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AXOL CH & BO "How To" Manual

1. Access On-Line (AXOL) instructions for Cardholders.

https://access.usbank.com

To |ogin go to the above 3 Welcome to Access Online - Microsoft Internet Explorer provided by USAF FEX
i) 4:

File Edit Wiew Favorites Tools  Help

website. NOTE: Do not Qs O [ @ @ Lo frrnenne @22 @ - I B

forget the “S” |n httpS, Address @] htps:{faccess.ushank,comfcpstpn jindex. jsp v| Bl ce  Favorites
as it iS a Secu re Website. Personal | Business | Institution / Government | Akbout ULS. Bancorp

U.S. Bank Access” Online
e Enter Organization

Welcome to Access Online!

Short Name (army), f:;““?cl . FPlease enter the information below and login to begin
User ID and Organization Short Mame
Password.

User ID

e Click Login. —————| Fassword
T

You are required to Foruatvou passvor?

Change your paSSWOrd Reqister Online
once every 60 days_ \Websile/Browser Requrements

@ 2007 US, Bancorp

The fOIIOWlng subjects are 3 Welcome To Access Online - Microsoft Internet Explorer provided by USAF E|E‘E|
available tO Choose from the File Edit Wiew Faworites Tools  Help ’,

. . @Back - ] x A | O search 582 Favorites £) - I ﬂ ﬁ
. 7 I_L| I§| s S i Lo
Left Column Navigation Bar:
Address @https:Haccess‘usbank‘cumﬂcpsﬂpplfUSEComLugunSewlet hd GD Favatites

\ Personal | Business | Institution / Government | About U.S. Bancorp
System Administration (Ehank United States Army
Order Management U.S. Bank Access® Online

[ ]
[ ]
e Transaction Management )
rder Management
1 T tion M; nt

e Account Information it Message from U.S. Bank

H Reporting Coming Soon System Enhancements: : Account Activity
i Rep O rtl n g My Personal Information o e Select an Account

. U.S. Bankwill be installing Access Online systern enhancements beginning Friday, May 18, at 6:00 PM CT
[ My Pers on a_l I n fo rm at| on thraugh Manday, May 21, 2t 5.00 AM CT as part of our continuing commitment to process improverment The | 22
), ability to log into Access Online andfor specific functionality may be restricier L

o = EATR apolodizes for any inconvenience that this may cause

Account Activity Box: Displays K
your GPC account number.
Select the account number to go
to your transaction list. Note:
The bank posts a list of all
purchase transactions to your
account.

@J Done

Trusted sites

| Access Online Cardho. 20 € 9, 1054 AN

=X
[
| =




AXOL CH & BO "How To" Manual

Process 1: Create an Order

BEST PRACTICE: Create the order when you make the purchase.

You must "create" a manual order for all transactions (to include rebates and credits) that you will
match to that transaction. (Note: When the transaction appears in your "Transaction List", you are
able to match your order to the transaction.)

24 Order Management - Microsoft Internet Explorer, provided by USAF

Fie Edt Wiew Favorkes Took  Help l';'
s A
Y o ; ) 3
GBack L) |ﬂ @ l\l 7 ) search L‘\?’Favaﬂtas ‘} g #I ﬁ “i
ddress ﬁjhttps:Haccass.usbank.camJ‘cpsApp1J‘USECamServ\et - .GU Favorites
(2

United States Army

e Click Order Management on —> %

the left column navigation bar. Order Management

Transaction Managemert. [ PHNUIANN
Account Information VView, create, maintain, delete, andior suspend order
Reporting recards

My Personal Information
= Create Mew Order Record

Match Multiple Orders to Transactions
Manually match an unfulfilled order to unmatched
Home transaction(s)

Lontact Us

e Click Create New Order
Record.

@ 2007 LS. Bancorp

@bl é @ Trusted sites

[r— -
’.' start & g /) Order Management - ... r@ ine ¢ R IS TR
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Required fields are indicated by Red Asterisks.

General
e, Order Number: Type your RM document number, supply control number, or use the system
generated number as your Order Number.

e Order Date: Type the date of your purchase, date of the rebate/credit.
Requestor Name: Type the requestor's name

OTE: You can select “Create Order from Existing Order” for repetitive purchases.
Make any required changes; i.e. Order Number, Order Date, Order Amount, etc.

/= Cream= Orc=r - Windows Internet Explorer EHEJEJ

\ 7 S [%]¢] [oae Bk
I | \ 0B den v |5 Page v (0F Tools - &4
|
Use this form to create an order/purchase record that may be available for automalfc and/or manual matches =
g transactions
Contact Us Create Order from ing Order
%! ord&Information o too | Golp Save
Order MuNper:*  |0012099767 | Order Date:* 08/07/2008 |  Creation Date: 08/07/2008
Order Status Open Source YM2151MOE Order User 1D [¥mz151M0E |
Business Unit | | Invoice # : Document # | |
Requestor Name: * | Transaction Method Code: v Authorization Number: | |
Financials
Credit Order
Order Tax 0 Freight Amount o
| source currency Amount | | Property Boak [No =
Contract Payment Method rNcTt| Miscellaneous Amount: | ‘ =,
Merchant
Mame:* |
ciy: | ~| Postal Code
Ship To
City [ - Postal Code | |
Destination Code: Hazarddys Materials: | Mo v| OCONUS Shipment Method: | -
Merchandise Receivefl Date: | | MerchandiseNQue Date: | Merchandise MNeed Date: |
Additional Informatjon
PMO Reserved 1 PMO Reserved 2 Shipping Data
Other Data:
-1 1 ina Itafms turn to too | Go to Save 2.
5 | 2
Done & Internet H100% T

Micrasoft O it... B3 Microsoft Excel - Mas... /= Create Order - Windo... & B 1244pm

Financials

e Order Amount: Type the total amount of the purchase.

e NOTE: if you have a rebate or credit, you must check the “Credit Order” box and enter
a positive number in Order Amount.
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icrosoft Internet Explorer provided by USAF

File Edt View Favortes Tools Help o
Scroll down to the next section: G=- & & & & s Jorms @ (02 @ @B
Address |£j hkkps: fiaccess. usbank, comfcpsApp 1 fLUSBComServiet Vl Go Favorites
-~
Merchant 0

Merchant
e Name: Type the Vendor’s
Name

v

Ship To

Destination Code: [ Hezardous Materials: Mo v OCOMUS Shipment Method:

Merchandise Received Date: I:l Merchandise Due Date: l:l Merchandise Need Date:

Additional Information

Line Items Eetum to top | $o fo Save

Fostal Code; l:l

The Line lterms section provides a list of line items that comprise the order.

Remove Product Code Hem Descri n  Qty Unit of Measure Unit Cost Line tem Total % of Order Amount
Mo Line fems have heen dedined for this oler. Click “Add i add line items

L Add J 1 Line ltems

Allocations Return to top | Go to Save

2 @ Trusted sites

Scroll down to the next SeCtIOn . A Create Order, - Microsoft Internet Explorer provided by USAF

File Edt Wiew Favorites Tools  Help f
1 @Back M ) \ﬂ @ h [7\' Search \71? Favorites {‘} { - :l_ J ﬂ -3
Line Items: , s =
Ent the # of Li It s €] itps:faccess.usberkccom/cpsappL USBComServet G Qe e
[ ]
o © 0 ne ems \ Line ltems Eetum to top | Go to Save &

required.

The Line ltems section provides a list of line items that comprise the arder,

Remove Product Code ftem Description ~ Gty Unit of Measure Unit Cost Line ftem Total * % of Order Amount
S Wne feirs have heen defined for this onler. Cliok "Add ™t add line iters

e Click the Add button. —y @B e

Allocations Return to top | Go to Save

This section displays allocations associated to the order that will be applied to the transaction(s) when
matched.

You can allocate amounts by dollar amount of percentage. The Unallocated Amount must egual zero (0)
before the order can be saved. To allocate to additional accounting codes, click the "Add" button.

“ = required

Remove Allocation % of Order Prepopulated Accounting Code Selection

Total Amount  cyprent Name Change to: APPROPRIATIONDATA (z0) OAC{z) ASN(5) UIC(s)

Mo sNoeations exist for this omer, Click the "Add* buttor to add allocations.

Set All to Default Accounting Code Reset All Allocations
L Add ] 1 Additional Allocationis)

Note: Rows marked for remaval are added to the Unallocated Amount value.

Comments Return to top | Go to Save
The Comments section provides user-defined text area(s) that can be used for comments associated to the order ¥
< | 2
@ é @ Trusted sites
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The line item opens up and you
"l

enter: Fle Edt View Favortes Tools Help
e Back - () \ﬂ @ .l‘] /r\' Search ‘{:/ Favories {{%) - ;_,; _J i 3
H H . Address ‘ﬁjhttps:Maccess‘usbank‘comﬂcpsnpplﬂuSECumServlet#LineItems v‘ Go Favorites
e Item Description: Entera ™\ 3
Line ltems Retum o top | So to Save

Des C r I ptl 0 n Of you r pu rChase - The Line ltems section provides a list of line iterms that comprise the order.
o m: Enter the Qu ant'ty ShowiHide Table Details

Remove Product Code Iltern Description Qty Unit of Measure Unit Cost Line ltem Total = % of Order Amount
pUI’-ChaSEd. o | HSEnEcmrge I 1 [Each vl [ 70 | 70000 | T00.00 3
 Unit of Measure: Enter e g
appropriate unit of measure. Freight 0.0 000
i m ’_W ine ltems

Click dr(_)p down arrow for L g ——
Other UnltS Of measure Amount Remaining: 0.00 ’W%

e Unit Cost: Enter the Amount Aiiocations Ealne  suwens

Of yo u r u n It Of measu re . This section displays allocations associated to the arder that will be applied to the taeeTlion(s) when
[ ] L | n e Item Total ThIS fleld _/ ‘:’ﬂoeﬂccgiwdé\lucate amaunts by do\laramoumurper_cemage.'rhe UpaHetated _Amuummusteuua\zem (i
N before the order can be saved. To allocate to additional geeefffiting codes, click the "Add" button
automatically populates after
tabbing over from the unit cost.

Allocate by Line lterm

= requirgd

Remove Allocation % of Order Prepopulated Accounting Code Selection

N OT E . Th e T Ot al mu St e q u al th e Total Amount  current Name Change to: APPROPRIATIONDATA {20) OAC(2) ASN(s) UIC(s) PEC(1
* - No aNocations exist for this omter. Click the “Add ™ button to add allocations.

Order Amount from the Financial |, ;

Section and the Amount & D O e

. . 7 & B~ 7 | mbox-m o 2 Cardho... /7 3 Internet Explorer
Remaining must equal 0.00. == — ‘

ScrO” down to the neXt SeCtlon - 2 Create Order - Microsoft Internet Explorer, provided by USAF

File Edt Wiew Faworites Tools  Help i

BEST PRACTICE: Reallocate Qm- QO WEAG P s @ -5 @ [JE B
When you create your Order. e | ] https:faccess.usbarik. comfcpsappl JUSEComServet v B0 | Favories
Line ltems Beturn to top | Goto Save e

The Line ltems section provides & list of line items that comprise the arder.

Remove Product Code Item Description * Qty Unit of Measure Unit Cost Line em Total = % of Order Amount
e If the purchase uses your —h

default LOA, no action is B[ 1 et
reg U | red . Allocations Return to top | Go to Sawe

Thig section displays allocations associated to the order that will be applied to the transaction(s) when

e Allocations: Enter the # — malcas
-_— . You can allocate amounts by dollar amount or percentage. The Unallocated Amount must equal zero (0)
Of add |t|0na| a| | Oca“ons hefore the order can be saved. To allocate to addiional accounting codes, click the "Add” button

required and then click the |
Add button = raguired

Remove Allocation % of Order Prepopulated Accounting Code Selection

Total Amount  cyrrent Name Change to: APPROPRIATIONDATA (z0) OAC(z) ASN() UIC(s) H

Mo Wncations exist forthis omler Click the *Add* hutton ta add allacations.

CHs are requirem
purchases to the proper Line of
m 1

ACCOunting (LOA) . Additional Allocation(sh

Note: Rows marked far removal are added to the Unallocated Amauntvalue.

Comments Retum to top | Go to Save
The Comments section provides user-defined text areais) that can he used for comments associated to the order. v
L3 ¥
ﬁj S @ Trusted sites

—
/5 start EE- 7 [[Enhoe o @ 2 3 Internet Explorer
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(2 Create Order - Windows Internet Explorer,

@\T/ i ‘- https: [faccess, ushank, comcpsAppl IUSEComSerylst V| % | +3| X | | 2
File Edt Wiew Favorites Tools Help
@-
“ H ” f— o B - ) Page ~ B Todk +
e Enter the “Allocation Total e = B8 & GG
“ ” Remove Product Code Item Description = Qty Unit of Measure Unit Cost Line Item Total % of Order Amount ~
or “% of Order Amount”. N v e e il s o e

NOTE: the “Unallocated N @B e e
Amount” must equal 0.00. \

[-] Allocations Return to top | Go to Save

This sdgtion displays allocations associated to the order that will be applied to the transaction(s} when

Sate amounts by dollar amount or percentage. The Unallocated Amount must equal zero (0)
before the ordengan be saved. To allocate to additional accounting codes, click the "Add” button.

e Click on the drop down
arrow to see your alternate
LOAS NOTE If the Remove  Allocation % of Order Prepopulated Accounting Code Selection
alternate LOA does not show, Toul Amont_____Curenttame __ Crange
CIle on the magnlfylng g|aSS 3 15000  or | 100.004 | FYOB CADETSTORE |-Change CurrentValue— » V|Q
to the right. If the LOA is still :
not there, you must contact G sem |

Chedc All Shown | Unchedr All Shown

your RM.
L Add ] 1 Additional Allocation(s)
L NOte Rebates go to your Hote: Rows marked for removal are added to the Unallocated Amount value.

* = required

APPROPRIATION DATA (20)

DA20082008G00 *

defaU|t LOA. Rea"ocate [-1 Comments Return to top | Go to Save 2
credits to the LOA used to : ! 3 —

Internet " M
make the purChase' 14 start el € " 4 Microsoft .. = | 4 Prasentationt 3 Onlne.., | @ AXCL Traiing et...

2 Create Order - Microsoft Internet Explorer provided by USAF EHE|E|
Scroll to the bottom of the "Order b B 0 Fowi Wb R i
Management". Qe - O %] [F @ st Yo @) (- UE 3
Address |§] https:/faccess, ushank.comjcpsAppl /LISBComServist#LineTiems v | Go  Favorites
Comments Fistuin to top | B0 to Save E

[ ] NOte the |§I/|ISCE| |an eOus \ The Comments section provides user-defined text area(s) that can be used for comments associated to the order,
CO m m en tS fleld ShOUld be fl ”ed \Miscelmnenus Comments Reserved for PMO
in with any and all pertinent

information that will help to
|dent|fy anythlng unlque about Lewvel 2 Ruthorizations Declared Contigencies
the purchase that was made.

USAF Level 3 Reserved

e Once all of the Mandatory
Fields are completed, click the

"Save and Create Order"
bUtton ' \ Match Tolerance Retur to top | o fo Sae

\The order record contains no check for tolerance on both Amount and Percent. Therefore the match tolerance will be no check for tolerance.
Save and Create Order

————
12 start & B © 7 | [8irbox-Micosoft Ot.., | D Access Crline Cardho. . 7 3 Internet Explorer -
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You should receive a
notification stating,
"@Request has been
successfully completed.”

If you receive a red error
message, make the
necessary changes and
click the "Save and Create

Order" button.

File Edit ‘iew Favorites Tools  Help

al o~ A ;
eBack M | \ﬂ @ l\l /- search ‘\::(Favor\tes ‘} - &3

Addtess | ] https: faccess, usbank,comjcpshppt JUSBCamServiet

Order Maintenance
Maintain Order

Transaction Management

Account Information
Reporting
% Personal Information

Card Account Humber:

@ Request has heen successfully completed,

o Order Number: 0003666148 Order Date: 0511412007

lome

Contact Us Order Amount.  700.00 TaxAmount.  0.00
Merchant Postrmaster USPS Usage Code:
Billed Amount.  0.00 Variance % 100.00%
Trans. Matched: 0 LastMatch:

7 Order# not unique

Qrader Details | Matched Transactions

Switch Avcounts

Order Status: ~ Open
Freight Amount. 0.00
Order Source:  JHAFF7E
% Fulfilled : 0.00%
Receipt Status:

* = required

Use the Order Detalls tab to edit user-entered order data prior to autormatic andior manual matches to
transactions. You may also change the order status, for example, to suspendiunsuspend or cancel the order,

Copy to Create MNew Qrder

I+] Order Information

Return to top | Go to Save

[+]Line Items Retumn to top | Go to Save
[+ Allocations Retumn to top | Go to Save
[+] Comments Beturn to top | Goto Save

[+]Match Tolerance

Retum to top | Go to Save

v Go  Favorites
 + oo IS

> F Tnbox -

£ 3 Internet Explorer -

é @ Trusted sites

o & di4pm
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Process 2. Match an Order to a Transaction in Order Management

CHs must approve transactions by matching them to manual orders. Matching an order
changes the Status from “Pending” to “Approved”.

Matching an order to the transaction posted by the bank can be done anytime during the
cycle as long as the item/service has been received. The file must have a receiving report.

e Click on Order Management.

2} Order, Management - Microsoft Internet Explorer provided by USAF

File Edit View Favorites Toof  Help

GBack i P | |£| _.l\l /..-\JSearch ‘»:1\'/ Farvorites ‘} = ‘-\”- _] ﬁ ‘i‘i

Address @https:,l’,l’access.usba .comjcpsAppl fUSEComServiet

Ehank,,
U.S. Bank Access® Online , S

v . Go Favarites

Perzonal | Bus | Inztitution §f Government | About US. Bancorp

United States Army

Order Management

Transaction Mam?gement Order Maintehance
“Cc"l“i“ Information Yiews, create, maintain, delete, andior suspend order
Reporting recards.

My Personal Information
n Create New Order Record

Match Multiple Orders to Transactions
Manually match # unfulfilled order to unmatched
Home transaction(s).

Contact Us

@ 2007 LS. Bancarp ush cal 2

@I] é @ Trusted sites

?.’ start & e ” 2 Order Mariagement - ... r@ Access Orline Cardho... i Uy 11:11 AM

e Click on “Match Multiple Orders to Transactions”.

-10 -
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“Unfulfilled Orders” appear on the left and “Unmatched Transactions” appear on the right.
Note: You can use the Date Range Search to narrow your lists.

¢ , Select the transaction to match from the Unfulfilled Orders to Match from the left hand
column. Note: These are orders created by the CH.

e Select one or more (e.g. several shipments) Unmatched Transactions Available to
Match from the right hand column. Note: These are purchases submitted by the vendor.

Orde g |
4 ! ~ | W https:jfaccess usbank.comfcpsApp1 fUSBComServiet V!_EI_I (x| | |2
WX el |-0rder Management \7| - B deh v sk Page - () Tooks - 8
bal‘lk United States Army
i S e e (S5
= /N o O e
o o Match Multiple Orders To Transactions 0g O

Select Transactions to Match

[ card Account Humber: 80071, MAUREEN FLANAGAN

To match transactions to an order, select an order from the Unfulfiled Orders To Match list. Ther| select one or
mare transactions from the Unmatched Transactions Available to Match list and click the "Matchjo Order”
button

To display a different list of results for "Unfulfilled Orders to Match™ andfor "Unmatched Transactipns Available
to Match”, use the appropriate Date Range search

Date Range - Unfulfilled Orders to Match: pte Range - Unmatched Transactions Available to Match:
Start Date End Date Sfart Date End Date
[ —— o L] [ o L]
mrm/dddyyyy mm/ddiyyyy rmgn/ddiyyyy mm/dddyyyy
Match To Order Chdok All Shown | Unchedk All Shown
Unfmatch ed Transactions
nfulfilled Orders to Match Noth: Locked Transactions ars not svailable for sslection
Ord A 0 d Ord A p D
D D D
(&) 07/22/2008 §§ $1.846.80 $1,846 80 Chronomatic 1081 08/04 51,846.80 CHRONOMATIC INC 001081
© 07/16/2008 § 3 $63563 $63563 JUDYFERGUSON 1080 ] 07125 $120.00 CATHY BARMARD 001079
(9] 07/16/2008 #% $122.04 $122.04 CATHY BERNARD 1079 | oviz24 $625.00 JUDY FERGUSOMN 001080

# § Crdar Not Unique (A% Reallocsted

Chedk All Shown | Uncheds All Shown

Match To Order

® 2008 U.S. Bancorp

| I8 trbox - Microseft out... | B3 icrosoft Excel - Mas... = ore .| Eh Documentt - Microsof... Q) € 1z.48PM

e Click the Match To Order button.

-11 -
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2} Are You Sure? - Microsoft Internet Explorer provided by USAF Q@@
'+

File Edt View Favorites Tools Help

eﬁack M > \ﬂ \E' _l\J /.’Sear:h ‘::_:/Favuntes ‘3 v (_,’- _I ﬁ 3

Address |&] hetps:ffaccess. ushank.com/cpsapp | /USBComServiet v o
el cotp

P Bus ent

@bank United States Army

oo Gt G

U.S. Bank Access® Online

[ I 1 Order Management
The system will ask you if il Are You Sure?

you wish to continue. 5 wuntl._t\:s:t
Select the “YeS, Match" Account Information

Reporting
b utton T Tl Daynu still wish to continue?

Matching will replace exsting transaction allocations

® All transactions must be

matched in order to Home

Contact Us

Approve your statement
of account.

Favarites

@1 Dane é @ Trusted site:

— :
14 start [ 7= @ mbo ft Out.., ; ine Cardho... 75 3 Intemet Explorer ~

Process 3: Unmatch an Order
If you need to change any data prer = rr—————

entered for an order or if the SIS " S dedamiors ot

OO I Card Aerourk Summary vath Trarsaction List v [ e - rPege = 3 Took »

order was incorrectly matched,
the transaction must be

“Unmatched” before you can
make any changes.

Transaction Management
Carg Account Summary with Transaction List

Outstanding Orders. $0.00 a
MAUREEN A FLANAGAN ‘Unmatched Transachons. 3|8 AR
® . « . e Clase Date [Open v (S
Click on “Transaction ) i i a0
Reaftocated Transadions: $000 o % Final Approved Transacions: 0 0% 00%

% Reallacated Transactions 00% oo%

Management”. A
® Click on “Trans List".

® Click on the “Approved” ~ — —

hyperlink of the transaction e
you want to unmatch. g Ao o L o

» 1 (] 2013 4 FEDEX PAY-BY-FHONE B00-522-1947. TH 2137 ® 17025000000000000 Fakd
[a] Apptoved [ -] opaz  oartd 5 AND Y TRADING CORP 5813954330 FL. 515088 ® Fakd
O Apgreey QD QRUS 01 ATDAMERICAN GO 1SETHI000, P4 §788818 ® @ RISNZON 22
o Acqrimd @D QADS 01 MANAGEMEN PTSING B00-2288882 VA 520400 ® s 10274 2
=] Appreveg @ QI 0M0R  PAPERCLIPSFTC OINT [AS-L4B2618, MY 4118 @ @ CA0S160SA4000R 212
Approeed L] D008 OMDB PAPERCLIPS ETC WEST POINT 0454482818 NY 51041 @ g 0D031B0D85I0AD 212
0 Appreed @D QE OTR1 PEDEXPATET-FHONE B00Z2NMTTH $a43 @ (e 1855T380000000080 22
W Sunitecased (D) G Toaes Ovsail Laved (&5 Exracies
< N
8 Locl irtranst 10

| & Documenc - pacrosat...
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ransaction Management - Approval History Tab - Windows Inlernet Eplorer

= W bps:jfaccess.sbank. confepsipp | LSBComSeret v bplx 2l

W Transaction Mansgemers - Aopeovl Hiatory Tab

Transaction Management
Transaction Detail

[T [THEY f S

® Click on the “Matched e

Order” tab |
r er a . ‘The Approval History tab displays aperoval ackons taken on 3 ¥ansachon.

Approval Actions

Ky for Rejection Reasons:
1 Incomed accounting code allocalion
7 INCOIMSEE APEAOVHr SOUSNEE | A0S APPIoVH NéSded
3 Ineomect of insuicsen rANS3Con comments information
4 INCAITEE of ol EROUGH el lini Rem data
& Unauthorized | non-prafemed wendor
& Incomect order match
T Other

Kiey for Approver Modications.

C Changed Transaction Comments
U Changed User Ling ltems

== Back 1o Trangackon Ligd

e 8 Local nbranet. A 100%

ransaction Managemen! - Maiched Order Tab - Windews Internel Explorer

= W bips:ifacoess.sbank. comfepsiop ] JUSBComSendet o

W Transaction Managemen - Matched Crdet Tab

k Acc

Transaction Management
Transaction Detail

o | | ey

The Matched Order tab provides Information about ihe mabchad ordar (and its onder line Bema i ihey edst).
Toview the ceder's detail, click on the “View Uatched Order” link
T unenalich e Grded, click e "LINMath” Buman

Matched Order g Matzhed Qrder
Grder Dater ORMZ008 Unique Order & Mo Ovder Status:  Fulfiled
Order Number, 2137 Order Sowrce.  YM2151MOE % Fulliled 100.00%

Order Amount 2137 Match Source:  ARMY YM21S1MOE  Last Match Date: 00152008

[ J Click on the “Un m atc h ” —_ ] Usrchantbame: FodEx  OrdorAcaam 7986
button.

S Local ntbranet E100% T

,; start [ Tt - Mcronsd . 2 Doexiamert 3 - Micronsd... & Ee Tam
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{2 Transaction Managemant - Matched Ordar Tab - Windows Intornet Explorar

usbank.

Management i
N Transaction Management
Transaction Detail

e You should receive a

- notification stating,

.~ “Request has been

~ successfully completed.”

5800000000080

Z12008200820200000 | ol 1N

Sunmary | watchea Groer | Atocatoss | agproval nstery |

e cedir i curvintly matched b
To match an order, click he "M

Matched Order Ugteh 1o Orgr

] start TH ks - Marossft g Msnsge... | 2 Document - Merosof...

Card Accoun! Summary with Transaction List - Windows Inlernet Explorer

= W hetps:fsccess.usbark. comftpsApp | LISEComSendst @l s

< I Card Account Summary with Transaction List

Transaction Management
Card Account Summary with Transaction List

7B, MAUREEN A FLANAGAN

I-I Card Account Summary

[y COutstanding Oroers: sNar 1
MALUREEN A FLAMAGAN Unmatched Transacions. 19,856.88 33
Biling Crete Close Date, [ Open | (EIIED
Total Transactions: 5252621 7 Final spproved Transactons:  50.00 O
cabed Transactions. 50.00 0 % Final Approved Transactions. 0.0%  0.0%
b ansachons 00% 0o0%

® “Approval Status” is -
Changed from Statement Approval Hislory

“Approved” to

i1#] Search Criteria Fatem 10 ug

Pendin ”' I-1 Transaction List Banmine

® Make the required
changes.

Merchant CityrState Deta Purchase I

> nudiny i 08114 FEDEX PAY-BY-PHOME s21.37 @ 17025E00000000080 Fard
O Apdroved @0 012 014 SAND Y TRADING CORP 5160 66 (1]
. M atc h 0 rd e r y See O Aporoved L] 209§ 0811 ATD AMERICAN CO 2155761000, PA  §1.566.10 ® gy RTSI22E202
] Approved (1] 0808 0811 MANAGEMENT CONCEPTSINC  800-2285882, VA $204.00 @ gr 10274
process 2 . (] Aporgved (] 0208 0808 PAPERCLIPSETC WESTPOINT 845-2482818, NY 4118 [ Er 0BOG1809940088
(] ACOrOVEd @D (805 0808 PAPERCUPSETC WEST POINT 845-33 LNY §519.41 @ (& 0805609853088
r Apoitoved @b 0718 0781 FEDEX PAYEY-PHONE 5443 0]

B+ 16567420000000080 1758
>

8 Local inkranet & 00 T
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Process 4. Approving your Cardholder Statement of Account

Once the billing cycle is closed, you have to approve your statement. Go to your
Transaction List screen.

All transactions must be Approved before you can approve the statement.

Totals listed are for the account, not the selected cycle.

/A Card|Account Summary with Transaction List - Microsoft Internet Explorer, provided by USAF

e Click on Transaction
Management.

File Edit View Favorites  Tools

eBatk - Iﬂ \Ehl _;\J /-\' search ‘S“l\?’Fav es <) T & _I ﬁ ii

Address | ] hitps: jfaccess.ushank, comicpsApp 1 /USBComServiet

Help

v G Favarites

e Select the correct billing
cycle from the Billing
Cycle Close Date drop
down arrow.

Transaction Management
Card Account Summary with Transaction Lt

My Persona! nformation

e Click the Search button
to bring up a list of -
transactions within that - AecountNlame:

Billing Cycle Close Date:

<. Card Account Summary

X

Account Numbe @ 12 Total § () of Outstanding Orders: $1,824.50 (8)
JUDY HAFF Total § @ of Unratched Transactions: §1,831.41(11)

Search

CyC|e baly mrReallocated Transactions: §700.00 (1)
% of Transactions Reallocated
Total § &#) of Transactions §2536.40 (10
. © Dpen Account
o Verify that ALL

Statement Approval History

Approval Status  Approval Date Approved by
Ao statement apomial kistory exists for this accouat.

transactions are
approved. Note: Scroll

down to see Transaction [+ Search Criteria i

List. NOTE: Check '[0\ [l Transaction List R,

ensure that there are no

transactions on another ¢ i 3
Z 2 @ Trusted sites

page; e.g. more than 25
transactions.

— -
?; start [ 2 = Inbox - Microsoft Out, .. F @ Access Online Cardha, ., 72 3 Internet Explorer

e Click the Approve Statement button. Ensure the CH's file contains purchase request, invoices,
receiving reports, property accountability and pre-purchase approvals (if necessary), etc. for every
transaction.

-15 -



AXOL CH & BO "How To" Manual

Transaction Management
Card Account Statement Confirmation

| cerifthat, excent as may be noted herein of on supporting documents, the purchases and amaunts listed
onthiis account statement (1) Are comect and required to fUIfIl mission requirements of my arganization. (2)
Do not exceed spending limits approved by the Resource Mananer. (3) Are notfor my personal use orthe
nersonal use of the receiving individual. (4) Are notitems that have been specifically prohibied by statute, by
tequlation. by contract, or by my organization. (5) Have not heen splitinto smaller segments to avoid dollar
limitations. Al purchase card transactions are subjectto review o identify instances of notential ftaud, waste
andior ahlse.

e Click the Agree button.
Disagree

(j Card Account Summary with Transaction List - Windows Internet Explorer

k.com/cpsAppl fUSBComServiet
iew  Favorites  Tools  Help

Iransaction Manhagement
Card Account Summary with Transaction List

Card Account Number: ==========" 1047, DAVID ARICSTC Switch Accounts

Role: Certified - BO Swi ole

My Personal Information

-] Card Account Summary

$200,000.004
5311147138

Qutstanding Orders
Unmatched Transactions:

Account Number ©..1047
Account Name: DAVID ARIOSTO

Billing Cycle Close Date: 07/18/2008 L Search ]

533263282 9
533263282 9

Home
Contact Us
Final Approved Transactions: $332832.82 9
% Final Approved Transactions: 100.0% 100.0%

Total Transactions:
Reallocated Transactions:

Check “Statement
Approval History” box to
ensure CH statement of
account was approved.

% Reallocated Transactions 100.0% 100.0%
® Open Account
Statement Approval History
Show all
Sl Approval Status Approval Date  Approved by
Approved 0712212008 ARMY.DLARIOSTO

I+] Search Criteria

-1 Transaction List

Records 1 -8 of 8

Chede All Shown | Unched: All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount
@ €A pate Date
r Final Approved 0717 0717 USBANK REBATE-THANK YOU 00000, D $66.54 CR )
£ ba

bank, comfcpsispp 1 JUSECommeareimages/backgral Z]
| @ nbox-Micro... | B AvoLLesson... | D AXOLHowto.. | 5 BOHow TaM...

{5 items remaining) Downloading picture https://access.usl

-: start r@e ”

EB @ Internet

-16 -
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Process 5: Save/Print Cardholder Statement of Account

After you approve your statement, you can save it to a file on your computer or print it out.

Remember

— US Bank maintains your statements for six years, three months. You are not required to print and
place in your files.

A Account Information - Microsoft Internet Explorer provided by USAF E\E|E|
=

Fle Edit View Favortes Tooks Help T
Qeak - () =] & (D searh i Faverkes £2) - & i 3
Address | €] hitps:ffaccess.ushank comjcpsapp1 fUSBComSarvlet ~ Go

Personal | Business | Institut mert | & wcar

Favarites

e Select “Account United States Army
H ”
Information” on the left
column navigation bar. order Managemert
Ry Account Information
1t Information
" o ofile Statement
e Select "Cardholder i View account sstsmenti)
n My Personal Information Cardholder Account Staternent
Account Statement
" Account Profile
Iln k. Wiew account demographics, limits, accounting code, and other related information.
Home » Cardholder Account Prafile
Contact Us
@ 2007 US Bancorp
&] 2 @ Trusted sites
s start & 7= *  ['[8 Inbox- Microsoft Out... | [O§ Access Online Cardho... 75 3 Internet Explorer = } B2 v & # sszem
24 Search & Select an Account - Microsoft Internet Explorer. provided by USAF E‘Elgl
Fle Edt View Favortes Toos Help Iz
e Enter Account Number  ©@=- © =] (g @) D Jrrome @) (1 e 3
sckhess [ ] ips facces.wbark comiepsippifusbionserit B e
or |aSt name. Personal | Business | Instiution / Government | About US. Bancorp
@bank United States Army
o S G (£5)
[ ] - :
Click the SLM U.S. Bank Access® Online ' /

button.

Crder Management

A
heetl iy Cardholder Account Statement * Log Out
Search & Select an Account

Reporting

My Personal information

Cardholder Account Search

N Search for an account by Cardholder Account Mumber, Name, or Social Security Mumber. You can also find &
cardholder aceaunt by first Searching for 2 Managing Account

Pyme Account Mumber:
Comact Us
Last Mame First Name:
OR ‘Sm\lh ‘ ‘

Social Security Number:
oR

ush ool 5

&] ) @ Trusted sites

= " .
75 3 Internet Explorer - | B, o & é sserm
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2 Select Cycle - Microsoft Internet Explorer provided by USAF

File Edit View Favorites Tools Help
. = i E
@Ea:k A > ) Iﬂ Iﬂ _I\J p ) Search ‘\::/Favur\tes ‘3 v \.7 _I ﬁ ‘ii
Address ﬁj https:/access, usbank.com/cpsAppl [USBComSerylet “
ent | A c

Go  Favorites
Personal | Business | Institu ent | A corp

Select the appropriate
billing cycle from the drop
down arrow.

United States Army

Click the View Statement

button. Order Managemont

st bl Account Information
Cardholder Account Statement

The statement will open in™\ et T
. pdf format- You Can Save .I;;'D::I::ﬂﬂl Information iew a statement, select a cycle and click the "view Statement” button. Please note: The statement cannot
to your computer or print a R retanee tfpermert s G dsplrgiposes or

hard copy for your o
records. ContactUs e

@ 2007 US. Bancorp

ﬁj é @ Trusted sites

—_— ;
74 start € B~ 7 |8 mbox-MorosoftOut... | B Access Cniine Cardho,.. 75 3 Inkernet Explorer
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2. Access Online (AXOL) instructions for Billing Officials (BOs)

Process 1. Login (see page 3, top screen)

{Z Welcome To Access Online - Microsoft Internet Explorer. provided by USAF

EEpRs

® Click on “Transaction

Management”.

PR - X
g\ ) = | W hitps:aceess.ushank, compepsApp1 sBComSErviet EEEEN 2]~
- — u »f !
Wk [.WE\(DmETUAc:essOnhnE l } %- 8 ~ [bPage v {FTooks »
~
@mk@ United States Army
U.S. Bank Access® Online
A
Message from U.S. Bank * Log Out
‘Coming Soon-System Enhancements: U.S. Bank will be installing Access Online system enhancements
beginning Friday, November 30, at 7:00 PM CT through Sunday, December 2, at Noon CT as part of our
continuing commitment to process improvement. The ability to log in to Access Online and/or specific
functionality may be restricted
v
*
@
Done € Internat #100% v 3 ¥

ipaw- L | Aueshapess N\ W (1O A Al % 8] @ | - f - A

Page 16  SeC 6 18018 Ab21"  ne  Col 1

74 start

{= Transaction Management - Windows Internet Explorer

EEX

Vi
Q\ - & titpsifjaccess.usbank.comjepsApp 1 {USBComServit

|2l

Process 2: Select

T;? '1@? Ig Transackion Management

A8 [#][x] |
Favorites  Tools  Help
lil f- B - & - [Errage - @ETcs -

Managing Account

(Ebank.
U.S. Bank Access” Online

System Administration

Order Man: Transaction Management

® Click on “Managing

" 4

Personal | Business | Institution ment | About U.S. Bancorp

United States Army

s

* Log Out

[ Rote: Certified - BG

Switch Role

Account List”.

Managing Account List
View summary information for all Managing and
Diversion Accounts

Account Information
Data Exchange
Reporting

My Personal Information

Note: If the BO only has one
account, this screen will not
appear. Proceed to next screen
shot.

Search Manaaging Account List
Allows you to provide your own search criteria first
before any results are presented

Card Account List
View summary information for all Cardholder Accounts.

Home
Contact Us

Search Card Account List
Allows you to provide your own search criteria first
before any results are presented

Transaction List
View, review, allocateireallocate and add comments to
transaction information

ush col 2

Done

& Internet

#,100%
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All managing accounts (one or
more) that the BO has access
to will appear.

e Click on the managing
account “Account Number”
that you want to review.

AEEREE

B

= Managing Account List - Microsoft Internet Explorer provided by USAF

~[ 8] [x] |
= -8

»
= - |k Page ~ (0F Tools ~

m

Transaction Management
Managing Account List

[Role: Approved- a0 Switch Role

I~1 Product Summary

Total Number of Managing/

Diversion Accounts: Open Card Accounts: 5 Suspended Card Accounts: 0

[+] Search Criteria Retumn to top
[-IManaging Account List Retum to top
Records 1-30f 3
ShowiHide Posted | Show/Mide Approved | ShowiHide Final Approved | Show/Hide Reallocated | Show/Hide Disputed
Posted
AccountMame  CycleDate #ofTrans $ofTrans
i @ MA 4716304555675464 DAVID M BANDINI  Open 0 $0.00 0 0.0% 5l
A © A 4716304556304899 DAVID M BANDINI  Open 0 $0.00 0 0.0% Bl
A @ MA 4716304556336223 DAVID BANDINI Open 0 $0.00 0 0.0% B
@ Open Account 3
Records 1-30f 3
4
9k
< ] ¥ °
& Intsmet H100% T 3 N

ipraw> g | Autoshapes= N\ W [0 O A o] £ @] (& - - A -
Page 17 Sec & 1919 At 1" ln 1 Caol 14

P etz O] 1o Mic
'y Start Tnbox - Micr

{7 Managing Ac

e Click the Cycle drop down
arrow and select the cycle.

e Click the Search button.

e Scroll to the bottom of the
screen. You will see a list
of all the CH accounts in
the managing account.

=1

[

S8 %)% |
fi-8

Switch Accounts

y - " https:ffaccess.usbank, comicpsApp1USEComServiet

&

) — . »
w I-Manag\ng Account Summary with Card Account List l l o= - |iokPage ~ (0 Tools -

T Managing Account Number: 4718304556304899, DAVID M BANDINI

unt information
Exchange

[-] Managing Account Summary

segunt Number: 4716304556304999 Account Name DAVID M BANDINI

Hot 0 Display All Card Accounts for All Managing/Diversion Accounts
Contact Us $0.00

Total Fees:

peR-€ard Accounts 1 Total Transactions $0.000
uspended Card Accounts 0 Cardhalder Approved Transactons: $0.00 0
Previous Statement Balance: $0.00

Payments Since Previous Statement  $0.00

@ Open Account

Statement Approval History

Approval Status Approval Date  Approved by

No statement approval history exists for this account.

[+] Search Criteria Retumn to top
[-] Card Account List Return to top o

Records 1-10f 1
Show/Hide Posted | Show/Hide Approved | Show/Hide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

-20 -
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= Managing Account Summary with Card Account List - Microsoft Internet Explorer provided by USAF E”Elg‘

@.\_—'—:/. - |- https:/iaccess, usbank, comfcpsapp 1 fUSBComServist V| E ‘ 45| % | ‘ sk

* & [- Managing Account Summary with Card Account List 17} v B i v bpage - (FTook -

NOTE the Gl’een CheCk marks Uspended Card Accounts 0 Cardhalder Approved Iransacians: $1,230.50 2 =
Previous Statement Balance $2,895.95 1

‘/ Indlcate the CHS approved ::u':ems”\Sim:e| Previous Statement:  $2,.895.95CR
their Statement of Account. Statement Approval History

Approval Status Approval Date  Approved by

No statement spproval history exists for this sccount.

i [ [ s RECITen Retum to top
e Click the last 4 digits of the H:"’:’ “

“Account Number”  ~—__ | R

Of the CH yOU want to ShowiHide Posted | Show/Hide Aporoved | ShowiHide Final Approved | Show/Hide Reallocated | Show/Hide Disputed

review. Posted Approved

= Account # of Trans - $ of Trans
Select @ Namber Account Name #of Trans of Trans by CH % by CH

A ® 6150  MONICA COUSINS 2 $1,23050 2 100.0% $123050 1000%

A @ v .9478 TRUDE ELLIS-JAMISON 0 $0.00 0 0.0% $0.00 0.0%

@ Cpen Account o Approved

Records 1-20f 2

Approve Statement

——
ijstart @b Out...

BOs must review each

transaCtlon One at a tlme by @\——/ A |-https:J‘,iaccess.usbank‘comicpsAppIIUSBComServIet V| g ‘ EIES | ‘ L= o]
Com arln the CH’S flle Wlth W g W Card Account Summary with Transaction List — E} - B 8 - |k Page = () Tooks - i %E
paring F
the data entered into Order R _ a5y
Statement Approval History
Management. BOs shall Snowal
. . . Approval Status  Approval Date Approved by
review flleS |00k|n9 at ) mved 15}2{107 YMONIOSE
Su
g pp_ortlng doc_umentatlon [+] Search Criteria fetum to top
(invoices, receiving reports, —
property accountability and L raneacion Let e
pre-purchase approvals {if /' -
necessary}, etC) Select \ti‘tua Aporoval Status [Jgn;n W Merchant City/State Amount
Note: Don't forget to check - Approved _ 1101 1905 BEAAF GOLD COLINTRY INN BEALEAFB,CA 595050 (
any tl’ansaCtiOI"IS on Other F /A;p_m @D 1101 1105  COMFORTSUITES WARYSVILLE 530-7428200,CA 528000 {
pages EoMaiched Ak Exception (A¥ Reallocsted (1) () Trans Detsil Level (E# Extacted
° BOS ma Cl |Ck on / Cheg: Allfhown | Unched: All Shown
hype_rllnks for transactio —
to drill down for furt
review. | L
e  the “Select” box of the o
transaction you want to __5
Final Approve. L @ e LY
lick h “p ,,b EDraWA\Agtashanas'\\DOLJAI!Z:@@|&'£'A-EZEGJ!
i C IC t e pprove Utton' Pagf 13 Sec & 20/20 At 52" Ln 17 Col 1 Qx

o After you approve an '.:.: start F Inbox - Microsoft Q... | [ AXOL r@lﬂccess online Cardho, .. ﬁ' Card Account Summa, . _n '(' i 02 PY
individual Transaction, the
“Account Status” will change to Einal Approved.
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Process 4. Certify BO Billing Account Statement

G Managing Account Summary with Card Account List - Windows Internet Explorer

@.:/ - ‘- https:ffaccess.usbank.comfcpsappl jUSBComServiet "‘ % | | % | ‘ Pl

File Edit View Favorites Tools Help
Google |G- v Goo ) B« 0 Bockmarksw EH0blocked TP Chek - | Serd tow () Settings =

Iil fir - 8 i v irPage v ()} Tadks v -

® Scroll to top of page and
click “Card Acct List”.

*‘\'Q? I' Managing Account Summary with Card Account List

Order Management

. i

® Select the correct cycle — Eriespisss , e

from the drop down
arrow.

Switch Accounts
ch Rols

Data Exchange i Acc Trans List

Reporiing.

My Personal liiarmation

4716304555570681 Account Name PATRICIA M CAMPBELL

Home Display All Card Accounts for All Wanaoing/Diversion Accounts

Contact Us FIG P, 3 2 Total Fees: $0.00
GeefCard Accounts: 0 Total Transactions: 50.000
Suspended Card Accounts: 0 Cardholder Approved Transactons: $0.00 0
Previous Staternent Balance: $0.00

Payments Since Previous Statement  $0.00

® Click the “Search”/ © oo e

button. Statement Approval History

—

o Cl ic k the “Certlfy MA/DA No ststement spgrova! history existe for thiz sccount.
Statement” button. I-] Search Criteria p—

U T

pvs

Done & mternet 00 v

prm— -
iJ start rEE " [@n

{= Managing Account Statement Confirmation - Microsoft Internet Explorer. provided by USAF EI@EIHE

@\-H/ - ‘- hitps: fjaccess.usbank. comfepsApp 1 JUSBComServiet V‘ g | *2| (X ‘ ‘ L1 *

I_w To- Bl = - [k Page » (0 Took - o i
~

e Click the “Agree” button
if you agree to certify the
account.

w o [. Managing Account Statement Canfirmation

Personal | Business | Institution / Government | About U.S. Bancarp

United States Army

e G G5

MSbank

U.S. Bank Access® Online ' /

; Vi
Transaction Management * Log Out
Managing Account Statement Confirmation

You are certifying that: all
transactions are correct and
required to fulfill your
organizational mission needs;
CH did not exceed spending
limits approved by RM or
applicable thresholds;

| certify that the items listed herein are correct and proper for payment from the appropriation(s) or other funds
designated thereon or on supporting vouchers, and that the payment is legal, proper and correct, except as
may be noted herein or on supporting documents

ireo W Disagree )

Home

transactions were not for B
personal use; transactions are
not prohibited by statute,
regulation, contract or your
organization and transactions
were not split into smaller Y- e -

segments to avoid dollar fman s [awssiepess N 2 OO M A BE - L-A-===adfl
Iimitations_ Page 19 Sec 6 2121 Ak 4?' n 16 cal 1

‘i start.  [@1
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Iz Managing Account Summary with Card Account List - Windows Internet Explorer

@\7 P | W retpsijaccess.usbank.comjcpsapp1 jUsaComserviet v G [4][x] |
File Edit Wiew Favorites  Tools  Help
= — o R »
T:f & I"_,)Managing Account Summary with Card Account List I I ﬂ A 5| oo E}'Page ~ 1k Todls ~
—] Managing Account Summary ~
Account Mumber: 4716304556672387 Account Name: CHRISTINE LILLY
c
Cycle:| 07182008 m Display All Card Accounts for All Managing/Diversion Accounts
Total # Card Accounts 3 Total Fees $0.00
Open Card Accounts: 2 Total Transactions: §410,223.19 11
Suspended Card Accounts: 0 Cardholder Approved Transactons: $410,323.19 11

Previous Statement Balance. §76.94CR
Payments Since Previous Statement:  $153.858 62CR

@ OpsnAccount  C Cerified - BO

b CheCk “Statem ent Statement Approval History
Approval History” boxto — o
ensure statement was
certified. [+] Search Criteria oo

-] Card Account List Return to top

I} Approval Status Approval Date Approved by
Certified - BO 07/23/2008 ARMY CLILLY1

Records 1-2cf2

Show/Hide Posted | Show/Hide Approved | ShowiHide Final Approved | Show/Hide Reallacated | Show/Hide Disputed

Posted
Account # of Trans . $ of Trans
Wb, Account Name #ofTrans  § of Trans by CH ¥ by CH
A @ 0534  PATTY FAY-CROSBIE 0 $0.00 0 0.0% $0.00 0.0% =
A (0] 1047 DAVID ARIOSTO 9 $33263282 9 100.0% $332,632.82 100.0%
A [c] 6826  STCLAIR LARRY 2 §77690.37 2 100.0% $77,600.37 100.0%

@ Open Account (@ Closed Account Approved

(1 itern remaining) Downloading picture https: [faccess usbank. comicpsAppl JUSBCommCarefimages/backgrou |HEHN [} e Inkernet H100% <

prm— -
4 start rEe ” @k

@\ 3 - ‘- https+/{access.usbank. com/cpsApp1 {USEComServiet vl ) | 45| x ‘ ‘ e

File Edit Wiew Favorites Tools  Help

— = |
w e [- Accaunt Information l } B B - [hpage v {5 Tooks -

Personal | Business | Institutio rnment | About U.S. Bancorp

United States Army

® Click on “Account
Information”.

System Administration

RS g Account Information

Transaction Management
! nt Info on

Statement

Note: This screen appears for
those BOs that have more than |5t st emarte

My Personal Information = Cardholder Account Statement
anaging Account Statement

one account. If you only have = Dhersion ccount Steemeny
one account, proceed to the

Account Profile

Home. View account demographics, limits, accounting code, and other related information

next screen. Contact Us * Cargholder Account Frofile
= Managing Account Profile
= Diversion Account Profile

® Click on “Managing
Account Statement”.
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£z Select Cycle - Windows Internet Explorer

p——
Q._- y v |' https:ffaccess.usbank. com/cpsApp1fUSBComServiet

File Edit View Favortes Tools Help

= — 2 . »
W o [. Select Cycle ] \ fa - B - & - [hrage - G Toos -

Personal | Business | Institu

® Select the appropriate
billing cycle from the drop

down arrow. System Administration

Order Management i
Transaction Management Account Information

Account Information Managing Account Statement

U.S. Bank Access® Online

I Managing Account Number: 4716204558672279, PATRICIA CAMPBELL Switch Accounts

® Click the “View Statement”
Toview a statement, select a cycle and click the “View Statement” button. Please note: The statement cannot

button e L ey L T, 12 Used for remittance of payment; itis for display purposes only.

® The statement will open in tome
.pdf format. You can save ot
to your computer or print a
hard copy for your files.

Done 9 Internet

— = = .
'4 start A BE 7 | @ibox-tio.. | G axOLHowto .. | 48 MyDocuments | [ MicrosoftPow... /7 Select Cycle - .. £ B4 e &) e
:

If you should have any questions about the steps or instructions in this
Access On-Line (AXOL) “How To” Manual, contact your GPC A/OPC, x5859.
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