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

Match an Order to a Transaction in
Transaction Management

You can use this quick reference guide as
a fast reminder of the basic steps for
matching an order to a transaction using
the transaction management function.
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Records 1 - 24 of 29 3
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] FPending 04/08 04/09  ATD AMERICAMN GO 218
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1. On the transaction list, click the date
link for the transaction you want to
match an order to.
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(R) Reviewed (D) Disputed (7)) M,

A\ Exception (A% Reallocated

Summary ’/ Matched Order ’/Allmatmns I/ User Line ltems r Comments rADDrDW\ Hiskn

The Summaty tab shows high-level transaction information
To change the review status, click the "Mark as Reviewed" buttan.
To approve the transaction, click "Approve”.
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Transaction Reference Information

Date: 04/08/2006 Billing Cycle: 04/09720(

Purchase ID: 05691 Posting Date: 041097201
]

Total Amount; 960.99 Reference Number: 47183
Authorization Number: 034532
Memo Post:  Yes -
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2. Select the Matched Order tab.

[Summary r/Matched Order rAIIDcahuns rUser Line ltlems rCnmmanL\ I/Avnmwl History ‘

Mo order is currently matched to this transaction.
To match an order, clickthe "Mateh to Order” link.

Matched Order htatch to Qrder

R A

[ Y et

T R

3. Click the Match to Order link.

Transaction Summary {

Status Tran Date Posting Date Merchant City'State Amount Purd
04/08 04i09 ATD AMERICAN CO 215-5761000, PA $960.99 0568
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Search for an order by using any of the search criteria below }
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4. Specify order search criteria,
needed.

5. Click Search.
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6. Select the radio button for the order to
match to the transaction.

7. Click the Match to Transaction
button.
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Are You Sure?

Matching will replace existing trinsaction allacations.
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8. Review the message. Your
organization sets parameters to
determine when a transaction keeps
its own allocation or takes the
allocation of the order.

9. Click Yes, Match.

. )
Transaction Management {
Transaction Detail

@ Request has been successfully completed. }

Transaction Summary f
Status Match Tran Date Posting Date Merchant
(11 11] 04/08 04509 ATD AMERI
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Note the confirmation message .
and the MM icon.
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The Matched Order tab provides information aboutthe matched order (and its order line iterns if they existy.
To view the order's defail, click on the "View Matched Crder” link.
To unmateh the order, click the "Unmatch" button.

Matched Order View Matched Order §]

Order Date: 0572042006 Unigue Order#: Mo Order Status: Partial

Order Number: 0000102375 Order Source:  chlpurchase % Fulfilled: 80.38% :

Order Amount: 1195 56 Match Source:  ACPO04. chipurchase Lasthatch Date: 0B/30/2008

Merchant Name: DOD EMALL  Order Acci#: 4716300005903681 g
ry
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Order detail also displays.

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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