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

Managing Account Setup

You can use this quick reference guide as
a fast reminder of the basic steps for
setting up a managing account in Access
Online.

When you set up a new managing
account, the system leads you through a
series of screens to ensure that you
complete each step in the process.

Request Status Queue
Active Work Queue
System Administration
Account Administration
Order Management
Transaction Management
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1. Select the Account Administration
high-level task.
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2. Click the Create New Managing
Account link.

Managing Account
Setup Demographics
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Email Address: )

|Ieedoe@acme.com

Click File for
Later to save
your work and
access it later.
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Mew managing account for Minneapolis office.
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3. Specify information in each required
field and/or optional field. Required
fields have a red asterisk.
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4. Click the Save & Continue button.

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

Managing Account
Betup Account Information
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5. Specify the appropriate processing
hierarchy position and set any other
parameters.

6. Specify the appropriate reporting
hierarchy position.

7. Click Save & Continue.
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Managing Account
Setup Extract Information

I Client Relationship: ACME Corporation

Demographics == AccountInformation == Extract Information

Enter extractinformation, then save and continue.
Product: PURCHASING

Name: Lee P Doe

%
b
4
Status:
Electronic Data Interchange (EDI) Routing Numbe|
Send Type Value
I

0 Invoice I— Search for'value
[ Credit Invoice I— Search foralue
I Ohligation I— Search for'alue
|} Cost Transfer I— Search for Walue

Extract Information Comments:

=
=

Note: the maximurm amips Ycharacters allowed is 255

Character count=10

Filo For Latr

8. Specify the correct extract information
for the managing account.

9. Click Save & Continue.

Managing Account
Setup Default Accounting Code

[ Client Relationship: ACME Corporation

Demographics = AccountInformation == Edract Information =—

Enter segment values, then save and continue
Product: PURCHASING

Name: Lee P Doe
Status:

Default Accounting Code

Sey|
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ment Name (Length)
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Q search for valid value

Default A nting Code Ci

Note: the maximum amount of characters allowed is 255
CINyacter count= 0

Save & Continue File For Later

10. Specify the managing account’s
default accounting code.

11. Click Save & Continue.

Managing Account m

Setup Authorization Limits
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12. Specify the authorization limits and
velocity limits for the managing
account.

ReffeshFrorn Datern-"""

Hate:lf the Refrech From Date is entered, Rafrash to Date or Daye in Refrash Cyele iz required.
Refresh To Date:

(" I vl I vl I
Days in Refresh Cycle
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Merchant Autherization Contrels

Control Authorization Action Single Purchase Limit Type Action

Mo Merchant Authorization Corbols camenlly exist for ihis aecowt.

Authorization Limits C
Credit limits may need adjusting after fiscal year end 2008, =

{

Nte: the rnaxirmurmn amourt of characters allowed is 255.
CNgracter count= 60

File For Later

13. Click the Save & Continue button.
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14. Access the setup request in your
Request Status Queue.
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»>Learn More: Formore
detailed information, refer to the Managing
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.

©2007 U.S. Bancorp. All rights reserved. U.S. Bank
Corporate Payment Systems is a division of U.S.
Bank National Association ND. All other trademarks

are the property of their respective owners.

©2007 U.S. Bancorp



	Managing Account Setup

