U.S. Bank Access® Online: Create an Order Quick Reference

Create an Order

You can use this quick reference guide as
a fast reminder of the basic steps for
creating an order.
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1. Select the Order Management high-
level task.

2. Click the Create New Order Record
link.
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Required fields have
a red asterisk.
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Order Number:* [0000103370 Order Date:* [06/30/2006 Crealion Date: 06/30/2008 {‘
Order Status: Qpen Source chipurchaze Order User D lm \;
Business Unit [ Invoice# [ pocument: [ | s
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3. Specify all required and available
general order information. Some
information may auto-populate, such
as order number or today’s date as the
order date.

Financials

Order Amount: = 0 i 1} Freghl{n
Source Currency /] Source Cumency, PropertyE
-

UID Reguired: * |

Cantingency Ope:
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Your organization may
use a custom form.
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4. Specify financial, merchant, shipping
and additional information.
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1
The Line lterns section provides a list of line items that comprise th| é
Product Code Item Description
0 [r234se [Copy Paper /] 10 |Ream;
O [zz3456 [Bunblewrap | 4] |Fackag?
Ched Al Shown | UncheddAll Shown z
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5. Specify line item information, if
needed.
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Allocations Retun to top | GoTey

This section displays allocations associated to the order that will e applied to the transaction(s) whené

You can allocate amounts by dollar amount ar percentage. The Unallocated Amaount must equal zero (Gt
Allocate by Line ltem

== required
Remove Allocation

% of Order Alternate Accounting Code
Total Amount Current Alternate Accounting Cod”” Change Alternate:
| -1 75.000 gr| 50.00/s [Demo RAC --Change Current’
--Change Current’
=

| -1 75.000 or| 50.00 %‘Card Account Default Accounting Code|

Unallocated
bt g 0.00 0.00}%

Chedk All Shown | Unchede All Shown

Set All to Default Accounting Code 3R Reset All Allocations
L Add ] 1] additional Allocation(s)
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Note: Rows mjrked for reroval are added to the Unallocated Amaunt value.
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6. Specify allocation information, if
needed.
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LEARN MORE

For more detailed
information, refer to the
Order Management web-
based training lesson and

Comments

The Comments section provides user—ﬁj tent areals) that cantbe

a
user guide available at:
E https://wbt.access.usbank.com

The Comments Contact your Program Administrator for
fields are the most current passwords.
unigque to each

organization.
Match Tolerance /‘ E

k0T tolerance on hoth Amount gad
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The order record containg no chy

Save and Create Order ‘;
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7. Add comments, if needed.

8. Review the Match Tolerance
information.

9. Click the Save and Create Order
button.
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