U.S. Bank Access® Online: Confirm and Pay Quick Reference

Account Approval Process:
Confirm and Pay Model

You can use this quick reference as quick reminder of the basic steps in the Confirm and
Pay account approval process. Each organization sets unique deadlines for when you must
complete each task (e.g., you must approve your statement no later than 15 days after cycle
close).

Confirm and Pay Model Cardholder Resources

Order Management WBT lesson

Cardholder creates order. — | Order Management user guide
Create an Order quick reference
Create a Manual Order simulation

Transactions post in Access Online

Order Management WBT lesson
Order Management user guide
Match in Order Management quick reference
Match in Transaction Management quick reference
Match Multiple Orders and Transactions quick reference
Match a Transaction to a Manual Order simulation
Cycle Close Match Multiple Orders and Transactions simulation
Match an Order to a Transaction simulation

Cardholder matches posted
transactions to order (status
changes to Approved).

Cardholder approves his/her
statement. Account Approval Process WBT lesson

Account Approval Process user guide
Approve a Statement quick reference
Approve Your Statement simulation

Billing Official final-approves or
rejects cardholder-approved

transactions. ————
Transaction Management WBT lesson

Transaction Management user guide

Reallocate to an Alternate Accounting Code quick reference
Reallocate to a Valid Value quick reference

View Transactions quick reference

View a Transaction List simulation

Reallocate a Transaction simulation

All transactions for a single managing Mass Reallocate Transactions simulation
account are final-approved.
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Billing official certifies the

Cardholder manages rejected
transactions: unmatch, correct, -
rematch, re-approve.

managing account statement.
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