Access Online for Approvers

)
.'/ Version PASSHE, Effective March 2026


Presenter
Presentation Notes

Next slide



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 Le a r n i n g O bj e Ct i Ve S

your organization.

At the end of this training, you'll be able to:
. Navigate to Transaction Management
e Approver tasks:
—  Use the Manager Approval Queue
e Fix transaction information if needed (attachments and allocations)
e Final Approve, reject and pull back transactions
—  View the Manager Approval History
— Select a backup approver

e View reporting on transaction information
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Presentation Notes
Let’s take a look at our learning objectives for this session. 

[Read slide]



Transaction management: approval process overview

I

Cardholder
makes a
purchase

—_— —
——

Transaction
posts in
Access Online

Cardholder
reviews
transaction

Cardholder
adds
attachments

Cardholder
reallocates
transaction

Cardholder adds
any additional
information

@l
Cardholder

approves
transaction

O
(2

Approver
approves
transaction



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



USE THE MANAGER APPROVAL QUEUE
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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.


Navigate to Transactions

Access’ Online Partnersites v  Needhelp? v  Profile W Log out

Dashboard Accounts Transactions A

Orders ~ Reporting ~ Program

Corporate Card, One Card,
others

Manage approvals and
extract

Manager approval queus
Manager approval history

Extract administrator queus
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Expand transaction menu


Navigate to Transactions

Access’ Online Partnersites v  Needhelp? v  Profile W Log out

Dashboard Accounts s~

Transactions ~ Orders »~ Reporting ~ Program s

Corporate Card, One Card,
others

Manage approvals and
extract

Manager approval queus

Manager approval history

Extract administrator queus
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Select Manage approval Queue.


Transactions to approve display in the Manager Approval Queue

Transaction Management
Manager Approval Queuve

'Tralul_iﬂl llﬁml

Manager Approval Queue notes:

ons are awaiting your appraval. Fiter the pending transactions

ch eritaria,

*  Only transactions pending your approval

Billing Cycle End Date:  Approval Status: Tranzaction Amount:

A vl [ v] [Ev] 1 display in the queue.

Cardhelder App 3 Last App

[An v I v

H i
PG Apgosi: * You may also be able to view a cardholder’s

Dnspiay Tranzactions per page fu” transactlon ||St.

fove, MCject of rea

= bl
can anly be done on the

nzactians on all pages.

c ransaction data, pleasze click on

the tranzaction's approval status, date or accounting code bnic

Select Approval Tranz Merchant City/State Amount Detail ® §Account Cardholder Last ®  pending ttachment Comments Accounting Code
Status Date over A

owvar Approver
DOWD, MAE DOWD, MAE @ MASON, OUVER

1) 377 DOWD, MAE DOWD, MAE G MASON, OUVER

CHICKEN EXPRESS ROCKDALE ROCKDA
EL NOPALITO MEXXCA NEW BRAUNFELS, TX

a

P RODNMOBIL 47624996 . JFRANKUN IX .. $569 & o N.-3107 OO0 MAE DOWD MAE av  MA

S PR L E 1R i Zave T DO AR - OOWD WRE T e
HOLIDAY INN E S $252.98 & 377 COWD. MAE DOWD, MAE (»
EXXONMOBIL 45910536 $83.01 2 DOWD, MAE DOWD, MAE 6>
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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.





Navigate the screen

Transaction Management

Manager Approval Queuve

(3 Transaction Management - 5. x| +- - o X
¢ S D = @ & ¥ E - O

[ MNew tab Ctrl+T orites

The following tranzactions arc awaiting your approval. Fiter the pending transactions

by using any of the search eritatis,

Billing Cycle End Date:  Approval Status: Transaction Amount:

[An v [a v vl 3{ |
PR T . ] MNew window Ctrl+N -

[An v [2a v

Pending Approver:

DBD‘!V Transactions per page

o I = | Zoom — 110% + A

Plcase scloct the transactions you would like to approve, reject or reallocate

7
" il
D
"]
e
[u 1]
—+
[ 1]
=
e
L

Reallocation can only be done on the
zactions on all pages.

ande
sclected trancactions on this papea, nat agans?

the appropriate buttan. N

I tra

i you would ke ta view ar modify spocific ransaction data, pleasze click on

the transaction’s approval status, date or accounting code Enk.

Merchant City/State Amount Detail ® Account Cardholder Last ®  pending Attachment Comment: Accounting Code
Number Apgrover  Approver Approver

CHICKEN EXPRESS ROCKDALE ROCKDALE. TX $7.48 [ 17T DOWD, MAE DOWD, MAE & MASON. OLIVER

EL NOPALITO MEXICA NEW BRAUNFELS, TX  $1065 @ 3177 DOWD,MAE DOWD, MAE (@ MASON, OUVER

] Pendin Q3/9P. EXNONMOBIL 47624006 . ERANKLIN, T SpE3. A, 307 . DOWD WAL DCWO MAE Gr MASON, OLIVER
e s * e

S PR L ; TN T FUTEZ ad et DOWey AR - SOWDL R i WA Oy ]
HOLIDAY INN EXPRESS WEBSTER, TX $252.98 @ 3177 DOWD,MAE DOWD MAE G+ MASON. OLIVER ]
EXXONMOBIL 45910536 BOERNE, TX $83.00 [ 3177 DOWD MAE DOWD MAE & MASON, OUVER i
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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.



Filter the transaction list

Transactions

The following transactions are awaiting your approval. Filter the pending transactions
by using any of the search criteria.

Billing Cycle End Date: =~ Approval Status: Transaction Amount:

Al ~ Al v $ |
Cardholder Approver: Last Approver: Order Match Status:

Al v Al v Al v
Pending Approver:

All v

Display Transactions per page
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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.



View the queue’s transaction list left side
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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.


View the queue’s transaction list right side

Cardholder Last — Pending Attachment Comments Accounting Code

Approver Approver Approver

VASQUEZ, BELINDA VASQUEZ, BELINDA ANDERSON, PENNY 0 ©® 528A5|0162A[10100|C1AX48
VASQUEZ, BELINDA VASQUEZ, BELINDA ANDERSON, PENNY 0 B 528A5|0162A[10100|C1AX48
VASQUEZ, BELINDA VASQUEZ, BELINDA ANDERSON, PENNY ] 528A5|0162A[10100|C1AX48
VASQUEZ, BELINDA VASQUEZ, BELINDA ANDERSON, PENNY i 528A5|0162A[10100|C1AX48
ZHANG, WEI ZHANG, WEI ANDERSON, PENNY i 4444|333|55555]91614
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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.


VIEW OR ATTACH A RECEIPT/DOCUMENT

12
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Now let’s walk though how to view or attach a receipt or other documentation.

Next Slide


View the attachment

Cardholder
Approver

VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
ZHANG, WEI

Last
Approver

VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
FHANG, WEI

Pending
Approver

ANDERSON, PENNY
ANDERSON, PENNY
ANDERSON, PENNY

Attachme

=2 =
B

=

ANDERSON, PENNY
ANDERSON, PENNY

=2 &=

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.

View the attachment to make

sure the right one is attached.

¢ Transaction date

¢ Merchant name le

e Dollar amount 0100|C1AX48

0100|C1AX48

528A5|0162A[10100|C1AX48

528A5|0162A[10100|C1AX48

4444|333|55555|21614
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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.


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

e 5MB size limit for all files per

transaction

Transaction Management

Trans Date

Posting Date

Manage Attachments

Please add or dele

te attachmen

Back

Merchant

Valero 1058

‘ City, State/Province Amount

Add

Attachment

14
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Then click the button to add an attachment. NOTE: you can also drag and drop files from your computer’s file explorer.


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

=)
=

& v p « Work in Progress » Receipts v O Search Rece P
Organize v MNew folder ==« [N 9 |
I8 This PC Name Date modified £
[ Desktop t Alexandria 11/28/2018 12:45
. %) Documents - Cab receipt Lavacon 11/10
Transaction Management ' =’ DC Fiight 11/10/20
& Downloads g
) = GSA Handouts MA paid 11/10/20
J\ Music - R
) 2 GSA Handouts Nov 11/10/20
=] Pictures " GSA Handouts Oct 15-26 11/10/20 |
Trans Date Posting Date Merchant City, State/Province Amount B videos "\ Hotel Lavacon 11/10/2018
vasee beres ‘ Valen 1056 Beorne, TX $75.50 ‘ia Local Disk (C) "L Hotel New Orleans GSA
= APPS_MN14H7 (\\us.bank-dns.com\M . HtineraryReceipt_26035009097 7 l
= mlkukk (\US.BANK-DNS.COM\MSPM ™. ItineraryReceipt 26085749600 [
- H f/ |
Manage Attachments == cps (\\us.bank-dns.com\mspmetro\m ~ ftineraryReceipt_Lavacon ) )
) = Lavacon Flight 10 P
Please add or delete attachments. Only PNG, JPG or PDF files are allowed. =z IMPAC (\\us.banl-dns.com\usbremot! v £ > |
File name: ~ | | Custom Files (*.jpeg;* jpg;”.pdf, ~
Open Cancel
Add Attachment
Back
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Then click the button to add an attachment. NOTE: you can also drag and drop files from your computer’s file explorer.


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

Transaction Management

Trans Date Posting Date

03724

Manage Attachments

Please

aag or

delete attachments. Only

Back

PN

Merchant
Valero 1058 Beorne, TX
G, JPG or PDF files are

City, State/Province

allowed.

Amount

$75.50

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


The attachment icon appears on the transaction list

Pending Attachment Comments Accounting Code
Approver

JEZ, BELINDA ANDERSON, PENNY
JEZ, BELINDA ANDERSON, PENNY
JEZ, BELINDA ANDERSON, PENNY
JEZ, BELINDA ANDERSON, PENNY
5, WEI ANDERSON, PENNY

* A PDFicon now appears next to

the paperclip to indicate the
528A5|0162A(10100|C1AXA48

528A5|0162A]10100|C1AX48
528A5|0162A]10100|C1AX48
528A5|0162A[10100|C1AX48
D 4444|333|55555/91614

e

attachment has been saved

i

¢ Click the PDF icon to view the

attachment

=Eeaea ease
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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.



CHECK THE ALLOCATION

18
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You can check the allocation on the transaction.

Next Slide


Check the allocation

Cardholder
Approver

VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
ZHANG, WEI

Last
Approver

VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
VASQUEZ, BELINDA
FHANG, WEI

Pending
Approver

ANDERSON, PENNY
ANDERSON, PENNY
ANDERSON, PENNY
ANDERSON, PENNY
ANDERSON, PENNY

Attachment Comments

aee e ase
i

Accounting Code

| 528a5/01624]10100/C1AX48 |
528A5]0162A]10100|C1AX48
528A5|0162A]10100|C1AX48
528A5|0162A]10100|C1AX48
4444|333|55555|91614
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Check the allocation. You can click the Accounting Code to go to the Allocations tab.


Next Slide



Allocations tab

Transaction Summary

Status Match Trans Date Posting Date Merchant

03/22 03/24

City, State/Province Amount Detail &+ PurchaselD
VALERO 1058 BEORNE, TX 75.50 m

@ Disputed O Matched A Exception @. @ Trans Detail Level @& Reallocated (jUpload Attachments

02011811058VPRYFO00006024

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add™ button.

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

Amount Remaining: $|

0.00][ 0.0 AdditionalAllucatinn[s}:m

Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

@ Attachment (i) Accounting Code (i)

(e 71320|-27-]21-430

View or change the accounting
codes as needed.
Save allocations if you make

changes.

* = required Allocation Source: User Last Changed By: System
Remove Amount Percent Accounting Code - Segment Name (Length) E e
avorite
GL CODE (s) COST CENTER (4) JOB/PROJECT NUMEER (2o0)
S| 7550 or[10000k [ Ja I:n | | Add ss Faverite
Q, Search
Remove
Total Allocated: $| ?5,50” 1n‘;]r:|li,'_ir;]r’/D Apply Accounting Ccde:| V|

20
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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



Transaction Management

Search and select valid values Search & Select Valid Value

Enter full or partial segment values, segment value descriptions, or leave blank to
view all valid values. Then click the "Search” button.

COST CENTER (4)
| Value: E |
Description:
If you have a default accounting code set on your Search Type: | [Begins with v |
account, you may need to delete it in the Value field to
see a full list of valid value accounting codes. Display Values per page

Select a valid value from the results list below.

Records 1 -9 of9

COST CENTER Value Description

Select 0010 Dept A
0020 Dept B
Select 0030 Dept C

Crlant nmAn MAant E
21
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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


Reallocation — single transaction

Summary | Match | Allocations | UserLine tems | Comments | Approval History | Custom Fields |

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add” button.

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

* = required Allocation Source: User Last Changed By: System

Remove Amount Percent Accounting Code - Segment Name (Length)

GLCODE(s)  COSTCENTER (1) JOB/PROJECT NUMBER (x0)
o 3 75.50| OR | 100.00[% Q 0060 |*q

Q, Search

Total Allocated: 4 75.50(| 100.00% Apply Accounting Cude:| Vl

Amount Remaining: § 0.00 0.00k AdditinnalAllucatiun[s}:m

Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

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

Favorite

Add as Favorite

22
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The value selected appears in the segment.
Don’t forget to Save allocations!


APPROVE OR REJECT A TRANSACTION

23
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Now, let’s look at how to approve or reject the transaction.

Next Slide


Two ways to approve (or reject) a transaction

( Transaction Management \

Transaction Detail

Card Account Numbaer: **
Card Account ID: 017731777135

*3177, MAE DOWD

Create | Manage | Trans List |

From the Transaction Detail: - -

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail @+ Purchase ID w Attt A ti ,Code{i)
e 34224 o Q3/348 o o MARERQ 1056, BEORNG.TX- o o 560 o oG o+ 020K BLIOREVPRYEORDOD602S o B (b o o o o B1I20-RT7-121943Q 4

Click the Approve button on the T T p——r— e

The Summary tab shows high-level transaction information.

»Topabprams fha sagupat ptoe-cbclpthp-"lakd-ae-Bedigusi” bupam- 5 5 e e e e e e e e P P

Summary tab. Yl 5 e i by e 1~ S

MCC Description: AUTOMATED FUEL
DISPENSERS

9 )

= Pending 03/07 03710  MURPHYG82ZATWALMRT BOERNE, TX $56.00 ® 04471y

Pending 03/05 03/07 CHEVRON 00210261 HEARNE, TX $77.76 ® 0441¢

F t h A I Pending 03/05 03/07 DAIRY QUEEN #14127 FRANKLIN, TX $10.81 ® 0441¢
ro m e p p r Ova Qu e u e Pending 03/06 03/07 FRANKLIN SLEEP INN FRANKLIN, TX $137.99 i 0441¢
Pending 03/03 03/04 WM SUPERCENTER BOERNE, TX $70.30 ® 0441¢

Pending 02/28 03/03 EXXONMOBIL 47485628 SHAVANO PARK, TX $80.51 ® 0441¢

C h : H h Pending 03/03 03/03 AUTO PAYMENT DEDUCTION $3,904.80 PY 04419
oose tra nsaCtlonS USIng t e Pending 02/26 02/28 TASTE OF CHINA SAN MARCOS, TX $9.99 ® 0441¢
Pending 02/26 02/28 SAC301NPAC KYLE, TX $81.52 ® 04414

checkboxes in the Select column, then o0 Tmnee R g

Records 1- 180118

click the Approve button below the list. 4 =
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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



Navigate to the Transaction Detail screen
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Click a transaction date link to navigate to the Transaction Detail screen.


Approve from Transaction Detail 2

Transaction Management

Transaction Detail

Card Account Number: *****=***=**3177 MAE DOWD

Card Account ID: 017731777135

Create | Manage | Trans List |

Transaction Summary

Status Match

* * L L4 * *

WENg W sy W v g we-F W

Freight:

Merchant

Name:

City, State/Province:
Transaction Type:
Merchant Category Code
(MCC):

MCC Description:

3422«

m

Trans Date Posting Date Merchant City, State/Province Amount Detail € Purck
o Q3/24 o o MAKERQ. 1058, BEORNR-TX-. o o /580 ¢ @ o 0201
W RNV WP WIS wWeWw iy w s W HhNV-TF R e FWF I-TF W YW

Financial Extract:
General Ledger Extract:
Payment Extract:
VALERO 1058
BEORNE, TX Currency
SALES DRAFT Billing Currency: U.S. Dollar
Source Currency: U.S. Dollar
5542 Source Currency Amt: 75.50
AUTOMATED FUEL
DISPENSERS

Approval notes:

Know what your organization requires for
review before you approve. Common review
items include:

* Basic details (merchant/amount)

e Attachments

* Accounting code allocations

e Comments or custom fields

* Prior approvals
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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


Approve from Manager Approval Queue?

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

27
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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


\

Approve and send to the next approver

If you have additional approval levels, select the “/ want
to forward these transaction(s)...” radio button and click
the Select Approver link.

Some approvers may already have a default approver’s
name displayed.

Transaction Management
Approve Transaction(s)

[+] 7 Transaction(s) to Approve

| approve these transaction(s) and no further approval is needed.

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

ISeiect ApDroverI

Approve or Final Approve the transaction(s)

Final Approve as the last workflow step

If you are the final approval level and no other approvals
are required, select the “l approve these transaction(s)...

radio button and click Approve.

Transaction Management
Approve Transaction(s)

e

(+] 7 Transaction(s) to Approve

® | approve these transaction(s) and no further approval is needed.
O | want to forward these transaction(s) for further approval to:

Select Approver

/

J

28
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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.



Search for an approver

Approve Transaction(s)
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:

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.

<< Back to Approve Transaction(s)

29
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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.


Select an approver

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:

Flease select an approver from the results list below.

Records 1 - 10of1

Select Approver Name Email Address

@ ADAMS, AMANDA amanda.adams@acme-corp.com

Records 1 - 10of1

Bet selection as your default approver
‘ ‘

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.

30
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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.


Submit the transaction for approval

Transaction Management
Approve Transaction(s)

I - '.I Transaction(s) to Approve

Mumber of Transactions: 7

Total Dollar Amount: $644.10

=Tl A ot 7
— =, o T The selected approver displays.
03/05 DAIRY QUEEN #14127 $10.81 _
03/06 FRANKLIN SLEEP INN $137.99 Click Approve to complete your approval.
03/03 WM SUPERCENTER $70.30
02/28 EXXONMOBIL 47485628 $80.51 Note that clicking the plus sign icon next to
02/26 TASTE OF CHINA $9.99 . :

Transactions to Approve expands the details of

02/26 SAC 301 N PAC $81.52
02/21 HOLIDAY INN EXPRESS $252.98 the transactions included in this approval.

2 | approve these transaction(s) and no further approval is needed.
® | want to forward these transaction(s) for further approval to:

|ADAMS,;¢.MANDA (User ID: PATALLOCATE) Vl Select Approver
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Then click Approve.

The transaction you approved disappears from the list.

Next slide


Reject a transaction, select a reason

Transaction Management
Reject Transaction(s)

* = required

Summary of Transactions to be Rejected

Mumber of :
Transactions:

Total Dellar Amount: $15.36

Rejection Reason*

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

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

ppropriate approver(s) in the proper sequence)
ncorrect or insufficient transaction comment information

ncorrect or not enough user line item data

ncorrect match

If you click Reject, the list of rejection

reasons will display.

Select the reason or select Other and

enter your comments.

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

ther:
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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.



Select to whom it should be rejected

[ Other:

Rejection Destination*

Please select the person you would like to reject (send) these transactions to.

I ® Reject each transaction to its cardholder account I

' Reject all transactions to an approver: ADAMS, AMANDA Switch Approver

Select to reject the transaction back to the
cardholder or to another approver in the

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



View rejection information

e
SUMMAry r Match r Allocations r Transaction Line [tems r User Line ltems r Tax Data r Comments r Approval History r Custom Fields |

Cardholder Approver: ANDERSON, PENNY
Current Pending Approver: Cardholder

Approval Actions

Approver Date/Time | Approval Action
ANDERSON, PENNY 04/16 06:02] Rejected (1)
ANDERSON, PENNY 04/1605:37 Approved

Approver Modifications

Key for Rejection Reasons:

I 1 Incorrect accounting code allocation (Request for user to change allocation) I

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

Unauthorized / non-preferred vendor

Incorrect match

Other

=~ Oy O B~

The Approval History tab displays approval actions taken on a transaction. To pull this transaction back from

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.

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


Success message

Transaction Management
Manager Approval Queus

Trans List | =Manager's Gusus |

I 0 Request has been successfully completed. I

The fallowing transactions are awaiting your apgraval. Flter the pending transactions

by using any of the search criteria.

Billing Cycle End Datez  Approval Status: Transaction Amaunt
o 2 B 2 R 2 I The success message displays.
Cardhalder Approver: Last Apprower:

EI v] [ v]

Pending Appeover The transactions approved no longer

Desplay 5| Transactions per page display on the queue.

Ploase seloct the transactions you waould ke ta approve, reject or reallocaie Approve a” transactions in the queue.

and click the apprapriate button. Mato: Realloc ncan anky be done on the
schected trarsachans on this paga, mat o st all tra

ctians on all pages.

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

o 1 - B
Solect Approval Trans Merchant City/Etate Amaount Detail ¥ Account Cardholder  Last % Pending At
Status Date Mumber Apprower Approver Approver
Ponding 03/20 CHICKEN EXPRESS ROCKDALE ROCKDALE, TX 37.44 ] 3177 DOWD,MAE  DOWD, MAE & MASON, OLIVER i

Ponding 03/21 EL MOPALITC MEXICA NEW BRAUNFELS, TX  $10.65 fir} 3177 DOWD MAE DOWD, MAE @ MASON, OLIVER i
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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.


VIEW MANAGER APPROVAL HISTORY
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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.


Navigate to Transactions

Access’ Online Partnersites v  Needhelp? v  Profile W Log out

Dashboard Accounts s~

Transactions -~ | Orders »~ Reporting ~ Program s~

Corporate Card, One Card,
others

Manage approvals and
extract

Manager approval queus
Manager approval history

Extract administrator queus

37



Presenter
Presentation Notes
Expand transaction menu


Navigate to Transactions

Access’ Online Partnersites v  Needhelp? v  Profile W Log out

Dashboard Accounts s~

Transactions ~ Orders »~ Reporting ~ Program s

Corporate Card, One Card,
others

Manage approvals and
extract

Manager approval queus

Manager approval history

Extract administrator queus
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Select Manage approval history.


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

03/18 TEXACO 00305265 $13.89 3177 DOWD, MAE
03/17 MURPHYB822ATWALMRT $78.00 3177 Dpowo.mAt [ that you can edit the information.
JOHNNY REB'S DIXIE CAFE $15.36  ..3177 DOWD, MAE
FRANKLIN SLEEP INN $13799  ..2177 DOwD,MatE | Steps to follow:
DAIRY QUEEN #14127 $10.81  ..3177 DOWD, MAE
03/03 WM SUPERCENTER 47020 3177 powo.mac [ Select the transaction to pull back
02/28 3177 DOWD, MAE : .
[ ]
Futuct! Slati: Anticceal Stahis ST D e Click the Pull Back button to move it back to your Manager Approval
i ..3177  DOWD, MAE Queue.
rproven * Make any changes to attachments, allocations, comments, etc.
Approved : : :
e e 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.
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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?



Approved transaction locking

Approval Status

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

Approved

Match
@ A

Trans Posting Merci ise ID

Date Date .

03/22 03/24 VALERL  311058VPRYF000006024
03/20 03/24 CHICHF

03/21 03/24 ELNOR

03/20 03/24 EXXON 0000000000000
03/20 03/24 EXXON! 000000000000
03/19 03/21 AM[g

03/20 03/21 FRANK} 766401

03/19 03/21 suwJ

03/18 03/20 M ANE

03/18 03/20 AMIGE

03/18 03/20 SuBwd

03/18 03/19 TEXA€® .

03/17 03/19 CHIC

03/17 03/19 DAIR?P

03/17 03/18 MURPy  "875

03/06 03/10 JOHNN

03/07 03/10 MURPE 5017

03/05 03/07 CHEW

03/05 03/07 DAIRY

03/06 03/07 FRA?U" 31745
03/03 03/04 WMS.. 111126

02/28 03/03 EXXQ)f 100000000000

>

(A%
(A%
(a%
(n%
ine

(a%

Pk kPkRkPkPRPRRPEPRREDRPREPDREPR DR DPRP R DR

[ - p-3
-

(- - - - -

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.
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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.



SELECT A BACKUP APPROVER
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What if you are not able to perform your approval functions. How can you set someone up to be your backup approver?


Expand Profile menu and select Account

Access® Online Partner sites W Need help? Profile Log out

User settings > [ Manage account access

Dashboard Accounts ~ Transactions s~ Orders ~ Virtual payme

Add accounts

Notifications > ‘ Backup for manager

® jpstutzrtp * Switch user ID Accounting code favorites
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Select your backup and set a timeframe

My Personal Information
Backup for Manager Approval Queue

| UseriD: PA1BASIC

To assign a backup for your manager approval queue, select a user and define a date range.

When you are unavailable to approve others’ transactions, who should approve them?

No approver currently assigned I select Backup I

When do you want to send transactions to the Backup Approver’'s Manager Approval Queue?

o not send
end indefinitely

end during this timeframe:

[E« to =l

RN DDA YYY MMADDAYYY

Select a Backup Approver

* Click the Select Backup link to search and
select your backup.

e Select an option for the duration or
timeframe for your backup and save your
selections.

e 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.
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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.



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

Next Slide



Expand Profile menu and select Notifications

Log out

Access Online Need help? ~  Profile A
User settings ) Account alerts
Dashboard Accounts ~  Transactions ~ Orders ~  Virtual payments ~ Reporting ~ Program
Account B I Email notifications

Event-driven notifications

Maotifications

45



Notifications for
Transaction Management

Notes on Notifications:
* Verify your email address!

* Although all are optional, we recommend the

notifications shown here.

e Be sure to click Save when your selections are

complete.

My Personal Information
Email Notification

| User ID: CH1BASIC

To receive an email notification, select the specific process and corresponding scenarios, timing or accounts.

* = required

Email Address: *

MAE.DOWD@ABC000.COM

_ Dispute Status Email Notification

Send notification when the status of my dispute changes.

_! Password Expiration Email Notification

Send notification 10 days and 3 days prior to password expiration.

P Ny

N

o dP et A

Pending Cardholder's Transaction Approval

O Daily

® Weekly: [Monday v

ey N W

PR Y

i P o p s B e B P s

Rejected Transaction Email Notification (i)

Send rejected transaction notifications.

PP

a 4 —
e . .

o

Bk G N e g i

_— P N Y
D B puinntte. et V PO—
POy W SO P S e

-

-

o e o

yer s
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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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