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Learning objectives
At the end of this training, you’ll be able to:

• Navigate to Transaction Management

• Approver tasks:

– Use the Manager Approval Queue 

• Fix transaction information if needed (attachments and allocations)

• Final Approve, reject and pull back transactions

– View the Manager Approval History

– Select a backup approver

• View reporting on transaction information

Screens used in this presentation are from a demonstration site using sample 

data. Your screens may differ based on your role and the features used by 

your organization.

Presenter
Presentation Notes
Let’s take a look at our learning objectives for this session. 

[Read slide]
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Transaction management: approval process overview

Presenter
Presentation Notes
The transaction approval process (TAP) lets your organization use Access Online to approve and audit transactions using your existing internal approval hierarchy and procedures. 

By using the TAP function, you do not have to create and submit paper approvals for your transactions. You can easily process your transactions for approval and view the approval history. The TAP function mirrors your organization’s internal auditing procedures. 

The cardholder makes a transaction, it posts in Access Online. The cardholder and other approvers then approve the transactions in Access Online. Each user type in Access Online has different options for transaction management. The cardholder reviews and manages transactions throughout the cycle. They can also approve the transactions and or the cardholder statement depending on the processes chosen by your organization.

Approvers can review and give approval for each transaction as well as approve cardholder and managing account statements, if that is part of your card program’s workflow.   

Next slide
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U S E  T H E  M A N A G E R  A P P R O V A L  Q U E U E

Presenter
Presentation Notes
Let’s look at how to use the Manager Approval Queue to perform approvals.

Facilitator note: The Department of Defense doesn’t use the Manager Approval Queue, they just have everyone go down through the Managing Account or Card Account List. Their processes are covered in other sessions.
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Navigate to Transactions

Presenter
Presentation Notes
Expand transaction menu
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Navigate to Transactions

Presenter
Presentation Notes
Select Manage approval Queue.
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Transactions to approve display in the Manager Approval Queue

Manager Approval Queue notes:

• Only transactions pending your approval 

display in the queue.

• You may also be able to view a cardholder’s 

full transaction list.

Presenter
Presentation Notes
On the Manager Approval Queue, the Transactions tab lists of all transactions that have been sent to YOU for your approval. If a cardholder has not approved transactions, you won’t see them here. If your user profile has access, you can view a cardholder’s full transaction list so you can go and look at which cardholders have transactions and where they are at in the approval process. Again, I will show you this process later.
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Navigate the screen

Presenter
Presentation Notes
This screen is long and wide. There are scroll bars going down the side and along the bottom. A tip is to use the web browser settings to zoom in and out on the page. 
Zoom out so you can more on the page and a wholistic view of the manager approval queue.
Zoom in so the information appears larger and is easier to see.

Up at the top of the screen, you can filter the list. Let’s take a closer look at filtering.
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Filter the transaction list

Presenter
Presentation Notes
You can filter to display certain transactions on the list. You can filter by billing cycle end date, approval status, transaction amount, cardholder name, last approver name, pending approver name or order match status.

This helps you organize your work and be efficient. One example of how to work is to filter by cardholder approver name and by billing cycle date. That way you are approving the transactions for that one cardholder and cycle at the same time, and you can keep in mind who the cardholder is and what they are purchasing.

You also can select to display up to 200 transactions per page.

If you turn the filters on, don’t forget to Reset, or clear the filters so you can again view ALL the transactions sent to you for approval.
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View the queue’s transaction list left side

Presenter
Presentation Notes
You can quickly view high-level information about the transaction on the list.
An arrow points to a transaction that you just finished working on or viewing details.
The Select column lets you select multiple transactions and complete tasks using the buttons at the bottom so you can work with more than one at a time. There are also Check All Shown or Uncheck All Shown links at the top and bottom of the list so that you can quickly select all of them.
The Approval Status says Pending before you approve it. Then it will say Approved or Final Approved after you approve it, depending on what level of approver you are.
The table displays the transaction date, merchant name and location, and dollar amount. A little CR displays next to the amount if it’s a credit.
The Detail column displays the level of detail sent through by the merchant. If it’s level 3, the system captures line item detail of what was purchased.
There is also a column with a small E icon that stands for Extract. If a transaction has been part of a data extract out of Access Online, the E icon displays next to the transaction.
You also see the account number.

You can use any of the column header links to sort the list by that field. It helps you quickly find information on the list.

Also, you could have more than one page of transactions. If so, you see page number links at the top and bottom of the list for navigation.

Let’s scroll over to the right.
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View the queue’s transaction list right side

Presenter
Presentation Notes
You can see who the cardholder approver and last approver was for the transaction. You see the Pending  Approver, which will be your name or the regular approver’s name if you are a backup approver.

The next column displays a pdf icon if there is an attachment or receipt on the transaction. You can click the pdf icon to view the attachment and compare it to the transaction to make sure they have the right attachment.

If there are comments on the transaction, you see an icon in the comments field.

And the last field is the Accounting Code. 

If there is something wrong with the transaction record, you can either fix it or reject it back to the cardholder to fix. 

First, let’s talk about how you can fix something.
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V I E W  O R  A T T A C H  A  R E C E I P T / D O C U M E N T

Presenter
Presentation Notes
Now let’s walk though how to view or attach a receipt or other documentation.

Next Slide
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View the attachment
View the attachment to make 

sure the right one is attached.

• Transaction date

• Merchant name

• Dollar amount

If an attachment is missing, you 

can reject the transaction and 

have the cardholder add it. You 

can add one by clicking the 

paperclip icon.

Presenter
Presentation Notes
Click on the PDF icon to open and view the attachment. Usually this will be the receipt or invoice. Make sure the right one is attached by matching the dollar amount and merchant name and transaction date to the transaction record in Access Online.
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Click Add Attachment

Attachment notes:

• You can attach a PNG, JPG, or 

PDF file to a transaction 

• The system converts all file 

types to a PDF after upload 

• No limit to number of 

attachments per transaction

• 5MB size limit for all files per 

transaction

Presenter
Presentation Notes
Then click the button to add an attachment. NOTE: you can also drag and drop files from your computer’s file explorer.



15

Locate your attachment

• Click Add Attachment to 

search and select items to 

attach

• You can also drag and drop files 

from your computer into the 

image window

• A thumbnail image of the 

attachment will display

Presenter
Presentation Notes
Then click the button to add an attachment. NOTE: you can also drag and drop files from your computer’s file explorer.
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Add any other attachments

• Click Add Another Attachment 

under the image preview to 

search and select more items

• Be sure to click the Save button 

when you are done 

Presenter
Presentation Notes
Then click the button to add an attachment. NOTE: you can also drag and drop files from your computer’s file explorer.
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• A PDF icon now appears next to 

the paperclip to indicate the 

attachment has been saved

• Click the PDF icon to view the 

attachment

The attachment icon appears on the transaction list

Presenter
Presentation Notes
A pdf icon now displays in the Attachment column so that you can see that the transaction has a document attached. You can click the attachment icon here to view the attachments.
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C H E C K  T H E  A L L O C A T I O N

Presenter
Presentation Notes
You can check the allocation on the transaction.

Next Slide
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Check the allocation

Presenter
Presentation Notes
Check the allocation. You can click the Accounting Code to go to the Allocations tab.


Next Slide
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Allocations tab

View or change the accounting 

codes as needed.

Save allocations if you make 

changes.

Presenter
Presentation Notes
Navigate to the Allocation tab... if you have clicked the accounting code link from the transaction list, it will appear in front already. You can reallocate by dollar amount or percentage. To select the accounting code this transaction should be allocated to, you can enter the accounting code segment numbers if you know them, or use the magnifying glass to search and select from a list of valid accounting code segments.

Next Slide
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Search and select valid values

If you have a default accounting code set on your 

account, you may need to delete it in the Value field to 

see a full list of valid value accounting codes.

Presenter
Presentation Notes
This is the screen you will see when you click the magnifying glass icon next to an accounting code field on the Allocations tab. Click the Select link next to the value you want. If you have a default accounting code set on your account, you may need to delete it in the Value field to see a full list of valid value accounting codes.

Next slide
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Reallocation – single transaction 2

It is critical that you click the Save Allocations button before you leave this tab!  

Presenter
Presentation Notes
The value selected appears in the segment.
Don’t forget to Save allocations!
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A P P R O V E  O R  R E J E C T  A  T R A N S A C T I O N

Presenter
Presentation Notes
Now, let’s look at how to approve or reject the transaction.

Next Slide
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Two ways to approve (or reject) a transaction 2

Presenter
Presentation Notes

From the transaction detail page, you can approve on the summary tab.

OR

From the transaction list, use the checkbox column to select the transactions to approve as a group.

Next slide
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Navigate to the Transaction Detail screen

Presenter
Presentation Notes
Click a transaction date link to navigate to the Transaction Detail screen.
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Approve from Transaction Detail 2 

Approval notes:

Know what your organization requires for 

review before you approve. Common review 

items include:

• Basic details (merchant/amount)

• Attachments

• Accounting code allocations

• Comments or custom fields

• Prior approvals

Presenter
Presentation Notes
And you land on the Summary tab.

You can approve or reject the transaction from here. Notice the two buttons.

Click the Approve button.
Next slide
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Approve from Manager Approval Queue2 

Approval notes:

Know what your organization requires for 

review before you approve. Common 

review items include:

• Basic details (merchant/amount)

• Attachments

• Accounting code allocations

• Comments or custom fields

• Prior approvals

Presenter
Presentation Notes
Or, from the list of transactions, you can select transactions to include and click the Approve or Reject button.

Click the Approve button.

Next slide
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Approve or Final Approve the transaction(s)

Presenter
Presentation Notes
If you are a final approver, on the Approve Transactions screen, you have the option to approve with no additional approvals. Just click the radio button for that option. Submit your approval, and the transaction status changes to “Final Approved.”

Notice the picture of what the Approve Transaction screen looks like if the transaction is over your dollar limit for approval. It tells you your approval limit. You can forward the transaction for approval to another approver.
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Search for an approver

If you do not have a default approver, enter a 

last name and click the Search button, or leave 

the Last Name field blank to see a list of all 

available approvers.

Presenter
Presentation Notes
On the Search & Select an Approver screen, you can type the name of the approver or leave it blank to view all approvers. Then click Search.
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Select an approver 2

Select your approver from the list. You also have the 

option to check the box to make this approver your 

default approver.

After you select your default, the name will populate 

automatically each time you approve.

Click the Select Approver button.

Presenter
Presentation Notes
A list of approvers appears. Click the button for your approver.

You may have the option to click the box if you want to set this person as your default approver. This will save you some clicks in the approval process.

Then click Select Approver.
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Submit the transaction for approval

The selected approver displays.

Click Approve to complete your approval. 

Note that clicking the plus sign icon next to 

Transactions to Approve expands the details of  

the transactions included in this approval.

Presenter
Presentation Notes
Then click Approve.

The transaction you approved disappears from the list.

Next slide
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Reject a transaction, select a reason

If you click Reject, the list of rejection 

reasons will display. 

Select the reason or select Other and 

enter your comments.

Presenter
Presentation Notes
If you click Reject on a transaction, the list of rejection reasons will display. 
Select the reason that fits from the list or select Other and enter your comments.
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Select to whom it should be rejected

Select to reject the transaction back to the 

cardholder or to another approver in the 

workflow and click Reject.

Presenter
Presentation Notes
And scrolling down the screen…
Select to reject the transaction back to the cardholder or to another approver in the workflow and click Reject.




34

View rejection information

The rejection reason you selected displays to 

the cardholder on the Approval History tab of 

the Transaction Detail.

Look at the number next to the word Rejected 

and match it to the key below.

Presenter
Presentation Notes
The rejection reason you selected displays to the cardholder on the Approval History tab of the Transaction Detail.
Look at the number next to the word Rejected and match it to the key below.
For example, this one has a number 1, which means that there was an incorrect account code allocation, and the cardholder needs to fix it.
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Success message

The success message displays.

The transactions approved no longer 

display on the queue.

Approve all transactions in the queue.

Presenter
Presentation Notes
Whenever you complete an action, you see a success message at the top of the screen. The item that you just rejected is gone from the list.

Keep approving until all the transactions are gone from the list.
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V I E W  M A N A G E R  A P P R O V A L  H I S T O R Y

Presenter
Presentation Notes
So, we said the transactions move off your list in the Manager Approval Queue. Where can you go to view the approval history? Let’s look at the Manager Approval History.
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Navigate to Transactions

Presenter
Presentation Notes
Expand transaction menu
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Navigate to Transactions

Presenter
Presentation Notes
Select Manage approval history.
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View a history of approvals
If you need to make changes to a transaction, we have a Pull Back button 

that allows you to pull the transaction back from the Approver’s queue so 

that you can edit the information.

Steps to follow:

• Select the transaction to pull back

• Click the Pull Back button to move it back to your Manager Approval 

Queue.

• Make any changes to attachments, allocations, comments, etc.

• Reapprove the transaction to send it back to your Approval History 

Queue

Note that Pull Back is an optional feature; some organizations may not allow 

approvers to pull back transactions.

Presenter
Presentation Notes
At the bottom, on the transaction list, you can view the transaction date, merchant, account number, cardholder name, name of the last person who approved the transaction and the last action. You can also see who the pending approver is.

To pull back something you already approved, check the box in the Pull Back column. Then click the Pull Back button at the bottom. Note that Pull Back is an optional feature - some organizations do not allow approvers to pull back transactions.

What questions do you have about the Manager Approval History screen?
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Approved transaction locking

• When a transaction is approved,  the transaction 

“locks” for that approver. While it is in the next 

approver’s queue, it can be pulled back. 

• After the final approver has final approved it or sent it 

to the next level of approval, it can’t be pulled back. 

• Your organization has chosen a specific time frame after 

the cycle end date for transactions to lock, and no more 

changes can be made to transactions. 

• Locking allows for data to be exported or codified for 

auditing purposes.

Presenter
Presentation Notes
When a cardholder approves a transaction, forwarding it to an approver, the transaction locks for that cardholder. While it is in the Manager Approval Queue, the cardholder can pull it back. After the approver has final approved it or sent it to the next level of approval, the cardholder can’t pull it back.
Your organization has chosen a specific time frame after the cycle end date for transactions to lock, and no more changes can be made to transactions. If this time frame has hit, then Approvers cannot pull transactions back from their Manager Approval History Queue.
Locking allows for data to be exported or codified for auditing purposes.
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S E L E C T  A  B A C K U P  A P P R O V E R

Presenter
Presentation Notes
What if you are not able to perform your approval functions. How can you set someone up to be your backup approver?



42

Expand Profile menu and select Account
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Select your backup and set a timeframe

Select a Backup Approver

• Click the Select Backup link to search and 

select your backup.

• Select an option for the duration or 

timeframe for your backup and save your 

selections.

• Transactions will go into the backup’s 

Manager Approval Queue for the 

timeframe you specify but will appear on 

your queue and history too.

Additionally, Administrators and A/OPCs can 

also set up backup approvers in the User 

Profile function.

Presenter
Presentation Notes
On the Backup for Manager Approval Queue screen, click the link to Select Backup. You can then search for and select your backup approver from the people who are listed as approvers in the system.

Then select a timeframe of when you want transactions to be sent to the Backup Approver’s Manager Approval Queue. You can send them indefinitely until you turn it off, or you can select a start and end date.

Then click Save.

Note that Program Administrators or A/OPCs can also set up a backup approver for you in the User Profiles function. So if you already see a backup approver listed here, that is maybe what happened. When an approver in Access Online schedules transactions to go to a backup approver, those transactions go to BOTH manager queues of the regular approver and the backup approver. When someone approves them, they disappear from the manager queue and move to the history queue for BOTH users.

Once you add a backup approver, you can change it to a different backup approver or change the setting to Do not send, but you can’t totally remove the backup approver. Once you add a backup approver, you can change it to a different backup approver or change the setting to Do not send, but you can’t totally remove the backup approver.

What questions do you have about selecting a backup approver?

Facilitator Note: If for some reason you have people in the audience who use the Account Approval Process, such as the Department of Defense does, they DO NOT use this functionality to set up backup approvers. Instead, the A/OPC sets up the backup approver by giving them an alternate approver Functional Entitlement Group and giving them the same access to hierarchies that the original approver has. This means that approvers should contact their A/OPCs to set up their backup approver for them.
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N O T I F I C A T I O N S

Presenter
Presentation Notes
Now that we have discussed the transaction management and approval processes, let’s pause for a few minutes to talk about notifications.

Next Slide
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Expand Profile menu and select Notifications 
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Notifications for 
Transaction Management

Notes on Notifications:

• Verify your email address!

• Although all are optional, we recommend the 

notifications shown here.

• Be sure to click Save when your selections are 

complete.

Presenter
Presentation Notes
Cardholders and approvers can access their notification options under My Personal Information, and under Contact Information click Email notification. It brings them to this page where they can set up email notifications.

Note the sections for checking Pending Approver’s transaction approval as these are recommended. They can select to receive daily or weekly emails.

They can also check the box further down the page to receive an email notification when a transaction is rejected by an approver. This is strongly recommended for cardholders and middle level approvers.

Next slide
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