US Bank Pcard Quick Reference Guide to Allocate Transactions

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

Organization Short Name: PASSHE

Enter User ID and Password and Login:

Welcome screen:

@bank Access Online

Welcome to Access Online!

Flease enmor tha infor

mation bolow aod logm 1o bagin
* = requesd
Organization Short Name:*

User 1D

Password™

[‘[Dbank Access Online

Welcome to Access Onlin_‘»?l Guos

Your Laat Jogin was 02/ 16,2026

Message Center

Purchasing Quick Links

Account Name
Account Unique |0
Account 1D
Ascoum #

Account S1e1us

Cusrrent Balance
Credit Limit

Avadable Cradit

Curtwrt Balarce & wpdsted as of prnvicus business day, Avslabie Credn includes pandieg

pocount activity

Last 10 Transactions Posted

Posting Date Merchant Amount
o2/ PERFORMANCE HEALTH SUP $2,859.06
02/06 IMPACT APPLICATIONS $455,00
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https://www.access.usbank.com/

Step 1: Allocating (reconciling) Transactions:

Click the Transactions menu (click carrot icon) and select Transaction list and select “Pending” to open all transactions
you need to review, allocate and approve:

@ bank Access Online

Dashboard Accounts v Transactions ~ Reporting v

Purchasing Card All transactions

. . P _‘."(_’» s cycl
Transaction list ookttt fea i

Pending

This will open your Transaction Management screen.

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

To view and allocate (reconcile) a transaction, click the Pending link under the ‘Approval Status’ column or click the
Transaction Date (highlighted in screen shot below):

@bank Access Online witerstor v Neadhe * v Pole v Log out

board  Accounts v 1 v Regorting v

Transaction Management
Card A s y with jon List [ Oude T Guce

-1 Card Account Summary
Account Number o
Account Name:

© Open Account

1+1Search Criteria

11 Transaction Uist

Select Status Approval Statss Trans  Postiog  Merchant Cisy/Rtate Amount Dutall **  TYrans Unique 1D Purchase 10 . Attachment (| Comments Accewnting Code i
v Rate  Dste
Pangng QR411 C2/11 PERFORMANCE HEALTHM SUP WARRENVILLE It $2.859.06 x 04596005261642342026-02-1 100001 _ U
) 2/05 0206 IMPACT APPLICATIONS ITASCA, IL $455.00 - 04596005261642942026-02-0600001 ]
Daputed o Restocated %, @ Trans Detail Level {j Upload Attachments

|y

Peeomde | 20d 2
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This will open the Transaction Summary page, which provides details of this specific transaction. To begin your

reconciliation, click the “Allocations” tab.

Transaction Summary

Statun  Trans Date  Posting Date  Mercham City, Stste/Provines Amount  Dutsdl
o o PERFORMANCE HEALTH SUF  WARRENVILLE. Il 285906

p Disputed g, @ Trans Datail Level o Realiozated @ Upload Attachmants

— T

The reveew status cannot be changed because the mview day limit has been reached
To appeovwe and forward the transaction, cick "Approve.”

T'he Summary tab shows high-level transaction infarmation
To inttiate » diepute, click the "Dispute” button

|

|

|

Transaction Reference Information |
| Dute 02011/2026 Billing Cyciu: Open
Purchave (0: I oo %/
| Total Amount: 285906 Reterence Number:
i Meme Peat: Yai Autharization Number: 02
| Salas Tax: 164.83 Most Recent Extract Dates
| Freight Financial Extract:
‘ General Ledger Extract:
‘ Merchant Payment Extract:
Name: PERFORMANCE
‘ HEALTH SUP Currency
‘ City, Stute/Province: WARRENVILLE . IL Billing Currency:
Transaction Type: MASTERCARD MC Saurce Currency:
PURCHAEE Source Currency Ams:
| Merchant Category Code
| (McC): 5047
| MCC Description: WHOLESALE
MED/DENTAL

F—— SaleaDoad focioc.

Purchase 1D

Attachment |

Accounting Code |

821121500014 14X |

This Allocations tab screen is where you will verify or assign a Cost Center (fund center), add the GL Account Code, and

enter a description of the purchase.

e If you need to select a WBS Cost Center, instead of a Cost Center for your transaction, you will need to enter an X
in the Cost Center field and then type in or search for the WBS Code (more information on searching for a Cost

Center, GL code, etc., is below).

e If you are allocating to a Cost Center for your transaction, 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 reporting purposes (if a dash is
missing, please enter a dash — the system needs the dashes in these spaces or you cannot save your allocation):

= i
Transaction Summary
Status Trans Date Posting Date Merchant City, State/Province  Amount Detail «» Purchase ID i Attachment ({) Accounting Code (|
02/1% o2/11 PERFORMANCE HEALTH SUP  WARRENVILLE, IL 285906 1) il 82112150001 x| |
g Dsputed @, @ Trans Detad Level G Reallocsted | Upload Attachments
v | Abace —— g e——
The Allocations tab peovides the ability to reallocate a tra hanging the acco
allocate an an an Da to one of 1o multiple
You can allocate amounts by dollar amount or percentage. Total allocation amounts must aqual 100% of the
transaction, To allocste to additional the "Add" button
After adding, moditying o @ “Save Allocations” button 1o save changes.
* = required Allocation Source: Defsult Acct Code Last Changed By: System
Rermove Amount Percent Accounting Code - Segment Name (Length) S
avorite
COST CENTER (10) D1(y) GLACCOUNTCODE(s) D2(y) W8S (e) 03{1) DESCRIPTION (=)
s[ 285006 OR[100.00x  [8211215000]*q - ‘a F - X o £ T
n Sesrch
Total Allocated: s 285006 100.00% Apply Accounting Code: v m
Amount Remaining: §/ 000 000% Additional Allocation(s):| 1 n
Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.
|
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Allocation Accounting 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 transaction, you can
change it directly in the COST CENTER box above in the allocation
line or you can search for a different Cost Center by selecting 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 button.

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.

Transaction Management

Search & Selact Valid Valus

COST CENTER (40
Vil | 3z122

Ducley (25 w Valsas per page

‘(¥uy L‘il'."l!‘lv---
Duplcaron Swea LO

Purhog

mier il ne pertil segrert vwlms, segmust valus decriptions, o

v o valid waleos. Then click the “Seanc ™ butron

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

Search for the GL Account Code by selecting 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
button.

Transaction Management
Search & Select Valid Value

Dopiny (25~ Vakows per page

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 allocation

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

Camtr Mun Siddg Grrd

Contr Malm Ofc Eqp

Type in the description of your purchase in the Description field (i.e. items purchased for what purpose)

o This field can hold up to 50 characters
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Now that your allocation has been coded to the correct Cost Center, GL Account and a description entered, you need to
save this information by clicking the “Save Allocation” button:

Mount of partentage. Tome adoceton arourns £ equal D0 of ¢

o U "AQ" buttos

Renove Amcam Berzest Accousting Cede - Sagrrest Narma (Length)
Favonts
COSY CENTER (W) 0109 GLACCOUNT CODE (») DBR(4) wWEs () &30 DESCEFTION ()
s/ Mmaaoe  oa ook (a2t 1205000 |+ o . BAO800 ' . X ‘a | J rapifes renced for kxcker IDam
L Seary
Toaal Allecated: o 28000, 10000% Asply Accousting Code - m
Amcunt Remaiving: 3 000 O00% Additicns Alocstion(s): | 1 u
Note: Boms maced for debetion sre seirtractsd trum Total ASocated and Amaum Bemanng vadies

|
=

** NOTE: If this transaction needs split between multiple Cost Centers, do not hit the “Save Allocations” button, but

enter th

Centers,

e number of Additional Allocations you need in the box highlighted below (if needs split between two Cost
enter 1 in this box so that another allocation line is created) to create additional allocation lines for the

transaction.

Enter the number of additional allocations and click the Add button:

Transaction Summary

Status  Trans Date Posting Date Merchant City, State/Province Amount Detall ¢« Purchase ID »  Attachment (| Accounting Code (|
02/11 o2/ PERFORMANCE HEALTH SUP  WARRENVILLE, IL 2859.06 5 _ i 8211215000 1-IX 11
Duputed §). @ Trans Detadl Level s Reallocsted § Upload Attachments
T a

tion to

ng coder

5l allocation amounts must equal 100% of the

codes, click the "Add” button

click the "Save Aliocations” button 10 save changes.

* « required Allocation Source: Default Acct Code Last Changed By: Syster
Remove Amount Percent Accounting Code - Sagment Name (Length)
COST CENTER () D) GLACCOUNT CODE(s) D2()) W8S (12) 03 (1) DESCRIPTION ()
s| 285006 or[10000% 8211215000 * F 660600 |*q =0 [ ‘q [ e [supplies needed for locker room
% Search
Total Allocated: 8§ 285006/ 100.00% Apply Accounting Code: v u
Amount Remaining: § 000 000% Additional Aocation(sy| 1 u

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

After the Add button is clicked — a second line will appear for the Accounting Codes to be entered (see screen
shot below).

Enter the Amount that goes to the additional Cost Center, GL Code, and Description into that 2™ line (the
percentage will automatically calculate based on the amount entered).
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If this additional allocation is correct, now click “Save Allocation” button:

U "M
You con alocote u
tramsaction. To aloca
Tar 203 g
* = repaTed Alocaton Sounrce Detaut Acct Code Layt Changed By: System
Remcve Amaone Farce=s Accousting Code - Segment Namae (Lungth)
COST CENTER {12) D10 GLACCOUNT CODE(4) D2(1) WES (2] D3{)
s/ 2 [ {60000 (v 4 . ix
8 BE0S00 (%1, . x
\ Saarch
Total Alocated: § 395506 | 156587 Apply Accounting Code: v n
Amount Ramaining: 4 100000/ 33065 Additional Adocationix): u
Natee Rows muonrked for deietion ame subtracted bom Soeyl Allocatsd and A 1t Baman g v

DESCRPTION (=)

unDes rosded for ocker roorm

i reatiod b lncker reem

*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 allocation is saved, when you go back on your Transaction List, you will see the transaction has your

updated Accounting Codes:

Pallve Me Detudl #*  Towns Uskgoon (D Pusehans U

Dare

rarm

Belowt  Snmue  Apnproenl Blabs  Tisen
Derw
>

PEROMAANCE MEALTHEUN  WARRINALLE, K 2350 D2 LANOOANE 144 005 08 1100001

Al erera Cammerms A

mirdion Corte

The next step is to upload your receipts/invoices/approval forms for this transaction.

**As a reminder: For auditing purposes, we need to have itemized receipts that details the vendor name,
amount, and description of item purchased and it needs to tie 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 documentation for each transaction and the receipts must include

purchase amount and item descriptions that are as specific as possible.

Step 2: Attaching receipt/invoice/approval forms:

Locate the transaction from your Transaction List that you need to add the attachment to.

In the “Attachment” column, click the paperclip icon:

- Transaction List

|

Sefect Status  Approv States Trans  Posting  Merghent Clty/State Datpll " Trans Unique ID

QOnte Date

O2/06 IMPACT AFPLICATIONS ITASCA, IL DASS000425 1 64294 2006020800001

Purchase 10

Attachoment (| Coo
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This Opens the Attachments page. To add your receipt/invoice/approval forms, click the “Add an attachment” button
(you can attach PNG, JPG or PDF files. File size limit for all files is 5 mb. To delete an attachment, select the thumbnail,
then select the trash can icon)

Attachments

In the “Open” window of your computer directory, navigate to your file location, select the file you want to attach, and
then select the Open button.

2452C 2001 ptt LIR30 AN Aete Acose W

B 58 58 8 Nl 5 58 58 a0 g

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

Now that your transaction has been allocated and you have added the required attachments, it is time to approve this
transaction.

Step 3: Approving your transaction to submit to your approver:

From the Transaction Management page, find your completed transaction in your Transaction list. Check the “Select” box
and then click the “Approve” button:

Trasasction Lut

Sefert Statur Apmroes Batws Damr  FPaoirg Marchest Qv MNany el Qutatl V' Tremm Urvas 1D Barstunn (0 Attachevert Conmmety Accammirm Gade |

*Note — verify that you have a document icon next to the paperclip in the Attachment column to verify your
document(s) is attached. Also verify a final time that your allocation is correct.

The Transaction Approval page will open and you need to select your approver. Click Select Approver link:

Transaction Management
Approve Transaction(s)

11 Transaction(s) to Approve

Transaction Approval
wiunt 10 forward thase transaction(s) for turther approval i

SEMTTA DO

Type in your Approver’s last name and click the “Search” button:

Approve Transaction(s)
Search & Select an Approver

Enter the oppeover’s full or partial name, or leave blank to view all users. Then click the "Search” buttor

Last Name: First Name:

Jones
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Click the “Select” circle next to your approver’s name and email and click the “Select Approver” button.
NOTE — you can set this approver as your default on future transaction approvals by clicking the box to “Set
selection as your default 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:

|Jones | |

Please select an approver from the results list below.

Records 1- 1 of 1

Select Approver Name Email Address

o N B o CoMONWEALTHU EDU

Records 1- 1 of 1

) Set selection as your default approver

Salact Approver

<< Back to Approve Transaction(s)

The Approve Transaction page will open for you to now submit this to the approver:

Transaction Management
Approve Transaction(s)

1+ 1 Transaction(s) to Approve

Transaction Approval

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

JONES ﬂ!@l@ n Select Approver
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Once you have clicked Submit, you will be directed back to your Transaction List and will now see the transaction has
changed from Pending to Approved in your Approval Status column:

Trarmactian List

it Avaurs Qelal V' T Unieges 10 Pustham D Arvachavert Camreacts Acsameir Code

This transaction is now completed and in your approver’s queue to review and approve.
Continue this process for each pending transaction.

TIP:

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

Trawaction Use

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.

1“1 Transaction List

Select Stotus Approval Status Trons  Posting  Merchant City/State Amount Detail
. Date Date
» 02/ PERFORMANCE HEALTH SUP WARRENVILLE, IL 285906 A
i 2/05 02/06 IMPACT APPLICATIONS ITASCA, IL $455.00 "
Disputed G Resllocated ., G Trans Detadl Lavel ] Upload Attachments & Attachment

If your approver has approved your transaction already, you cannot make a change to the allocation unless the approver
rejects your transaction. If that happens, please contact your approver.
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Additional Tips:

> Creating 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 time, you can
create an Accounting Code Favorite list either as you allocate a transaction or through your User Profile menu.

Favorites while allocating:

Open the Transactions menu, select Transaction list and select All transactions.
Locate the transaction to allocate.

Select the accounting code link to open the Allocation tab.

Click Save as favorite.

Enter the number of favorites you want to create. You can have up to 25. Click Add.
Type a name for each favorite.

Type the codes into each segment or use valid value lists to select the codes.

Click Save.

PNV EWNE

Favorites using the Profile menu:

Open the Profile menu, select Accounts and select Manage Accounting Code Favorites.

Enter the number of favorites you want to create. You can have up to 25. Click Add.

Type a name for each favorite.

Make them active.

Type the codes into each segment or use valid value lists to select the codes.

Click Save.

To remove a favorite, select the remove box for the favorite you wish to remove and then click Save.

NouswNe

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