U.S. Bank Access® Online: Navigation Basics Quick Reference

Navigation Basics

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

Navigation in Access Online is quick and
easy. You always begin a process by
selecting a high-level task on the Left
Column Navigation Bar.

Transaction Management

Account Information
Reporting
My Personal Information

aAre yiew
Home '\ L

Contact Us i -
Begin all your tasks

on the Left Column
Navigation Bar.

1. Select atask (e.g., My Personal
Information). Related sub-tasks
display below.

Transaction Manz
Account Informati

Change your systern password 2
resetting a password.

Home

Contact Us Contact Information

Update your user D contact

2. Click a sub-task or a screen link to
continue (e.g., Password).

My Personal Information
Change Password & Authentication

[ user 10: mdaniels

Organization Short Name: ACFPO01
Functional Entitlement Group: CH Full

* = required
Change Password

Please enter a password between 5-20 alphanumetic characters Use a cor
easy foryou to remernber but not for others to guess

Current Pasgword: *

Enter Mew Password: =

| Sub-tasks also display
Reporting ] as links on the screen.

3. The system displays the appropriate
screen.

Message from U.S

Welcome!

You are viewing Access Online, the late
Cnline is a web-enahled program man
easily configured and deployed to mee!
implemnent the features and function

Contact Us

4. Click the Home link from any screen
to return to the Client Home page.

5. Click the Contact Us link for a list of
phone numbers and other information
to use if you need help.

Contact Us
U.S. Bank Payment Systems

Telephone

Cardholder Support Commertial Clients
General account inquiries including: 1-800-344-5696 1
Statements, transactions, and balances
Lostor stolen cards
PINg
Address changes
Telepay
Paszword Resels & General Navigation 1-877-867-9260 1-8688-994-6722
** Cardholders needing further Access Oniine support showid contact thelr Program Adrminisiraior

Commercial Clients

Program Administrator Support
Access Online Program Support 1-877-452-8083 1-800-54

================= r@ushank.eom
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[ Addiess = EFMRTTIC
City/State Province ZipPostal: MINNEAPOLIS MM 554541305 : LEARN MORE
Country: Uniited States

Contact Infermation

Home Phone: Use the Back to... links, not _For mor(_—:‘ detailed
Work Phone: your browser's Back button. information, refer to the

Alternate Phone: . . .
Fax: Navigation Basics web-
Email Address; P

based training lesson and
== Backtn Cardholder Accaunt Surmmary user gulde, aVa”able a.t

‘.\\.4-\ \\--... I N, oo o A Pt e -\'\. LR s .

https://wbt.access.usbank.com

6. When you are in the middle of a
procedure, use the Back to... links on Contact gour A/OPC for the most current
the screen to go back a screen. Do not password.

use the Back button on your browser. The WBT also has a glossary available.

ACPO01

Account Ac

setof commercial card tools. Access
ering a feature-rich platform that can be
i5. Ourclients have the ability to

ance their business processes.

o

.,\:-vimnmemhnnging our clients anline

Purchasing Card
4716300005905667

7. Click a link at the top to go to U.S.
Bank sites outside Access Online
(e.g., About U.S. Bancorp).

8. You may have quick access to your
account via a link. Simply click the
account number link.

9. For security reasons, be sure to log
out after each session by clicking the
Log Out link.
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Navigation Summary

These links take you to
U.S. Bank sites outside
Access Online.

Note your organization’s
name.

Transaction Management
Account Information

Cardholder Account Profile
; it Frofile Demographic Infermation

Reporting

My Personal Information qurt Humber:471B3000059005667, MARTIN DANIELS Switch Accounts

Name
Home Name:
Contact Us SSN:

Date of Birth:
Optional 1:
Optional 2:

MARTIN DANIELS

Be sure to log out
22-22-2232

after each session.

Begin all procedures
by selecting a high-
level task at left.
Related subtasks
display.

Address
Address 1: 22238TTHST
Address 2: EP-MM-TT2C

City/State/Province/Zip/Postal: MINMEAPOLIS M|
. Country: United States
Use the Home link

return to the Cllent Contact Infermation

Home Phone:
Home page from Work Phone: F12-073-7526
any screen. Use fiternate Phone:

Email Address:

the Contact Us link
if you need help.

Use the Back to...
links, not your
browser’s Back button.

== Backto Cardholder Account Summary
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Common Cardholder Tasks

To perform this action:

Select this high-

And then this

...Screen link

Access a list of my transactions

level task...
Transaction

sub-task or...
Transaction List

Transaction

Management List
Perform transaction management tasks Transaction Transaction List  Transaction
(e.g., dispute, comment, approve) Management List
View my statement Account Statement Cardholder
Information Statement
View my account profile (e.g., Account Account Profile Cardholder
demographic information, authorization Information Profile
limits)
Run a Report (e.g., Transaction Detail) Reporting NA Report Name
Link
Change my password My Personal Password Password
Information
Change my authentication question and/or My Personal Password Password
response Information
Change my contact information My Personal Contact Contact
Information Information Information
Enable/disable email notification of My Personal NA Email
statement availability Information Notification
View my account access information (e.g., My Personal Account Access  Account
functional entitlement group, available Information Access
accounts)
Add an account My Personal Account Add Accounts
Information Access>Add
Accounts
Find out who to call at U.S. Bank for help  Contact Us NA NA
Return to the Client Home page Home NA NA
Log out of Access Online Log Out link in NA NA

upper right corner
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