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US Bank Approver Quick Reference Guide  

Approving Cardholder Alloca�ons 

 

Log in to US Bank Access Online – htps://www.access.usbank.com/ 

Organiza�on Short Name:  PASSHE 

Enter User ID and Password and Login: 

 

 

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

 

As an approver, you will see the overall credit limit of the university’s Pcard account. 

https://www.access.usbank.com/
https://www.access.usbank.com/
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To review and approve transac�ons cardholders have allocated and submited to you, go to the Transac�ons Menu and 
under Manage approvals, select the Manager Approval Queue: 

 

 

**With US Bank, cardholders now can allocate (reconcile) transac�ons as soon as they are posted to their account.   
They no longer need to wait un�l the end of the cycle to send a transac�on to you for approval. 

There are no expense reports with US Bank.** 

 

Your Manager Approval Queue opens to the Transac�on Management screen.   

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

• If you have mul�ple cardholders forward to you, you will see all their transac�ons listed together on this screen 

 

As an approval manager, you need to review every transac�on that the cardholder(s) has sent to you for approval. 
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Reviewing and Approving Cardholder Allocated Transac�ons 

You can review, approve or reject transac�ons directly from this Transac�on Management screen: 

 

 

 Review each transac�on line and verify the following: 

• Accoun�ng Code sec�on: 
o 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 
o Descrip�on of purchase is entered 

 
• Atachment sec�on: 

o Click on the PDF icon under the Atachment column to open the Atachment. 
 Every transac�on needs to have an atachment. 
 For audi�ng purposes, itemized receipts/invoices that details the vendor name, amount, and 

descrip�on of item purchased must be atached.  Amounts on the receipt/invoice must match 
the total billed on the credit card. 

 Jus�fica�on Forms (food, gi� approval forms) need to be completed and all approval signatures 
(dean, VP, etc.) are required. 

 
o Verify there is NO sales tax on the purchase. 

 As the university is sales tax exempt, sales tax is a disallowed cost.   
 If sales tax is on this purchase, please reject the transac�on 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 “Rejec�ng 
transac�ons”) 

 

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

 
If you have mul�ple transac�ons that can be approved, you can approve and submit them at the same �me from 
the Transac�on Management screen.   
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Select the boxes next to the transac�ons that can be approved in the Select column and click the Approve box: 
 

 

 

This will open to a summary screen of the transac�ons you selected to approve: 
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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 

 

 

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

 

 

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 transac�ons). Click Search.  
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The final approver will now be listed to select: 

 

Click the circle next to the Approver Name. 

• You can also set McDermit or Neill as your default approver by checking the box next to “Set selec�on as your 
default approver”. 

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

 

Now, click the Submit buton to send this approved transac�on for final approval. 
The transac�on will no longer be in your Manager Queue. 
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Tip: 
If you need to see addi�onal details on a specific transac�on or want to add comments to a transac�on, from the 
Transac�on Management screen, find the specific transac�on, click the Pending link under the ‘Approval Status’ column 
or click the date link in the ‘Transac�on Date’ column (highlighted in screen shot). 
 

 

This will open the Transac�on summary. 

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

 

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 transac�on from this Transac�on Detail page.   
 

Be sure to click on the Alloca�ons tab to verify cost center, GL account, descrip�on, if the purchase has been split 
between cost centers, etc..  
Also, click the Atachment icon to view correct documenta�on has been atached to the transac�on. 
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Click the Summary tab to approve: 
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Reviewing and Rejec�ng Cardholder Allocated Transac�ons 

If the transac�on cannot be approved due to missing documenta�on, wrong cost center or GL account was selected, 
sales tax is on the purchase, etc., you need to reject this transac�on back to the cardholder.   
 
Check the box in the “Select” column for the transac�on that cannot be approved and click the “Reject” buton:  

 
 
Select a reject reason and send the transac�on back to the cardholder.  You can also click the “Other” op�on and type in 
details of why you are rejec�ng the transac�on – 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 buton: 

 
This transac�on will now be removed from your Manager’s queue and back to the cardholder to correct and go through 
the approval process again. 



Page 10 of 11 
 

 
To View Transac�ons You Have Approved or Rejected 

To view transac�ons you have approved or rejected for cardholders, go to the Transac�ons Menu and under Manage 
approvals, select the Manager approval history: 

 

This opens your Transac�on Management page to see if transac�ons are final approved, if rejected and pending 
cardholder review/approval: 
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Addi�onal Notes: 
 

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

• A�er you approve or reject the transac�on, you can no longer modify the transac�on unless you pull the 
transac�on back. 
 

• You can set up email no�fica�ons about the approval process by opening the Profile menu and 
selec�ng No�fica�ons and then Email no�fica�ons. 

 

 

PLEASE NOTE: 

When final approval managers are audi�ng transac�ons, if there is missing documenta�on (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 transac�ons will be rejected back to the cardholder to correct.  This 
corrected transac�on will then need to go back through the approval process in order to be closed. 


