U.S. Bank Access® Online: Accounting Code Favorite Quick Reference

Accounting Code Favorites

You can use this quick reference guide as
a fast reminder of the basic steps for
creating and using a list of personal
accounting code favorites. Keep in mind
that only you can create and use your
personal favorites.

Management A Ve R WYt ity
Account Information [ u=er 10: Jane Doe 3
Password !
Change your gystem password and create or modify an aulheni
resetting a password i
Contact Information !
Update your user D contact information {name, address, phum}

= Email Motification
Home
Contact Us

Account Access

View access rights and user speciic @ ton, such as acc

= Add Accounts

PP S,

Manage Accounting Code Faverites
Add favorites, enable favarites to be selected when reallocating
faworites i

. - FPRPR s A s,
A Tt o Sl o M et ol - e

1. Select the My Personal Information
high-level task.

2. Click the Manage Accounting Code
Favorites link.
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“You can activate 10 or fewer and create 25 or fewer favorites. Enter a number of additional favorites to add
and click the "Add" button 1o add favarites. After adding, modifying or selecting favorites to delete, click the
"Save" button to save changes.
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3. Type the number of favorites you want
to create.

4. Click the Add button.
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You can activate 10 or fewer and create 25 or fewer favorites. Enter
and click the “Add" button to add favorites. After adding, moditing
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5. Type a name, select a status, and type
or search and select a value.

6. Click the Save button. The system
saves your favorites and makes them
available to you for transaction and
order reallocation.
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Select the favorite by name from the
Change to drop-down list. Your selected
favorite displays at left.

LEARN MORE

For more detailed

information, refer to the

Transaction Management

web-based training lesson
and user guide available at:

https://wbt.access.usbank.com

Contact your Program Administrator for
the most current passwords.
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