U.S. Bank Access® Online: Match a Transaction to an Order Quick Reference

Match a Transaction to

Management

You can use this quick reference guide as
a fast reminder of the basic steps for
matching a transaction to an order in the
order management function.
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1. Select the Order Management high-
level task.

2. Click the Order Maintenance link.
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Search for an order by using any ofthe search criteria below.
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3. Specify order search criteria, if
needed.

4. Click the Search button.
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Records 1 - 1 of 1
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6. Select the Matched Transactions tab.

Order Number. 0000103370 Order Date:  OB/3002006 Order Status: Open ;
Order Amount. 150,00 Tax Amount. 0.00 Freight Amount: 0.00 j
Merchant: ACE Distributors Usage Code: Order Source:  chipurchase ;«
Billed Amount: 0,00 Variance % 100.00% % Fuffilled 0.00% 3
Trans. Matched: 0 Last Match Receipt Status: Not Received !5

#F Order# not unique

Order Details | Matched Tr i
The Matched Transactions tab provides information on the results of a match, including the list of
trangactions associated to the order.

Order-Transaction Match Summary
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hiatchito Transactions

This order is currently not matched to any tr To match itto , click the "Match to
Transactions" link,

Order Amount 150.00 Billed Amount o.oo Yariance Amount:150.00

% Fulfilled: 0.00% # of Transactions Matched: 0 ‘ariance Percent:100.00%
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7. Click the Match to Transactions link.
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Order Summary Create New Order Record }
Status i & Order Number Order Date Merchant AmountSource % Fulfilled Last Match [
Open 0000103370 0Bf3042006 ACE Distributors 150.00  chipurchase 0.00%
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Search for a transaction by using any ofthe search criteria below.
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8. Specify search criteria.
9. Click the Search button.
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10. Select the check box for the
transaction to match to the order.

11. Click the Match to Order button.
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Matching will replace existing trénsaction allocations.
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12. Review the message. Your
organization sets parameters to
determine when a transaction keeps
its own allocation or takes the
allocation of the order.

13. Click the Yes, Match button.

Order Details | Matched Transactions ‘ 3

The Matched Transactions tab provides information on the results of a mateh, including the |

Order-Transactien Match Summary

Order Amount 150.00 Billed Amaunt 38.20 Vatiance Amaunt: 111.80
% Fulfilled:  25.47% #of Transactions Matched: 1 Variance Percent: 74 63%

Matched Transactions

To unmatch, select one or maore transactions and click on the "Unmatch” button.

Toview the transaction's details, click on the "Tran Date” link,

To match to more transactions, click on the "Match to Transactions" link.
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LEARN MORE

For more detailed

information, refer to the

Order 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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