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US Bank Pcard Quick Reference Guide to Allocate Transac�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: 

 

 

Welcome screen: 

 

https://www.access.usbank.com/
https://www.access.usbank.com/
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Step 1: Alloca�ng (reconciling) Transac�ons:  

Click the Transac�ons menu (click carrot icon) and select Transac�on list and select “Pending” to open all transac�ons 
you need to review, allocate and approve:  

 

This will open your Transac�on Management screen. 

 

With US Bank, you now can allocate (reconcile) transac�ons as soon as they are posted to your account.  You no 
longer need to wait un�l the end of the cycle.   

 

To view and allocate (reconcile) a transac�on, click the Pending link under the ‘Approval Status’ column or click the 
Transac�on Date (highlighted in screen shot below): 
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This will open the Transac�on Summary page, which provides details of this specific transac�on.  To begin your 
reconcilia�on, click the “Alloca�ons” tab. 

 

This Alloca�ons tab screen is where you will verify or assign a Cost Center (fund center), add the GL Account Code, and 
enter a descrip�on of the purchase.   

• If you need to select a WBS Cost Center, instead of a Cost Center for your transac�on, you will need to enter an X 
in the Cost Center field and then type in or search for the WBS Code (more informa�on on searching for a Cost 
Center, GL code, etc., is below).   

• If you are alloca�ng to a Cost Center for your transac�on, leave the X in the WBS field. 

The D1, D2, and D3 fields can be ignored – the dashes in these boxes need to remain for repor�ng purposes (if a dash is 
missing, please enter a dash – the system needs the dashes in these spaces or you cannot save your alloca�on):   
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Alloca�on Accoun�ng Code Steps: 

• A default Cost Center has been added to your profile.  Only 
 one default Cost Center can exist for a cardholder.   
 
• If you need to change the Cost Center for the transac�on, you can 

change it directly in the COST CENTER box above in the alloca�on 
line or you can search for a different Cost Center by selec�ng the 
magnifying glass next to the field. 

 
o Click the magnifying glass to open the search page.   

 
o Leave the Value field blank to pull all Cost Centers in the US 

Bank system or enter the first few numbers of the Cost Center 
you are searching for and click the Search buton.   
 

o Cost Centers will display in the Records box  
 
o Select the one you need from this list by clicking the “Select” 

word next to your Cost Center. 
 

PLEASE BE SURE TO SELECT THE CORRECT COST CENTER FOR THE EXPENSE! 
Verify the number and the cost center descrip�on before clicking the “Select” link. 

 
 

 

• Search for the GL Account Code by selec�ng the magnifying 
glass next to the field. 

 
o Leave the Value field blank to pull all GL Account Codes in 

the US Bank system or enter the first few numbers of the 
GL Code you are searching for and click the Search 
buton.   
 

o GL Codes will display in the Records box  
 
o Click the “Select” word for the GL code you need to pull 

this into your alloca�on 
 

PLEASE BE SURE TO SELECT THE CORRECT 
GL ACCOUNT FOR THE EXPENSE! 

 
 
 

 
• Type in the descrip�on of your purchase in the Descrip�on field (i.e. items purchased for what purpose) 

o This field can hold up to 50 characters 
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Now that your alloca�on has been coded to the correct Cost Center, GL Account and a descrip�on entered, you need to 
save this informa�on by clicking the “Save Alloca�on” buton: 

 

 

 

** NOTE: If this transac�on needs split between mul�ple Cost Centers, do not hit the “Save Alloca�ons” buton, but 
enter the number of Addi�onal Alloca�ons you need in the box highlighted below (if needs split between two Cost 
Centers, enter 1 in this box so that another alloca�on line is created) to create addi�onal alloca�on lines for the 
transac�on. 

Enter the number of addi�onal alloca�ons and click the Add buton: 

 

A�er the Add buton is clicked –  a second line will appear for the Accoun�ng Codes to be entered (see screen 
shot below).  

Enter the Amount that goes to the addi�onal Cost Center, GL Code, and Descrip�on into that 2nd line (the 
percentage will automa�cally calculate based on the amount entered). 
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If this addi�onal alloca�on is correct, now click “Save Alloca�on” buton: 

 

*if you would need to remove a row that you initially added in order to do the split, check the “Remove” box next 
to the allocation line and click the “Remove” button 

 
Now that your alloca�on is saved, when you go back on your Transac�on List, you will see the transac�on has your 
updated Accoun�ng Codes: 

 
 
The next step is to upload your receipts/invoices/approval forms for this transac�on.   
 

**As a reminder: For audi�ng purposes, we need to have itemized receipts that details the vendor name, 
amount, and descrip�on of item purchased and it needs to �e the purchases to what we are being billed for.  
According to our PASSHE Pcard procedures, the cardholder is responsible for obtaining credit card slips, cash 
register receipts, packing slips, etc. to provide documenta�on for each transac�on and the receipts must include 
purchase amount and item descrip�ons that are as specific as possible. 

 

 

Step 2: Ataching receipt/invoice/approval forms: 

Locate the transac�on from your Transac�on List that you need to add the atachment to.  
 
In the “Atachment” column, click the paperclip icon: 
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This Opens the Atachments page. To add your receipt/invoice/approval forms, click the “Add an atachment” buton 
(you can atach PNG, JPG or PDF files. File size limit for all files is 5 mb. To delete an atachment, select the thumbnail, 
then select the trash can icon) 

 
 
In the “Open” window of your computer directory, navigate to your file loca�on, select the file you want to atach, and 
then select the Open buton. 
 

 
 
Once you have clicked the Open buton, your atachment will appear on the screen – either click “Save” or “Add another 
atachment”.  If you accidentally selected the wrong file, click the Trash Can icon. 
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To add more files, select Add Another Atachment and complete step again.  You can add up to 10 atachments.  When 
you are done adding atachments, select Save. 
 

REMINDERS: 
 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. 

 
 
Now that your transac�on has been allocated and you have added the required atachments, it is �me to approve this 
transac�on. 
 
 
 
 
Step 3: Approving your transac�on to submit to your approver: 

From the Transac�on Management page, find your completed transac�on in your Transac�on list. Check the “Select” box 
and then click the “Approve” buton: 
 

 
*Note – verify that you have a document icon next to the paperclip in the Atachment column to verify your 
document(s) is atached.  Also verify a final �me that your alloca�on is correct. 

 
 
The Transac�on Approval page will open and you need to select your approver.  Click Select Approver link: 
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Type in your Approver’s last name and click the “Search” buton: 
 

 
 
Click the “Select” circle next to your approver’s name and email and click the “Select Approver” buton. 

NOTE – you can set this approver as your default on future transac�on approvals by clicking the box to “Set 
selec�on as your default approver” 
 

 
 
The Approve Transac�on page will open for you to now submit this to the approver: 
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Once you have clicked Submit, you will be directed back to your Transac�on List and will now see the transac�on has 
changed from Pending to Approved in your Approval Status column: 
 

 
 
This transac�on is now completed and is no longer in your Pending transac�ons list. 
This approved transac�on is now in your approver’s queue to review and approve. 
Con�nue this process for each pending transac�on. 
 
 
 
 

TIP: 
If you find you made an error or need to make a change to your alloca�on before your approver has reviewed 
and approved this transac�on, you can come back to this list, check the “Select” box next to your transac�on and 
select the “Pull Back” buton so that it removes it from your approvers queue for you to edit and resubmit: 

 

 
 

This will now show as “Pulled Back” in your Approval Status column.  You can make your changes as needed, and 
then approve and submit to your approver for review. 

 
 
If your approver has approved your transac�on already, you cannot make a change to the alloca�on unless the approver 
rejects your transac�on.  If that happens, please contact your approver.   
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REJECTED TRANSACTIONS 
 

When you approve and submit a transac�on to your approver, they will review for accuracy of the Cost Center, GL 
Account, atachments, if sales tax has been paid, etc..   
 
If your allocated (reconciled) transac�on has an error, this will be rejected back to you, the cardholder, to correct and 
resubmit. 
 
Examples of why an allocated transac�on is rejected: 

• Wrong fund center or GL account used 
• Missing descrip�on of purchase 
• Sales tax is on invoice or receipt – comment is required on how sales tax will be refunded / credited 
• Missing or incomplete documenta�on atached 

o Receipt or invoice is not atached 
o Receipt or invoice amount does not match transac�on amount 
o Receipt or invoice amount is not detailed/itemized 
o Jus�fica�on form missing or not signed 

 
When a transac�on is rejected, you will get an email no�fica�on (please be sure to set up email no�fica�ons: open 
the Profile menu and selec�ng No�fica�ons and then Email no�fica�ons). 
 
Or you will find this rejected transac�on by going to the Transac�ons menu (click carrot icon) and select Transac�on list 
and select “Pending”: 

 

 
 
This will open your Transac�on Management page. 
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From this page, click the [+] sign next to the Search Criteria sign: 

 
 
Change the Approval Status from Pending to Rejected and click Search: 

 
 

This will show any rejected transac�ons that need corrected, approved and resubmited to your approver. Make the 
correc�ons needed or upload missing/correct atachments and resubmit for approval: 
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Addi�onal Tips: 
 
 
 Crea�ng a Favorite Cost Center list: 

If you have several Cost Centers you need to allocate to and do not want to search for them every �me, you can 
create an Accoun�ng Code Favorite list either as you allocate a transac�on or through your User Profile menu.  
 
Favorites while alloca�ng: 

1. Open the Transac�ons menu, select Transac�on list and select All transac�ons. 
2. Locate the transac�on to allocate. 
3. Select the accoun�ng code link to open the Alloca�on tab.  
4. Click Save as favorite. 
5. Enter the number of favorites you want to create. You can have up to 25. Click Add. 
6. Type a name for each favorite. 
7. Type the codes into each segment or use valid value lists to select the codes. 
8. Click Save. 

 
Favorites using the Profile menu: 

1. Open the Profile menu, select Accounts and select Manage Accoun�ng Code Favorites. 
2. Enter the number of favorites you want to create. You can have up to 25. Click Add. 
3. Type a name for each favorite. 
4. Make them ac�ve. 
5. Type the codes into each segment or use valid value lists to select the codes. 
6. Click Save. 
7. To remove a favorite, select the remove box for the favorite you wish to remove and then click Save. 

 
 
 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. 

 
 

 


