
Account Information

Account Information
urt Prafile

Repurti“g s.tatement

My Personal Information Wiew account staternent(s).

m izardholder Staterment

Home Account Profile
Contact Us Yiew account demographics, limits, accounting code,
and other related information.

= icgrdholder Profile

= Your accounts will be listed as below. Choose the account for which you’d like to view a
statement and click on the underlined portion under “Product Name”

P-Card Manual — Updated 2020-02 8



Transaction Management

ncculfnt_.Infurmatiun Cardholder Statement
Select an Account

Reporting
My Personal Information

Please select an account.

Records 1-7 of 7

Product Hame Account Humber Account Hame

Home
Contact Us

Records 1-7 of 7

*note: account numbers have been blacked out in this sample. Your account numbers
and full name should appear correctly in the screen above.

e From the drop-down menu, choose the billing cycle for the statement you would like to
view and click “View Statement”

Cardholder Statement
Select Cycle

[ #ecourt Humber: 4708264031684756, CHRISTINE MANON Switeh Accounts |

Flease select a cyvcle to view for the account selected. Please note: The statement display cannot be used for
remittance of paymert, it is for display purposes only,

\ Select Billing Cycle

v

AAEOILNT HindE iR
Eba“ k AT08- 20402160 4706

CHRISTINERSHON
ALME CORPORATION
500 T4TH ST N SUITE 660
WASHINGTONDE 20005-3077

4T7SB264031684756 000042049

T

ST

g o TESCRIFTION FETERECNCE RNUMBER | P, LR
1221 CHIL 'S €R 158400000041 LEE 5 SUMMIT W 416107 33244200 150021851 £O12 4. 03
12224 APFLIBEE 'S 5-WI0152305 WASH INGTOH MO 410107 3325 400504 S07005] 5012 az-en
12-24 | FERK NS FEST 00011643 LEES SIMMIT 80 24 FHRO0GIEYEF S 0BEEE5E5] 512 21.20
12224 TOCK | SLAND NESTAURAHT & UN IOH D 10I003ITII0002 A00Z 0] BO12 anen
12-24 | SUFCR & MOTELS LEES SUMAS TT WO FE19 43332007 SO0 220800 yelte
12-24 [ SUPER & MOTELS UK | ON- UKL N -3 PE18 4333707 SO0D0E04 I6] 3700 a2, 5

M0 PAYNENTS TO:

ELE BLLIG HDARIES TO
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= Verify the accuracy of your statement. Compare to bills and/or receipts.

= At this point, you will also be able to change budget codes. Budget codes must be
changed by the 25" of each month.

= If you have no changes, print out your statement (see directions, pg. 14), attach receipts
(tape cash register receipts to an 8.5”x11” piece of paper, do not staple, so they can be
scanned), sign statement on the front page, have your supervisor sign the front page, and
forward to accounts payable.

Changing Budget Codes

When you view your card statement online, you will have an opportunity to change the budget
codes that specific items are charged to. Follow the procedure below:

Transaction Management
Account Information
Reporting

My Personal Information

Home
Contact Us

* From the home page, click “Transaction Management”

Transaction Management
Tra i -
Account Information T ransaction M an ag ement

Reporting i . '

My Personal Information w

Yiew, review, allocate/reallocate and add comments to
transaction infarmation.

Home
Contact Us

B Select “Transaction List”

Salect Status Approval Trans Posting Merchant amount Purchase ID & Accounting Code
B O status Date Date

: r Pending 0406 0407 WERNER ELECTRIC ST GLOUD 320-2535440, MY §76.07 030221 OSLET 264

r Conding 04/04 0405  URITED ELEGTRIC #7640 G51-£02-2900, Mr  FE5.G0 02-0900 ODLOT264

: r Banding D327 03022 DARY EMGINEERIMG G0 AN3-4237332, O FSROG 133MT DSLBT264

| O Panding D23 0327  MOTION IMDUSTRIES MM2ZE  320-856-1111, NN $72.85 03-04111 DSLET IR

r Panding OU22 037 AIRGAS SAFETYIMCERO-OBTI  GSRMANTOWR, W $26. 78 5L BT 26
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= (Click on the “Accounting Code” for the transaction you would like to change. You should see the
following screen:

Summary | Allocations |/Usar Line Items rTax Data I/Comments rAporOvaI History I

The Allocations tab provides the ahility 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 "Add Split”

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

*=reqguired

Remove Amount Percent Accounting Code - Segment Name {Length)

Split GL EXPENSE (g)

1. I $| 7687 or | 100.00 < |DNSI252? Q ‘7
Q. Search for valid value by value or value descripﬁun
Total Allocated: &‘.I 76.87 I 100.00 & Number of split lines to add:l 1 S
Armount
Remaining: $I Ll I L0
Hote: Rows marked for deletion are subtracted frorm Total Allocated and Amount Rermaining values. ‘\

Save Allocations

*sample only. Our budget codes are 21 numbers long.

®  Now you can enter the new budget code for the transaction into the “Accounting Code” section of
the screen. Clicking on the magnifying glass will bring up some codes if they are already in the
system, or just enter the desired budget code manually (do not include spaces or dashes in the
budget code).

®  If you need to split a transaction between 2 or more codes, you can add split lines. Type in the
number of lines you’d like, and click on “Add.” This will let you enter multiple budget codes for
a single transaction (see next page).

Summary | sAllocations |/User Line Items rTa:t Drata rcummenrs rMDrMaIHBIDﬂ' |
The Allocations tab provides the abiliy 10 reallocale a transaction by chanding the accounting infarmation o
allocate an amountto 3 dierent cost centar, THe fe31I0cat0n can he to ona orta Mmultipie accaunting codes,

TOU cAn 310cEte amounts By dallar rmodnt of percentage, Total allacation armounts must scuzsl100% of the
transacian. To allocate to additional accounting codas, click"add Split"

After adding, madifing or deleting allocations, click e "Save Allocations® button to save changes.

\ =required
»

Ramaove
Twlit

Amourt FPercent  AcCOuUnting

;L EXPEMEE (3]
[ons1z627 @

de - Segment Hame {Length)

3644 or [ 5000 %

2 M 4 0o or [ 000w | [oKSDEEE @

QL Saarch torvalld value by ¥alus orvalue descipion
_P Tolal Alocaled: sl R T Hurnber of splitlines to add: 1 ST

Amcunt g 3043 [ 4999,

Remaining:

Hote: Bovys marked for deletion are subiracted from Total Allocated and Amount Remaining values.

s arocaors I NN
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= You can split your amounts by dollar amount (the amount field) or by percentage. The system
will automatically calculate the other field for each line according to the information you enter.
You will then need to enter the budget code that each split will be charged to. Make sure that
your splits add up to 100%.

= Note that below the splits is an area which tells you how much you have allocated so far.
“Total Allocated” indicates how much of the transaction you have allocated thus far to be paid
(the total of all of your splits). “Amount remaining” indicates how much money, or what
percentage of the transaction, still needs to be assigned to a budget code.

=  When you have split the transaction the way you want, click Save Allocations

Ii Aceaurt Humbar: 2480400005027 T4, CHASTIH | DORDINE

) Fequost has been succozsfully completod.

Transaclion Summany

Status Tran Date Posting Date Merchant CityState Amount Purchase ID & Accounting Code
D4r0fi ndrnt WERMNER ELECTRIC 5T CLOLD 330-2535440, Mk §7E.3T 030221 (ax Split
(W) Reviewed [B) Disputzd (n¥% Reallocated

®  You will see that the request has been completed. Note that now there is an (¥ symbol before

the accounting code, indicating the transaction has been reallocated (to a different budget). Under
Accounting Code you will also see the word “Split” indicating that you have allocated the

transaction to multiple budget codes.
I -1 e |

TowalMloated: g 7587 |
EE%ZTﬁinu: b oo |
Hote: Rows marked for deletion are subtr

Save Allocations

== Back 1o Cardholder Transaclion List /

Click on Back to Cardholder Transaction List to return to statement.

Printing Your Statement

Once you have verified the information on your statement and made all necessary budget code changes,
you can print the statement and send it to Accounts Payable.

* You will need to click on Home to the left of your screen and follow the instructions given earlier
in this manual to view your statement.

= Once you are viewing your statement, you can just click Print from the File menu.
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