U.S. Bank Access® Online: Cardholder Account Setup Quick Reference

Cardholder Account Setup

You can use this quick reference guide as
a fast reminder of the basic steps for
completing the cardholder account setup
process in Access Online.

When you set up a new cardholder
account, Access Online leads you through
a series of screens to ensure that you
complete every stage of the process.
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1. Select the Account Administration
high-level task.

2. Click the Create New Cardholder
Account link.

Cardholder Account
Setup Demographics

Demographics == Account Information =P Defzult Accounting Code === Authorization Limiis
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Enter demographics information, then Save & continue.

Product: PURCHASING
Name:

Breadcrumbs lead you

Last Mame:*
I

Date Of Birth

CACE] !
entification Mumber: {
{
{

Tax Exernpt Number.

Optional 1: Third Line Emhossing,

Address 1 Address 2

City.™ State/Province: ZipiPostal Code:
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3. Specify information in each required
and/or optional field. Required fields
have a red asterisk.

“= rsquiad through every stage of setup.
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Email Address: V\’J"\?
|Ieedoe@acme.com

Demographics Comments:
|Ofﬁce maved from Albany to Rochester in 2006, =

=

NotN\the maximum amount of characters allowed is 255.

CharaNgr count= 46
Save & Continue File For Later
s it e P Y

4. Click the Save & Continue button.

Note: At any point in the setup process,
you can click the File For Later button to
save your work and access it later through
the Active Work Queue.

Cardholder Account

Setup Account Information

Demographics == Account Information == Accounting Code =P Authorization
Erter account information, then Save & Continue.

Product: PURCHASING

Name: Lee P Dog
Status:

*= required

Hierarchy Position

Bank: Agent Comp: Div: Dept
1425 1155 30015

Search for Position

Organizatien Name

Account Infermation

Managing Account  4321432143214321
Cycle Day: 20
Expiration Date of

Termp Auth Start Date: = | 5 I Hote: Temporary Authorization Dates al
period oftime. Purchases attempted p
Temp Auth End Date: - I - I

the end date are declined
Plastic: s, with

1N = g

Specify whether or not
to issue a plastic card.

Organization Name will
emboss on the card.

Reporting Level

L1 L2 Ll 3 Ll 4
annis |

Ll

Account Information C

e

5. Specify information in each required
and/or optional field, including the
processing hierarchy position, general
account information, and reporting
hierarchy position.
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Cardholder Account

Reporting Level
Add a Merchant Authorization Contrel

Ll 12 Ll 2: Ll 3: Ll 4 Lvl & Lvl B Lvl 7:

015 [eezez | [33333 | [48444 | | | | Searent Step 1: Control Name
Account Information C Click File for Later to save

Selecta group of Merchant Category Codes.

Temp dates to be set after end of first g

your work and access it later.

Product: PURCHASIMNG Bank: 1425
Hame: |eeP. Doe Agent: 1155
Status: Compamy: 30072

Note: the maximum amount of characters diiow
Character count= 48
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File For Late”

N *= required
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Merch Auth Control Name: * I Searcior a Contral

6. Click Save & Continue.

Cardholder Account == Backto Autharization Limits

Setup Default Accounting Code ™ AT ol Tt s et e

Demographics == Account Information == Accounting Code == Authorizali

Enter segrmentvalues, then save and continue. 11 . C“Ck the Seal’C h fO ra CO ntI’O I Ilnk
Product: PURCHASING

Name; Lee P Doe Cantral Marme

Status: g

Description.
R

Segment Name (Length)

ol
APPR (20)
Search

A gearch for valid value

Default Accounting Code Ci Control  Description Type  Action
JE&IEX  AIRLIMNES RENTAL CAR HOTELS,RESTAURANTS MONEY RISK Custarn View Details

4361590 HOUSEHOLD APPLIANCES Custam Wiew Details
5723 HOUSEHOLD APFLIANCE STORES Customn Wiew Details

’ ;I Records 1-3 of 3
Note: the maxirmum amaunt of characters allowed is 258 e N AP S
Character count=10

R s coree] 12. Search and select a control.
7. Specify the default accounting code, if Cardholder Account
needed. You may be able to search Search & Select a Merchation Control
and select from valid values if you Step 1: Control Name
have uploaded valueS. Select a group of Merchant Category Codes.
8. Click Save & Continue. Product: FURCHASING ~ Bank: 1425
Name: |ooF. Doe Agent; 11464
Status: Compamy 20072

Cardholder Account
8 etup Authorization Limits

“= required

\ereh Auth Control Narme: |4381 590 Search for a Cantrol

== Back to Authorization Limits
I A e

0 s =t fuiunl Infuemalion =——t Accounfing Cudi =—t Sulborization |ims

Enber aulhorizalion lirmés, then Save & Confinue

Proghact: P
Maarnaz: L
Status:

UIEZama St

= required

Authorization Limits

Credit Limit * Single Purchase Limic *
=000 1200

Fizcal First Month:
a1

13. Click the Continue button.

&.N hant Autherization Contrals
&40 3 Conrgl

Control Authorization Action  Single Purchase Limi Type  Action

A Aemnant Authonzation Comimls sumently exist for this avoount.
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9. Specify the authorization limits and
velocity limits for the new account.

10. To add a merchant authorization
control, click the Add a Control link.
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Cardholder Account
Add a Merchant Authorization Control

B g

Step 1: Caontrol Marme == Step 2: Authorization Action H

Product: PURCHASING Bank: 1425
Name: |eceP. Doe Agent: 1155
Status: Company: 30072
*= reguired

Control Hame: 4351590

Description: HOUSEHOLD APPUAMCES
Type: CUSTOM

MCC Field 1: a722

MCC Field 2:

MCC Field 3:

MCC Field 4:

MCC Field 5:

Authaorization Action; r‘%
@®7Anprove

) Decling

== Back to Authorization Limits
e i T )w%
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14. Select the Open, Approve, or Decline
radio button.

15. Click Continue.

Cardholder Account
Add a Merchant Authorization Control

Step 1: Conrol Mame =P Step 2 Authorization Action == Step 3: Refer to MA MACs

Product: PURCHASING Bank: 14258
Name:  |ee P Doe Agent: 1155
Status: Compamy: 30072
== required

Control Hame: 4361530

Description: HOUSEHOLD APPLIANCES
Type: Custom

MCC Field 1: 5722

MCC Field 2;

MCC Field 3:

MCC Field 4;

MCC Field 5:

== Back o Authorization Limits =~

i I

16. Select whether or not to refer this
cardholder account to the managing

account.

17. Click Continue.

Fiscal First Month:

Merchant Authorization Contrels
Add a Control

Authorization Action Single Purchase Limit

Type Action
Standard  View Details  Maintain

Control
MCCG18  Decline

Note: 1 controls added out of a maximum of 9

Authorization Limits Comments:

=
=
Note: the maximum amount of characters allowed is 235,
Character count=0
== Back1o Summary and Tasks 5
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18. Click Send Request.

Request Status Queue
Account Requests

oun| | MEnkin Civheigge actours
ynt | MEnt3in Manaqing Azcoun

210 viiew her detats

Batneat L
“ondhobdes  Lost Lindatiy

19. Access the setup request in your
Request Status Queue.

»>Learn More: Formore
detailed information, refer to the
Cardholder Account Setup and
Maintenance web-based training lesson
and user guide available at:

https://wbt.access.usbank.com

Contact your relationship manager for the
most current passwords.

The training site also has a glossary
available.
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