US Bank Approver Quick Reference Guide

Approving Cardholder Allocations

Log in to US Bank Access Online — https://www.access.usbhank.com/

Organization Short Name: PASSHE

Enter User ID and Password and Login:

@ bank Access Online

ot Us

Welcome to Access Online!
Please enter the information below and login to begin.

* =required
Organization Short Name:*

L 1

User ID:*

Password:*

Forgot your password?

Upon log in, you will see the Dashboard — which shows you the overall credit limit of all Pcards:

I! B Bank_ Access Online

Dashboard Accounts <~  Transactions =~

COMMONWEALTH- PC ...0452

’.

@ Available $1,373,276.87

@ Used $153,806.25

CREDIT LIMIT

$1,550,000.00 @ Pending $26,372.81

Welcome, NN

Reporting ~

88%
10%

2%

Pay this account

Program

QUICK LINKS

Cardholder account statement
Transaction detail report >

Data exchange >

As an approver, you will see the overall credit limit of the university’s Pcard account.
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https://www.access.usbank.com/
https://www.access.usbank.com/

To review and approve transactions cardholders have allocated and submitted to you, go to the Transactions Menu and
under Manage approvals, select the Manager Approval Queue:

@ bank Access Online

Dashboard Accounts ~ Transactions ~ Reporting » Program
Purchasing Card
Transaction list

Manage approvals

Manager approval queue

Manager approval history

**With US Bank, cardholders now can allocate (reconcile) transactions as soon as they are posted to their account.
They no longer need to wait until the end of the cycle to send a transaction to you for approval.
There are no expense reports with US Bank.**

Your Manager Approval Queue opens to the Transaction Management screen.

You can filter on various data points or you can scroll down to see all the transactions cardholders have forwarded to you
for approval.

e If you have multiple cardholders forward to you, you will see all their transactions listed together on this screen

Manager Approvsl Queye -~ G

Munaging Acct List | Trans List | SMansger's Quass. |

The follewing transactions ase swaiting your approval. Filter tha pending transactions
by using any of the search criteria

Billing Cyele End Date:  Approval Status: Transaction Amount:
Al - All - Allv| §
Cardholder Approver:  Last Approver:

A % i -

Pending Approver:

A -

Display 25+ | Transactions per page

Please select the ransactions you would like to approve, iefect or reallocate
and click the approgsriate button, Note: Reallocation can only be done on the
selectad trangactisns on this page, not againgt all ransactions on all pages.

5 view of modity specific transaction dats, please chick on
n's spproval status, date or sccounting code link,

Select Approval Traos  Merchang City/Saty Amaunt Patail % Account Cardholder ket
Status  Date Mumbar

I LARRYS LUMBER BLOOMSBURG, PA  $3.768.00 e ..2258
QUALIFIED HARDWARE RROCKLYN, NY $568.00

®  Pending Comments
Apmigver AR Arnsar

ing Code

Cne  CUEDuANL ML L AMETOEE Y Bioouszaune oo £00 61 & LT

" 2956 T
AMERICAN LOCKSETS MONROE, NY $418.82 w 2256 0¥
HOMEDEPOTCOM BO0-430.3376,GA  $330.55 ¥ 2256 e
THE HOME DEPOT #2171 BLOOMSBURG. PR $136.88 = 2256 0=
RENCO ACE HARDWARE BLOOMSBURG.PA  $103.73 i .. 2356 L

As an approval manager, you need to review every transaction that the cardholder(s) has sent to you for approval.

Page 2 of 11



Reviewing and Approving Cardholder Allocated Transactions

You can review, approve or reject transactions directly from this Transaction Management screen:

the transaction's approval status, date of accounting code link

Racorts 1

Select Approval Trans Merchant City/State Amount Dutail * Account Cardholder Last % Pending Comments Code
Status  Date Numbar Apprever Approver Approver

02/10 LARRYS LUMBER BLOOMSBURG, PA  $3,768.00 r 2266
02712 GUALIFIED HARDWARE BROCKLYN, NY $568.00 u 2256
03 AMERICAN LOCKSETE MONROE, NY $418.82 B ..2256
11 HOMEDEPOT.COM 3A $330.55 t ..2258
208 THE HOME DE $136.88 v 2256

21T REMCO ACE HAI £103.73 x 2056

SRR di s L a e £o0 g1

Review each transaction line and verify the following:

o Accounting Code section:
0 Cost Center (fund center) selected is correct for the purchase
=  NOTE: Cardholders can select ANY cost center that is listed in the US Bank system. Please be
sure to review and verify the correct cost center is selected for the expense
O GL Account selected is correct for the purchase
0 Description of purchase is entered

e Attachment section:
0 Click on the PDF icon under the Attachment column to open the Attachment.

= Every transaction needs to have an attachment.

= For auditing purposes, itemized receipts/invoices that details the vendor name, amount, and
description of item purchased must be attached. Amounts on the receipt/invoice must match
the total billed on the credit card.

= Justification Forms (food, gift approval forms) need to be completed and all approval signatures
(dean, VP, etc.) are required.

0 Verify there is NO sales tax on the purchase.
=  Asthe university is sales tax exempt, sales tax is a disallowed cost.
= |f sales tax is on this purchase, please reject the transaction so it is sent back to the cardholder
for them to obtain a credit/refund from the vendor. Cardholder needs to add a comment as to
how the sales tax is being refunded to the university. (See page 8 below on “Rejecting
transactions”)

If the transaction has been allocated (reconciled) to the correct cost center and GL account and proper documentation is
attached, now you need to approve this transaction and submit to the final approver from your Manager Approval
Queue.

If you have multiple transactions that can be approved, you can approve and submit them at the same time from
the Transaction Management screen.
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Select the boxes next to the transactions that can be approved in the Select column and click the Approve box:

Transactions per page

Please select the transactions you would like to approve, reject or reallocate
and click the appropriate button. Note: Reallocation can only be done on the
selected transactions on this page, not against all transactions on all pages.

If you wauld like to view or modify specific transaction data, please click on
the transaction's approval status, date or accounting code link.

Records 1-12of 12

Shown |

Select , pproval Trans Merchant City/State Amount Detail ¥ Account Cardholder as & Pending Attachment Comments Account
E Date Number
:nding 02/18 PARTITION PLUS ONLINE FOREST HILL, MD $94.52 ..2256

i = 822110

| :nding 02/16 RENCO ACE HARDWARE BLOOMSBURG, PA $37.72 ...2266 0 = 821112

g 02/12 QUALIFIED HARDWARE BROOKLYN, NY $568.00 ..2266 [T 822110
! anding  02/13 RENCO ACE HARDWARE BLOOMSBURG, PA  $103.73 @ ..2256 0 = 821112
[ anding  02/13 CUSTOMSIGNS.COM 9043962291, FL $33.18 ...2256 i = 821112
:nding  02/11 HOMEDEPOT.COM 800-430-3376,GA  $330.55 (] ...2256 [T 821112
02/10 LARRYS LUMBER BLOOMSBURG, PA  $3,768.00 ...2256 (T -} 822110
THE HOME DEPOT #4171 BLOOMSBURG, PA $18.30 w ...2256 0= 821112
SHERWIN-WILLIAMS705641 BLOOMSBURG, PA $98.63 w ...2256 0 E 821112

s:nding THE HOME DEPOT #4171 BLOOMSBURG, PA  $136.88 (7] ...2256 i = 821112

ndin RENCO ACE HARDWARE BLOOMSBURG, PA $39.54 ..2256 (T~} 821112

Pending AMERICAN LOCKSETS MONROE, NY $418.82 ..2256 0 822110

. @ Trans Detail Level G» Reallocated (] Upload f= Attachment

= B3

This will open to a summary screen of the transactions you selected to approve:

[lﬁbank Access’ Online
Dashboard Accounts » Transactions v Reporting v Program

Transaction Management

Approve Transaction(s)

=110 Tr i to App!

Number of Transactions: 10

Total Dollar Amount: $5,944.97

Records 1-10 of 10
Trans Date Merchant Amount
(P13 NHA $1000.00 e
02/25 NHA $954.00 [
02/25 CORPORATE CARD ANNUAL FEE $12.00
02/25 CORPORATE CARD ANNUAL FEE $12.00
02/25 CORPORATE CARD ANNUAL FEE $12.00
02/17 NHA $1924.00
02/16 CCI*CONSTANT-CONTACT $294.00
02/14 CALAMARI S SQUID ROW $546.04
02/12 HARTMAN PUBLISHING, IN $1155.93
0211 CCI*CONSTANT-CONTACT $35.00 -

| want to forward these transaction(s) for further approval to:

I —
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If you only selected one transaction to approve from the Transaction Management screen, the following page

opens and you need to click the “[+]” icon on the Transactions to Approve in the blue bar

@ Approve Transaction(s] x o+
€ © 2% accessusbank.
L Bl PMs-login  &§ O & W rema (<, ] el
[Ebank. Access' Online
Dashboard Accounts » Transactions ~ Reporting v Program

Transaction Management
Approve Transaction(s)

| i+ ! Transaction(s) to Approve

| want to forward these transaction(s) for further approval to:

Select Approver

Now you need to send these approved transactions to the final approver. Click the Select Approver link:

Egbank Access” Online

Dashboard Accounts ~ Transactions ~ Reporting ~» Program

Transaction Management
Approve Transaction(s)

[&_No approver has been selected. Please select an approver and resubmit.

1+110 Transaction(s) to Approve

| want to forward these transaction(s) for further approval to:

Select Approver

From the “Search & Select an Approver” screen, type in McDermit or Neill in the Last Name column (as Meisha
McDermit and Dana Neill are the final approvers and will audit and close the transactions). Click Search.

Eabank Access’ Online

Dashboard Accounts ~  Transactions s Reporting ~ Program -~

Search & Select an Approver

Enter the approver's full or partial name, or leave blank to view all users. Then click the “Search™ button.

Last Name: First Name:

[M:Dermlt I
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The final approver will now be listed to select:

[Bbank. Access Online

Search & Select an Approver

Last Name: First Name:

Dashboard Accounts s  Transactions ~ Reporting

Program

Enter the approver's full or partial name, or leave blank to view all users. Then click the "Search” button

Please select an approver from the results list below.

Records 1-10f 1

Select Approver Name Email Address

Records 1-10f 1

L] Set selection as your default approver

Select Approver

<< Back to Approve Transaction(s)

MCDERMIT, MEISHA MMCDERMIGCOMMONWEALTHU.EDU

Click the circle next to the Approver Name.

e You can also set McDermit or Neill as your default approver by checking the box next to “Set selection as your

default approver”.

Click the ‘Select Approver’ button to open the submit screen:

I:Bbank Access' Online

Transaction Management
Approve Transaction(s)

Dashboard Accounts ~  Transactions ~ Reporting

Program

[+11 Transaction(s) to Approve

| want to forward these transaction(s) for further approval to:
MCDERMIT, MEISHA (User ID: MMCDERMIT) »| Select Agprover

Now, click the Submit button to send this approved transaction for final approval.

The transaction will no longer be in your Manager Queue.
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Tip:
If you need to see additional details on a specific transaction or want to add comments to a transaction, from the

Transaction Management screen, find the specific transaction, click the Pending link under the ‘Approval Status’ column
or click the date link in the ‘Transaction Date’ column (highlighted in screen shot).

the transaction's approval status, date or accounting code link.

Records 1-3ef 2

Check All Shown l Uncheck All Shown
Select Approval Trans Merchant City/State Amount Detail
Status Date
» Pending 02/17 WM SUPERCENTER #1945 MAMNSFIELD, PA  £24.14 w
Pending 02/17 USPS PO 4175470387 TAYLOR, PA $106.70 @

=] Pending 02/14 VZWRLSS*APOCC VISB LAKE MARY, FL £40.01

(]

@, @ Trans Detail Level @&* Resllocated {j Upload fE Attachment

This will open the Transaction summary.

Click on the Comments tab to enter notes and then click the ‘Save Comments’ button:

Transaction Management
Transaction Detail &7 Guide

Product: Purchasing Card

Card Account Number: """"""535_

Card Aceount ID: 226005010355

[z

Managing Acct List | Trans List | Manager's Queue |

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amour|
02/17 02/18 WM SUPERCENTER #1945 MANSFIELD, PA 2414

o Disputed (@, @ Trans Detail Level @+ Reallocated (j Upload Attachments f& Attachment

Summary | Allocations || Comments | Asprovsd History |

The Comments tab provides the ability to enter comments specific to your crganization that enablg
gathering of additional infermation about a transaction.

Comments

<< Back to Manager Approval Queue

To go back Manager Approval Queue, click Save Comments and then click the “Back to Manager Approval Queue” link.

You can approve (or reject) a transaction from this Transaction Detail page.

Be sure to click on the Allocations tab to verify cost center, GL account, description, if the purchase has been split
between cost centers, etc..

Also, click the Attachment icon to view correct documentation has been attached to the transaction.
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Click the Summary tab to approve:

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail &+ PurchaselD &> Atlachment-.::ij.- Accounting Code
02/26 02/27 NHA 8004999092, KS 1000.00 @ L@ 8213179260|-1660300|-|X |-|SP26

@ Disputed @ Reallocated (] Upload Attachments ) Attachment

Summary r Allocations r Comments r Approval Histary ‘
The Summary tab shows high-level transaction information.
The review status cannot be changed because the review day limit has been reached.
To approve and forward the transaction, click "Approve."To not approve a transaction and send it back, click "Reject.”
To initiate a dispute, click the "Dispute” button.
Transaction Reference Information (i)
Date: 02/26/2026 Billing Cycle: Open
Purchase ID: Posting Date: 02/27/2026
Total Amount: 1000.00 Reference Number:  57540246057742589948327
Memo Post: (1) Yes Authorization Number: 089557
Sales Tax: 0.00 Most Recent Extract Dates
Freight: Financial Extract:
General Ledger Extract:

Merchant Payment Extract:
Name: NHA
City, State/Province: 8004999092, KS Currency
Transaction Type: MASTERCARD MC Billing Currency: U.S. Dollar

PURCHASE Source Currency: U.S. Dollar
Merchant Category Code Source Currency Amt: 1,000.00
(MccC): 8299
MCC Description: SCHOOLS/EDUCATIONAL

SCHL
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Reviewing and Rejecting Cardholder Allocated Transactions

If the transaction cannot be approved due to missing documentation, wrong cost center or GL account was selected,

sales tax is on the purchase, etc., you need to reject this transaction back to the cardholder.

Check the box in the “Select” column for the transaction that cannot be approved and click the “Reject” button:

Records 1120t 12
Gheck All Shown | Uncheck All Shown
Select Approval Trans Merchant City/State Amount Detail #® Account Cardholder Last
Status Date Number Approver App!
Pending 02/18 PARTITION PLUS ONLINE FOREST HILL, MD $94.52 @ ..2056
Pending 6 RENCO ACE HARDWARE BLOOMSBURG, PA $37.72 @ ..2256
Pending 2 QUALIFIED HARDWARE BROOKLYN, NY $568.00 @ ..2256

Pen RENCO ACE HARDWARE BLOOMSBURG, PA $103.73 @ -.2256

9

Pending 3 CUSTOMSIGNS.COM 9043962291, FL $33.18 ...2256
Pending HOMEDEPOT.COM 800-430-3376,GA  $330.55 @ ...2256
Pending ) LARRYS LUMBER BLOOMSBURG, PA  $3,768.00 @ ..2256
Pending 5 THE HOME DEPOT #4171 BLOOMSBURG, PA  $18.30 @ ..2256
Pending 6 SHERWIN-WILLIAMS705641 BLOOMSBURG,PA  $98.63 @ ..2256
Pending THE HOME DEPOT #4171 BLOOMSBURG, PA  $136.88 @ ..2256
Pending 02/03 RENCO ACE HARDWARE BLOOMSBURG, PA  $39.54 ..2256
Pending  02/03 AMERICAN LOCKSETS MONROE, NY $418.82 @ ~.2256

Trans Detail Level > Reallocated [ Upload = Attachment

Shown | Uneheck All Shown

Racords 1- 1201 12

=1 =) ===

Pending
Approver

Attachment Comments

T

o0 0 0P o

Accounting Code

8221101000|-|6604C
8211123304
B8211123304|-|6604C

123304

8211123304|-|660:

821112, 14|-|6604(

8211123304|-|660:
B8211123304|-|6604C

8221101000-|

Select a reject reason and send the transaction back to the cardholder. You can also click the “Other” option and type in
details of why you are rejecting the transaction — for example, sales tax is on the invoice/receipt and details are needed

from the cardholder on how the sales tax is to be refunded/credited.

Click the Reject button:

Transaction Management
Reject Transaction(s)

* = required

Summary of Transactions to be Rejected

Number of

. 1
Transactions:

Total Dollar Amount: $94.52

Rejection Reason*
Please select at least one reason why you are rejecting these transactions.

Incorrect accounting code allocation (Request for user to change allocation)

approver(s) in the proper sequence)

Incorrect or insufficient transaction comment information
Incorrect or not enough user line item data

Unauthorized / non-preferred vendor

Incorrect match

Incorrect approver sequence / additional approval needed (Request for user to forward the transaction(s) to appropriate

Other:

Rejection Destination*
Please select the person you would like to reject (send) these transactions to.
O Reject each transaction to its cardholder account

Reject each transaction to its previous approver

Reject all transactions to an approver: Select Approver

=

This transaction will now be removed from your Manager’s queue and back to the cardholder to correct and go through

the approval process again.
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To View Transactions You Have Approved or Rejected

To view transactions you have approved or rejected for cardholders, go to the Transactions Menu and under Manage
approvals, select the Manager approval history:

@bank Access’ Online

Dashboard Accounts “  Transactions ~  Reporting v  Program
Purchasing Card
Transaction list

Corporate Card, One Card,
others

Transaction list

Manage approvals

Manager approval queue

Manager approval history

This opens your Transaction Management page to see if transactions are final approved, if rejected and pending
cardholder review/approval:

Transaction Management
Manager Approval History

Managing Acct List | TransList | »Manager's Queue |

Trsnssctions

The following transactions have been previously approved by you. Filter your
approved transactions by using any of the search criteria.

Billing Cycle Close Date: Last Approval Action: Pull Back Eligibility:

[Al ~] [All ~]| [ v
Cardholder Approver: Last Approver: Pending Approver:

[Al ~] [all ~ | [Al ~]

Display Transactions per page

If you would like to view or modify specific transaction data, please click on the
transaction’s approval status or date link.

If you would like to pull back a specific transaction or transactions into your Approval
Queue, please select the transaction(s) and click "Pull Back".

Records 1 -250f 52
Page: 11213

Check All Shown ‘ Uncheck All Shown

Pull Trans Merchant A A t Cardholder Last Last Pending
Back Date Number Approver Approver Action Approver
O 03/02 WM SUPERCENTER #1945 $38.04 Rejected Cardholder
02/26 SUPPLYHOUSE.COM $324.70 Final Approved
02/26 SUPPLYHOUSE.COM $319.53 Final Approved
O 02/25 OLIVE GARDEN 0024449 $334.77 Rejected Cardholder
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Additional Notes:

e If you realize that a change is needed to a transaction that you have approved and sent to the final approval
manager, you can “pull back” a transaction — as long as the final approval manager has not approved, rejected or
modified (e.g., reallocated) the transaction.

e After you approve or reject the transaction, you can no longer modify the transaction unless you pull the
transaction back.

e You can set up email notifications about the approval process by opening the Profile menu and
selecting Notifications and then Email notifications.

PLEASE NOTE:

When final approval managers are auditing transactions, if there is missing documentation (detailed receipts, food
approval forms, etc.) or sales tax is included on the purchase without a comment addressing how the sales tax is being
refunded/credited back to the university, these transactions will be rejected back to the cardholder to correct. This
corrected transaction will then need to go back through the approval process in order to be closed.
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