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Using This Document

Green boxes with this font are used to depict required actions.

Blues boxes with this font are used to provide information.

The following formatting is used in this document to distinguish

between actions and information:

Scope:

Throughout his document:

The purpose of this document is to cover the basic steps of the
processes most commonly used. Detailed information will be

provided in separate documentation.

Screen shots:

Due to the large amount on information on some of the screens,
boxes are used to enlarge sections of the screen to call out certain

details. See example below:

= |53

@bank Access’Online Chat With Us  Log Out

Transaction
Management

Transaction Management
Card Account Summary with Transaction List

‘Card Account Number. ~~-0518. KATHRYN KANTERMAN ‘Switch Accourts
710184000884

[iCard Account Summary

[+ Search Criteria Return to top.
I ion List Refum fo fop

Reoords 1-50f5

Check Al Shown | Uncheck Al Shown

Select Status Approval Status Irans Posting Merchant City/State Amount
Date Date
[} Pending 0817 0819 MIDLAND SCIENTIFIC INC  800-6425263, NE ~ $355.06
(m} Pending 0816 0819 STOP & SHOP 0723 BRISTOL, RI
[m] Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI
(] Pending 0816 0819 WAL-MART #3560 FALL RIVER, MA
[m] Pending 0710 071 ACUMS 207-725-3534, ME

o Disputed > Reallocated @. @ Trans Detail Level {j Upload Attachments
Check Al Shown | Uncheok All Shawn

Reoords 1-50f5

Accounting Code (i)

10]5320400PURCHASING|61051[1]
10]5320400PURCHASING|61051]1
1015320400PURCHASING|61051]1
10]5320400PURCHASING|61051]1

Detail € Trans Unique ID Purchase ID ** Attachment (i} Accounting Code (i)

eeeee

03757184190028432019-08-1900004 Rhyne a 10[5320400PURCHASING[61051[1
03757184190028432019-08-1900003 085598 ] 10[5320400PURCHASING[61051]1
03757184190028432019-08-1900002 050320 [ ] 10[5320400PURCHASING|61051]1
03757184190028432019-08-1900001 0816193560  a+ ] 10[5320400PURCHASING|61051[1
03757184190028432019-07-1100001 07820002 [}




Logging in to Access Online

* Using Internet Explorer go to: http://access.usbank.com ** Do not use

Google Chrome or

In the login screen, only your password is case sensitive: R —

Welcome to Access Online!
Please enter the information below and login to begin.

* = required
Organization Short Name:*

T

UserID:*
| R e Bl KANTK521 or kantk521

Password:*

* Case sensitive

* Note: your password will auto-fill after
m your first log-in

Forgot your password? 4— * You can reset your own password if you forget it.

Reqister Online * If you are locked out, contact Kathy Kanterman at
x3531
Activate Your Card | Change Your PIN

Login

Authentication Question

Enter the response to your authentication question. If you need assistance, please
contact your program administrator.

* You may be prompted to answer one of your security

* = required
guestions when you log in

User ID: KKANTERMAM
Organization Short Name: RWU

* Answers are NOT case sensitive

In what city does your nearest sibli




Landing Page: General Information

When you log into Access Online, your Home page
will have an overview of your account information.

] 5
Ebank AccessPniine ChatwinUs  Log Out
T tion M. t H
Account information IWeIcome to Access Online Kathryn Kanterman
Raporting [Your last login was 08/21/2013 Language Salection:
My Personal Information
American English v
Home IMessage Center
Contast Us Message(s) from Access Online
Training lone Card Switch Ac_coum Quick Links
|...Oo181| Manage Home Page Settings
JAccount Name: KATHRYN KANTERMAN Account Alerts
jAccount Unigue 1D: 1 0375-7184-1900-2843 IManage Contact Information
JAccount 1D 719184000884 Manage Email Notifications
JACcount #: 0518 Run Transaction Detail Report
jAccount Status: Open View All Statements
View Last Cycle Transactions
Statement Balance: $35.00 view Open Transaclions
Billing Cycle Close Date:  07/25/2019

Current Balance: $3.365.00 Current balance, total credit limit, and
Credit Limit: $20,000.00 ) ) .
\vailable Credit 516 635.00 available credit are displayed here.

This information is updated as of the previous business day and may not reflect pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
08/19 MIDLAND SCIENTIFIC INC $355.06
08/19 STOP & SHOP 0723 $5.45
08/19 STOP & SHOP 0723 $81.57
08/19 WAL-MART #3560 $22.62
0711 ACUMS 5.00

If you have transactions, the most When spending limits are changed,

recent 10 will be displayed here. they are not updated immediately

on the website, however, they go
into effect immediately on your
card.




Transaction Management: Allocating Your Purchases

To begin allocating your
transactions, select NOTE: Access Online uses
Transaction Management the term “allocate”

from your Home page. instead of “reconcile”.

Transaction Management

o >
Eba Access’ Online Chal With U Log Out
i y A
Transaction Management I welcome to Access Online Kathryn Kanterman
Reporting Your last login was 08/21/2018 Language Selection:

My Personal Information

[American English v|

Home Message Center
Message(s) from Access Online

Contact Us

Training One Card Switch Account Quick Links
I---O518ﬂ Manage Home Page Settings
Account Name: KATHRYN KANTERMAMN Account Alerts
Account Unique ID: (i)  0375-7184-1900-2843 Manage Contact Information
Account 1D: 7191840008584 Manage Email Motifications
Account #: 0518 Run Transaction Detail Report
Account Status: Open View All Statements

View Last Cycle Transactions
Statement Balance: $35.00 View Open Transactions

Billing Cycle Close Date:  07/25/2019

Current Balance: $3,365.00
Credit Limit: $20,000.00
Available Credit: $16,635.00

This information is updated as of the previous business day and may not reflect pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
0819 MIDLAND SCIENTIFIC INC $355.06
08/19 STOP & SHOP 0723 $8.45
0819 STOP & SHOP 0723 $81.57
0819 WAL-MART #3560 $22.62
0711 ACUMS $35.00




Transaction Management: Allocating Your Purchases

Select Transaction List

- ] [
Ebank \ Access Online ChatWihUs  LogOut

Transaction Trangaction Management

Management

= Transaction List
Account Information
Reporting
My Personal Information

Transaction List
View, review, allocate/reallocate and add comments to transaction information.

Home

View Previous Cycle
Contact Us . . .

Presents the Transaction list for the previous cycle.
Training

View Pending Transactions
Presents the pending transactions list.

Transaction allocation is done from the screen below. Continue to the next page for

additional information and instructions.

[ou 8]
@bank Access’ Online ChatWith Us  Log Out
Transaction
Management Transaction Management
Rovmnt fomation Card Account Summary with Transaction List
Reporting
My Personal Information ‘Card Account Number. *~=~+0518, KATHRYN KANTERMAN ‘Switsh Accounts
———— | card AccountID: 71184000884
Home
Contact Us
Training
+[Card Account Summary
[+ Search Criteria Refum to fop
T ion List Refum to top
Records 1-5.0F5
Gheok Al Shown | Uncheck Al Shown
Select Status Approval Status Trans Posting Merchant City/State Amount Detail & Trans Unigue ID Purchase ID ** D Code (i)
® Date Date
[m] Pending 0817 0819 MIDLAND SCIENTIFIC INC  800-6425263, NE ~ $355.06 ® 03757184190028432019-08-1900004 Rhyne 3 [} 10|5320400PURCHASING|61051|1
(m} Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI §8.45 @ 03757184190028432019-08-1900003 085598 3 ] 10|5320400PURCHASING|61051|1
[m] Pending 08116 0819 STOP & SHOP 0723 BRISTOL, RI $61.57 @ 03757184190028432019-08-1900002 050320 > i 1015320400PURCHASING|61051|1
[m] Pending 0816 0819  WAL-MART #3560 FALLRIVER, MA  $2262 ® 03757184190028432019-08-1900001 0816193560 G+ [} 10/5320400PURCHASING|61051]1
[m} Pending 0710 07111 ACUMS 207-725-3534 ME  §35.00 [0} 03757184190028432019-07-1100001 07820002 i ']

o Disputed  Reallocated @, @ Trans Detail Level {] Upload Attachments
Chegk All Shown | Uncheck Al Shown

Records1-54f5




Transaction Management: Allocating Your Purchases

All transactions are allocated to
your default GL number.

Accounting Code (i)

@bank Access’ Online ChatWithUs  Log Out

tJ B

Transaction

Management
+ Transaction List

Reparting
My Personal Information

Home
Contact Us

Training

10]5320400PURCHASING|61051)1
Gt e oy S oot Lt 10]5320400PURCHASING|61051]1

T 1015320400PURCHASING|610511
1015320400PURCHASING|61051]1

+]Card Account Summary

[+ Search Criteria Retum fo fop.

=T ion List Retum to top.

Records 1-50f5

Check Al Shown | LUncheck A1l Shown

Select Status Approval Status Trans Posting Merchant City/State Amount Detail & Trans Unique ID Purchase D * Attachment (1) | Accounting Code (1)
® Date  Date

[m] Pending 08117  08/19 MIDLAND SCIENTIFIC INC  800-6425263, NE  $355.06 ® 03757184190028432019-08-1900004 Rhyne 1] 1015320400PURCHASINGI61051]11
a Pending 08/16 08/19 STOP & SHOP 0723 BRISTOL, RI $8.45 @ 03757184190028432019-08-1900003 085598 '] 1015320400PURCHASING|61051]1
[m] Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI $8157 (0] 03757184190023432019-08-1900002 050320 [} 1015320400PURCHASING|61051]1
(m] Pending 08/16  08/19 WAL-MART #3560 FALL RIVER, MA $2262 ® 03757184190028432019-08-1900001 0816193560 a 105320400PURCHASING|61051]1
[m] Pending 0710 07 ACUMS 207-725-3534, ME  $35.00 @ 03757184190028432019-07-1100001 07820002 ]

@ Disputed (> Reallocated @, @ Trans Detail Level {j Upload Attachments

Gheck All Shown | Lncheck All Shown

Records 1505

To begin the allocation process, check the box

of the transaction you wish to allocate.

Il Transaction List

Check &ll Shown | Unch

Select Statu s Merchant City/State Amount
' Date Date
Pending 0817 0819 MIDLAND SCIENTIFIC INC  800-6425263, NE 5$355.06

w Disputed &+ Reallocated i, @@ Trans Detail Level (j Upload Attachments

Check All Shown | Uncheck All Shown

Records 1-4of 4

Reallocate

Any column can be sorted by

Records 1- 4 of 4 clicking on the column heading.

Pending 0816 08M19 STOP & SHOP 0723 BRISTOL, Rl $8.45
Pending 0816 08M9 STOP & SHOP 0723 BRISTOL, RI $61.57
Pending 0816 08M19 WAL MART #3560 FALL RIVER, MA 32262

Ooood®M

Click on Reallocate.

Mass Reallocate




Transaction Management:

Transaction Management
Reallocation Worksheet

Card Account Number: “*-*=+0518 KATHRYN KANTERMAN ‘Snitch Accounts
Card Account ID: 712134000884

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

“Remave Transaction(s)" button.

== required
Remove Trans Date Merchant Amount  Alloc% | Accounting Chde - Segment Name (Length)
Trans FUND (2) UNIT CODE (s5) OBJECTCODE(s) LOCATION (1) BUSINESS PURPOSE ()
[m] 08/17/2019 MIDLAND SCIENTIFIC INC ~ $355.06 Add Alloc m [-% 5320400 PURCHASING Q |61051 Q 1 aQ
q Search

femeve frans m

<< Back to Transaction List

( * Your default GL Fund will be here. If you want to use that
Accounting Code fund, you don’t need to do anything.

FUND (2)
Wq& .o..‘.o.:;- O d e d d Or sea

Reallocation Worksheet e mag g gla
Search & Select Valid Value

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

FUND (2)

Value: El

Description: | |

Search Type:

Display Values per page

Select a valid value from the results list below.

This page will display all existing funds.

Records 1-7 of 7

UND  Value Description
Select |10 Unrestr Fund
Select |12 Unrestr - Current Restricted
Select |13 Unrestr - Agency
Select ! Unrestr - Loan Funds
Select |1 1§ -
Sk | B e (= Cemst * Click Select for the fund you want to use.
Select |25 Tem Restr - Temp Spendable . .

* You will be returned to the prior screen.

Records 1-7 of T

<= Backto Realoczion Workshee! * Always use the Back to Reallocation Worksheet
link to go back if you are not making a selection.




Transaction Management: Unit Code

Transaction Management
Reallocation Worksheet

Card Account Number: “*-*=+0518 KATHRYN KANTERMAN ‘Snitch Accounts
Card Account ID: 712134000884

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

“Remave Transaction(s)" button.

== required
Remove Trans Date Merchant Amount  Alloc% Accounting Cofle - Segment Name (Length)
Trans FUND (2) UNIT CODE (s5) OBJECTCODE(s) LOCATION (1) BUSINESS PURPOSE ()

[m] 08/17/2019 MIDLAND SCIENTIFIC INC ~ $355.06 Add Alloc i Q

5320400 PURCHASING Q |s1051 Q 1 Q

q Search

femeve frans m

<< Back to Transaction List

* Your default GL Unit Code will be here. If you want to use
that unit code, you don’t need to do anything.

* If you want to change it, you can key in a unit code or
search for a different one.

* To search for a different unit code, delete the default unit
code and click the magnifying glass.

e - Segment Hamjength}
UNIT CODE (ss)

5320400 PURCHASING

Reallocation Worksheet
Search & Select Valid Value

The values of the segments listed below have an interdependent relationship which
requires them to be selected at the same time. Enter full or partial segment values,
segment value descriptions, or leave blank to view all valid combinations. Then click
the "Search” button

UNIT CODE (55) UNIQUE ID (8)

Value: || | | [anTke71 |
e — —
Search Type:

Display Values per page

Select a valid value from the results list below.

This page will display all unit codes that you may use.

Records 1-8of 8

Segment Value Segment Value Desgeigsiag
e pese s ° Click Select for the unit code you want to use.
Select 5320400 PURCHASING KANTKG71 - .
cloct 1240100 INSTRUCTIOM m—TRO T * You will be returned to the prior screen.
PNQUG00 ORIENTATION KANTK6E71
Select 2234690 ANGELL FOUNDATION/MYSTIC KANTK6E71
Select 6350100 FAC.MGT. KANTKG71

Select 8255027 HAWKS HERALD KANTKG71 10




Transaction Management: Object Code

Transaction Management
Reallocation Worksheet

Card Account Number: “*-*=+0518 KATHRYN KANTERMAN ‘Snitch Accounts
Card Account ID: 712134000884

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

“Remave Transaction(s)" button.

== required
Remove Trans Date Merchant Amount  Alloc% Accounting Code - Segment Name (Length)
Trans FUND (2) UNIT CODE (s5) OBJECT CODE (s) JLOCATION (1) BUSINESS PURPOSE ()

[m] 08/17/2019 MIDLAND SCIENTIFIC INC ~ $355.06 Add Alloc m [-% 5320400 PURCHASING Q |61051 Q

q Search

femeve frans m

<< Back to Transaction List

* The P-card default Object Code will be here. You must

reallocate to a different object code.

OBJECT CODE (s)
To change it, you can key in an object code or search for a
different one. |'5'1 051 ’ Q,

To search for a different object code, delete the default

object code and click the magnifying glass.

Reallocation Worksheet
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.

OBJECT CODE (5)

Value: |:|

Description: | |

Search Type:

Display Values per page

* This page will display all existing object

Select a valid value from the results list below. COdeS-

Seconte 1 - 25 of 652 * The list will be very long. See next page
Pog=t 112121419101 71812110| 46112 L ugda@P P11/ | 15110120 22 | les for instructions on filtering the list.

OB.JECT CODE alue Description

Select 61001 Office Supplies

Select 61002 Photocopying

Select 61003 Postage

Select 61006 Dues & Subscriptions

Select 61008 QOutside Printing

(continued)

11




Transaction Management: Object Code - continued

There are approximately 500 Object Codes in Access Online so you
will need to use the search function to narrow your selection.

Reallocation Worksheet
Search & Select Valid Value

* You can search using part of the object
code value, or part of the description.
Enter full or partial segment values, segment value descriptions, or legue#a -

view all valid values. Then click the "Search” button.

OBJECT CODE (5)

Value:
Description: "
| Reallocation Worksheet
Search Type: Search & Select Valid Value

Display Values g tr page

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

OBJECT CODE
Select a valid value from fie results list below. Value: l:l
Reoords 1-50f5 Description: | [athletic
OB.JECT CODI Value Description Search .

Select 62000 Travel - General

Select 62001 Travel-Mileage

Select 62010 Motor Vehicle Fuel .

== Display -25 ~| Values per page
Select 62012 Travel - Honors Program

Select 62005 Travel - Goverment

Select a valid value from the results list below.

. Records 1-7aof T
L]
Note that there 5 él drop dOWh OBJECT CODE Value Description

with the selections “Begins

Select 60011 Per Diem Athletic Trainer
with” and “Contains”. Select 61310 Athletic Supplies
Select 66310 Athletic Field Repairs
Select 62904 Athletic Recruitment
Select 66210 Athletic rentals
Select 60017 Game Officials - Athletics
Select 16877 Mew Athletic Field 2006

* Click Select for the object code you want

to use.
* You will be returned to the prior screen.

12




Transaction Management: Location

Transaction Management
Reallocation Worksheet

Card Account Number: “*-*=+0518 KATHRYN KANTERMAN ‘Snitch Accounts
Card Account ID: 712134000884

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

“Remave Transaction(s)" button.

== required
Remove Trans Date Merchant Amount  Alloc% Accounting Code - Segment Name (Length)
Trans FUND (2) UNIT CODE (s5) OBJECT CODE (5) | LOCATION (1) | BUSINESS PURPOSE ()
[m] 08/17/2019 MIDLAND SCIENTIFIC INC ~ $355.06 Add Alloc m [-% 5320400 PURCHASING Q |61051 Q 1 aQ
q Search

femeve frans m

<< Back to Transaction List

)|

LOCATION (1)
* Your default Location will be here.
* There are only two selections for locatio |1 Q,

1 - University

2- Law School

13




Transaction Management:

Business Purpose

Transaction Management
Reallocation Worksheet

Card Account Number: 0518, KATHRYN KANTERMAN
Card Account ID: 712134000884

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
the "Add Alloc” link

After modifying the allocations, click the "Save Allocations” button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the

“Remave Transaction(s)" button.

== required

Alloc%  Accounting Code - Segment Name (Length)
FUND (z) UNIT CODE (ss)

Remove Trans Date Merchant Amount

Trans

OBJECT CODE () LOCATION (1) | BUSINESS PURPOSE (s)

Add Alloc J1C =% 5320400 PURCHASING

[m] 08/17/2019 MIDLAND SCIENTIFIC INCJ $355.06

Q Search

| femeve frans m

|<< Back to Transaction

a 61051 o 1 a

* The last field to populate is Business Purpose.

* The maximum number of characters is 50.

BUSINESS PURPOSE (saq)

L2

Remove Trans Date Merchant
Trans

O 0817/2018 MIDLAND SCIENTIFIC INC

/

qQ, Search

saw Alm‘ims

¢ When all fields are

completed, select
“Save Allocations”

14




Transaction Management: Saved Allocations

After you save your allocations, you will be returned to the
Card Account Summary with Transaction List screen

Transaction Management
Card Account Summary with Transaction List

T516, RATHRYN FKANTERMAN Swilch Accounts

Card Account ID: 710184000884

[-ICard Account Summary

Account Number: ® 0518

Account Name: KATHRYN KANTERMAN

Open Account

I+ Search Criteria Betum to top
= ion List Ratum o top.

ieck AY Shown

Select Status] Approval Status JTrans Posting Merchant City/State Amount Detail '#* Trans Unique ID Purchase ID = Attachment (i} Accounting Code (i)
® Date Date
»0 Pending 08/17 0819 MIDLAND SCIENTIFIC INC  800-8425263, NE  §355.06 ® 03757124190028432019-08-1900004 Rhyne i 1015320400PURCHASINGI61250|1|Labsupplies
(m] Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI $8.45 W 03757184190028432019-08-1900003 085598 (g ) 10]5320400PURCHASINGI61051]1
[m] Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI $81.57 (0] 037571841900228432019-08-1900002 050320 i 1015320400PURCHASINGI610511
(m] Pending 08/16 08M19 WAL-MART #3560 FALLRIVER, MA  §2262 (0] 03757184190028432019-08-1900001 0816193560 ] 10]5320400PURCHASING|61051|1
@ Disputed & Realloca@d o, @ Trans Detail Level j Uplead Attachmenis

Check Al Shown | Uncheck Al

Racords 1404

@ PullSack

4

Accounting Code (i)

1015320400PURCHASINGI61250]1]Labsupplies
1015320400PURCHASINGI61051]1
1015320400PURCHASINGI61051]1
10]5320400PURCHASING|61051|1

Approval Status

Pending

Pending
Pendin It is apparent which

) Approval Status will still transactions have been
m show as Pending even allocated based on the GL
after the transaction is number and description in
allocated. the Accounting Code column

on the right.




Transaction Management: Mass Allocations

Multiple transactions that will be allocated to the
same GL number can be done in one allocation.

Transaction Management
Card Account Summary with Transaction List

Card 0816, KATHRYN KANTERMAN
Card Account ID: 718184000884

[-1Card Account Summary

Account Number: [} ...0518

Account Name: KATHRYN KANTERMAN

sitng Cycte close oae: Open . [ [ Check the boxes of the transactions that will be
Open Account

allocated to the same GL #’s.

1+1Search Criteria
T, ion List > -

Records 1-4 0f ¢

Chack Al Shown | Uncheck A1 Shown

Select Status Approval Status Trapgg@Posting Merchant CityiState Amount Detail ‘s> Trans Unique ID Purchase ID ™ Attachment (i) Accounting Code ()
MIDLAND SCIENTIFIC INC  800-6425263, NE  $355.06 ® 03757184190028432019-08-1900004 Rhyne @ 1015320400PURCHASINGI6125011|Labsupplies
STOP & SHOP 0723 BRISTOL, RI 3845 @ 03757184190028432019-08-1900003 085598 (3 1015320400PURCHASINGI|61051]1
Pending STOP & SHOP 0723 BRISTOL, RI $8157 W 03757184190028432019-08-1800002 050320 (3 1015320400PURCHASINGI|61051]1
Pending 0816 08M89 WAL-MART #3560 FALLRIVER, MA  $2262 W 03757184190028432019-08-1900001 0816193560 (v ) 10]5320400PURCHASING|61051]1

@ Disputed G» Reallocated @, @ Trans Detail Level (| Upload Attachments

Check A8 Shown | Uncheck A8 Shown
Records 1-4 of ¢

e W B

Select “Mass Reallocate”

Complete all the fields with GL Fund, Unit Code, Object Code, Location & Business

Purpose. (Same as allocating single transactions.)

i & Accounting Code - Segment Name (Length)
FUND(z) UNIT CODE(ss) OBJECT CODE(s) LOCATION(1) BUSINESS PURPOSE(s0)

0.00 % 10 Q 5320400 Q |61001 [+% 1 qQ |Mass allocation example

qQ, Search

Total Allocated: 0.00 % Additional Allocation(s): 1 m

Click Save Allocations

When you save the allocations, you will see that all of the
transactions have the same GL# and Business Purpose.

Select Status Approval Status Trans Posting Merchant City/State Amount Detail '=r Trans Unique ID Purchase ID Attachment (i) Accounting Code (i)
a Pending 0817 08M9 MIDLAND SCIENTIFIC INC  800-6425263, NE  $355.06 W 03757184190028432019-08-1900004 Rhyne o4 ) B Il
a Pending 0816 0819 STOP & SHOP 0723 BRISTOL, RI $8.45 @ 03757184190028432019-08-1900003 085598 o2 ] 10/5320400PURCHASINGI61001]|
a Pending 0816 0819 STOP & SHOP 0723 BRISTOL, RI $81.57 ™ 03757184190028432019-08-1900002 050320 o3 0 1015320400PURCHASING]610011|Massallocationexample
» Pending 0816 0819 WAL-MART #3560 FALLRIVER, MA  §2262 [0} 03757184190028432019-08-1900001 0816193560 i+ 0 10]5320400PURCHASING]|61001|1|Massallocationexample

© Disputed > Reallocated @, @ Trans Detall Level || Upload Attachments

Check Al Shown | Uncheck AY Shown

Records 1-4of4

S =20 B8 3

16




Transaction Man nt: Attaching Receipts

In order to upload receipts in Access Online, you will need to save your
receipts in a folder in Windows Explorer before beginning this process.

Select Status Approval Status Trans Posting Merchant City/State Amount Detail = Trans Unique ID Purchase D * Attachment (i) § Accounting Code (i)
[m] Pending 0817 08M19 MIDLAND SCIENTIFIC INC  800-6425263, NE  $355.06 "] 03757184190028432019-08-1900004 Rhyne i 10|5320400PURCHASINGI61250]1|Labsupplies
(] Pending 08116 0819 STOP & SHOP 0723 BRISTOL, RI $8.45 @ 03757184190028432019-08-1900003 085598 [os a 10/5320400PURCHASINGI|61001] i
[m] Pending 08/16 0819 STOP & SHOP 0723 BRISTOL, RI $8157 @ 03757184150028432019-08-1900002 050320 (] 10{5320400PURCHASING|61001]
»O Pending 08/16 08M19 WAL-MART #3560 FALLRIVER, MA  §2262 @ 03757184190028432019-08-1900001 0816193560 i U] 10|5320400PURCHASING|61001]1|Massallocationexample
@ Disputed (> Reallocated @, @ Trans Detail Level [j Upload Attachments

Check Al Shown | Uncheck AY Shown

Records 1-40f 4

e o= =

|

Click on the paper clip in the Attachment Attachment (i)
column for the transaction that you are
attaching the receipt to. 5

L-— - — . — . —

The next screen shows the details of

the transaction you selected.

Transaction Management

Trans Date Posting Date Merchant City, State/Province Amount
0817 0819 Midland Scienfific Inc 800-6425263, NE $355.06
Manage Attachments

Please add or delete attachments. Only PNG, JPG or PDF files are allowed.

Clicking on Add Attachment will

open up Windows Explorer

Add Attachment
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Transaction Management: Attaching Receipts - continued

“Open” the receipt for the transacti selected.
*
P-card Transition » Training * P-card Receipts v O Search P-card Receipts o
= [ @
)
& Marme Date modifid Type Size
I Midland Scientific. pdf I 8/20/2019 12:29 A Adobe Acrobat Document 171 KB
] Milhench.pdf 8/20/201912:32 PN Adobe Acrobat Document 30 KB
Stop and Shop 1.pdf 8/20/201912:32 PM Adobe Acrobat Document 35KB
Stop and Shop 2.pdf 8/20/201912:32 PM dobe Acrobat Document 29 KB
USAScientificiny 4801426884, pdf 8/20/2019 12:29 PM 26 KB
VWR_Order_0000335737_8356724380.PDF 8/20/2019 12:29 PM 140 KB
Walmart.pdf 8/20/2019 12:33 PM 30 KB
v
stom Files (*jpeg;™jpg;” pdf, ~
Cancel
LG~ | L= = A4 LA

Transaction Management

You will be returned to the Transaction

Trans Date Posting Date Merchant City, State/Province Amount
o'nT 0819 Midland Scientific Inc 800-6425263, NE $355.08

Management screen and a preview of
your receipt will be displayed.

Manage Attachments

Please add or delete attachments. Only PNG. JPG or PDF files are allowed.

oA -
=Y 3 e

Only PNG, JPG, or

PDF files are
allowed.

ick on “Save”

0.28M8 [T

mage 10f 1

Add Ancther Attachment

-—
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Transaction Management: Attaching Receipts - continued

Transaction Management
Card Account Summary with Transaction List

unt Number. AT
Card Account ID: 719134000884

T KANTERMAN ‘Swioh Accounts

© Your attachment updates have been saved successfully.

-1 Card Account Summary

Account Number: ® 0518
Account Name: KATHRYN KANTERMAN

© Open Account

1+l Search Criteria Retum to top
-1 Transaction List Retum to top

Records - 4of ¢

Check Al Shown | Uncheok Al Shown

Select Status Approval Status Trans Posting Merchant City/State Amount Detail & Trans Unique ID Purchase D * ["Attachment () JAccounting Code (f)
e Date  Date
[u} Pending 08M7 0819  MIDLAND SCIENTIFICINC 800-6425263, NE $355.06 ® 03757184190028432019-08-1900004 Rhyne @ fo = 10|5320400PURCHASING|61250[1]L
u} Pending 086 0819  STOP & SHOP 0723 BRISTOL, RI $8.45 @ 03757184190028432015-08-1900003 085598 > lo 10]5320400PURCHASINGI61001]
u} Pending 08/16 08119  STOP & SHOP 0723 BRISTOL, RI $81.57 03757184190028432019-08-1900002 050320 w la 1015320400PURCHASINGI61001]
u} Pending 086 0819  WALMART #3560 FALLRIVER, MA  $2262 03757184190028432015-08-1900001 0816193560 &+ | 10]5320400PURCHASINGI61001]
@ Disputed > Reallocated @, @ Trans Detail Level {j Upload Attachments £ Attachment

Ches All Shown | Uncheckc Al Shown

Records - 4of ¢

Wm

The attachment is indicated by —
the icon next to the paper clip. Attachment (i )

0=
0
1l
0
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Approving Transactions: Cardholder

As noted earlier, cardholders “Approve” their transactions after they
are allocated. After that, their Approver is notified that there are

transactions in their queue and they “final approve’ them.

Whether you are an allocator or a cardholder, the process of
approving transactions is the same. The instructions below apply
to a cardholder approving transactions and an allocator approving
a cardholder’s transactions.

Transaction Management
Card Account Summary with Transaction List

nt Number. —~~-——0515, KATHRYN KANTERMAN ‘Switch Acoounts
Card Account ID: 713154000864

Select the transaction or transactions that

Bl emary you wish to approve and click the Approve
Account Number: ) 0518
Account Name: KATHRYN KANTERMAN b UttO n .

Open Account

+1 Search Criteria Reumizg
=ITr ion List >

Records 1-40f4

Check Al Shown | Uncheck ANl Shown

Select Status Approval Status Ti Merchant City/State Amount Detail ‘¢ Trans Unique ID PurchaselD * Attachment (i) Accounting Code (i)

als
»0 0817 08/18 MIDLAND SCIENTIFIC INC Q876425263 NE  $355.06 @ 03757184190028432019-08-1900004 Rhyne a 10]5320400PURCHASING]61250[1]L
=] Pendin 08716 08/18 STOP & SHOP 0723 BRISTOL, RI 5845 0] 03757184190023432019-08-1900003 085598 [0 ) 10]5320400PURCHASING]|610511
Pendin 08/16 08/18 STOP & SHOP O BRISTOL, RI $81.57 ® 03757184190023432019-08-1900002 050320 ) 10]5320400PURCHASING|61051]1
=] Pendin 08/16 08/18 WAL-MAR J#N60 FALL RIVER, MA  §22 62 ® 03757184190028432019-08-1900001 0816193560 G+ o 10]5320400PURCHASING|610511
© Dispuled  Reallocated (@, @ Trans Detail Level | Ugig# Attachments

ChecicAll Shown | Uncheck AN Shown

Records 1-40f4

Transaction Management
Approve Transaction(s)

Your primary approver will [*13 Transaction(s) to Approve

default in.

Transzaction Approval

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

TURMER, MICOLE (UserID:NTURNEa ﬂ Select Approver
0 ave a p 3 and a ba
D approve O 2 ele e
drop-do e and sele e
oF D approve ame

Select Approve
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Approving Transactions: Cardholder

You will be returned to your transaction list and the
Approval Status will be “Approved”

Check All Shown | Uncheck All Shawn
Select Status Approval Status Tra Posting Merchant City/State Amount
= Dgle Date
O Pending 21 0822 MILHEHWCH INC 508-995-3451, MA  52,575.13
O Pulled Back 08/22 0822 VWR INTERNATIOMAL INC  300-932-5000, PA £176.51
O Pending 0819 08721 USA SCIENTIFIC, INC. &00-5225477, FL £145.66
O Pulled Back 0817 0&M9 MIDLAND SCIENTIFIC INC  800-6425263, NE E355.06
» ] Approved 0&8ME 08M9 STOP & SHOP 0723 ERISTOL, RI 58.45
» ] Approved 0&ME 08M9 STOP & SHOP 0723 BRISTOL, RI $81.57
» ] Approved 0&8ME 08M9 WAL MART #3560 FALL RIVER, MA 52262

@ Disputed &« Reallocated @ Ng Trans Detail Level & Reallocation Locked [ Upload Attachments =9 Aftachment

Records 1 -7 af 7

Mass Reallocate Approve Pull Back

If you want to make changes after approving
your transactions, you can pull it back as long

e saibility Policy

as it hasn’t been Final Approved. Just select
the transactions that you want to pull back,
and click the Pull Back button.

The Approval Status will immediately

Records 17417 change to Pulled Back and you can
Cheack All Shown | Uncheck All Shawn Change the rea”ocatlon

Select S_tatus Approval Statug Trans Posting City/State Amount
= Date Date
O Pending DE21 08122 VMILHENCH INC 505-995-8451, MA  52575.13
O Pulled Back 0822 O3 VWR INTERNATIONAL INC  800-932-5000, PA £176.51
O Pending ¥ 03721 USA SCIENTIFIC, INC. 800-5223477, FL £145.66
O Pulled Back L 0819 MIDLAND SCIENTIFIC INC ~ 800-6425263, NE £355.06
» [ Pulled Back 08ME 08M9 STOP & SHOP 0723 BRISTOL, RI 58.45
» ] Pulled Back 0816 03M19 STOP & SHOP 0723 BRISTOL, RI $31.57
» 1 Pulled Back 0816 0819 WAL-MART #3560 FALL RIVER, MA $22.62

@ Disputed @& Reallocated @, @i Trans Detail Level [ Upload Attachments %9 Attachment

Records 1-7af 7
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Allocating for a Different Cardholder

When you are designated as a Allocator another cardholder, you will see the list of
current transactions on their card when you log in.

ogin was 08/252013 juage Selection:

Allocator American English v
essage Center
essage(s) from Access Online

Cardholder

Switch Account N\ o4 inks

Account Name:

Account Unique ID: (i)

0375-T184-1900-2843

Account ID: 719134000854

Account # 0518

Account Status: Open N

Statement Balance:  $35.00 If you are the allocator for

Billing Cycle Close Date: 07/25/2019 m Ultlple CardhOIderS, yOU

Current Balance: $3,365.00 . .
Credit Limit $20,000.00 can switch accounts using
Available Credit: 5$16,635.00

this drop down list.

This information is updaied as of the previous business day and may not reflect pending
account activity
Last 10 Transactions Posted
Posting Date Merchant Amount
0822 MILHENCH INC $2,5675.13
0822 VWR INTERNATIONAL INC $176.51
0821 USA SCIENTIFIC, INC. $145.66
0819 MIDLAND SCIENTIFIC INC $355.06
0819 STOP & SHOP 0723 $8.45
0819 STOP & SHOP 0723 $81.57
0819 WAL-MART #3560 52262
0711 ACUMS $35.00
If the person that you
Welcome to Access Online KAYLA D, allocate for does not
Vour[astlogin s 0RZAE0S Language Selection: have any transactions in
American English v
g the current cycle, you

Message Center
Messaqge(s) from Access Online

will still see that they
have a $0.00 balance

Switch Account Qui

One Card 75 and the message “No
Account Name: KATHY S Account Activity Found”.
Account Unique ID: (i) 0375-7224-1900-8607 Manage Contact Information
Account 1D: 719224001403 Manage Email Nofifications
Account #: 3788 Run Transaction Detail Report
Account Status: Open View All Statements
<mnt Balance: <0.00 V?ew Last Cycle Trar?sactions
- . 000,00 View Open Transactions
Available Credit: 310,000.00

This informaticn is updated as of
account activity.

revious business day and may not reflect pending

Mo Account Activity Found
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Allocating for a Different Cardholder

Allocating charges for your assigned cardholder follows the same process
that the cardholder would follow.

Select Transaction Management

G B

ess” Online ChatWith Us  Log Out

Ebank

System Administration
Account Administration

ﬁelcome to Access Online KAYLA D

Transaation Management Your last login was 08/2572013 Language Selection:
Account Information
Feporrg
g;?;::;"gg Message Center
My Persanal Information Message(s) from Access Online
Home one Card Switch Account Quick Links
Email Center - 051‘?’ﬂ Manage Home Page Settings
Contact Us Account Name: KATHRYN KANTERMAN Account Alerts
Account Unique ID: (i) 0375-7184-1900-2843 Manage Contact Information
Training Account 1D: 719184000884 Manage Email Nofifications
Account # 0518 Run Transaction Detail Report
Account Status: Open View All Statements
View Last Cycle Transactions
Statement Balance: $35.00 View Open Transactions
Billing Cycle Close Date:  07/25/2019
Current Balance: $3,365.00
Credit Limit: $20,000.00
Available Credit: $16,635.00

This infermation is updated as of the previous business day and may not reflect pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
08/22 MILHENCH INC §2,575.13
08/22 VWR INTERNATIONAL INC $176.51
08121 USA SCIENTIFIC, INC. $145.66
0819 MIDLAND SCIENTIFIC INC $355.06
0819 STOP & SHOP 0723 $8.45
08/19 STOP & SHOP 0723 $8157

Transaction Management
Card Account Summary with Transaction List

= 3 i iz
Card Account ID: 719164000884

FTCard Account Summary Check the box next to the
Account Number. 0518 .

Account Name ° KATHRYN KANTERMAN tra nsactlon yOU Wwa nt to
Pk 05— allocate, and click Reallocate

[+] Search Criteria

1 ion List >

Reoorts 1-7 of

Check Al Shown | Uncheck A8 Shown

Select Status Approval Status Tran. Merchant Amount Detail ¢ Trans Unique ID Purchase ID - Attachment (i) Accounting Code (i)

Date

[m] 0er21 0822 508-095-2451, MA  $2,575.13 @ 03757184190028432019-08-2200002 194641 ] 10[5320400PURCHASING|61051[1

m] 08/20 08122 800-932-5000, PA $176.51 @ 03757184190028432019-08-2200001 RHYNE ] 1015320400PURCHASING|6105111

=] Pending 0819 08121 200-5228477, FL $145.66 @ 03757184190028432019-08-2100001 VCOB16KK/327675 G+ ] 10[5320400PURCHASING|61051[1].

(m] Pulled Back 08/17 0819 800-6425263, NE $355.06 @ 03757184190028432019-08-1900004 Rhyne o3 0 r URCHASING|61250[1|Labsupplies

o Pending 0816  08/13 OP & SHOP 0723 BRISTOL, RI $8.45 @ 03757184190028432019-08-1900003 085598 S Multiple

[m] Pending 2 STOP & SHOP 0723 BRISTOL, RI $8157 @ 03757184190028432019-08-1900002 050320 @ 0 10/5320400PURCHASING|61001[1]Massallocationexampie

[m] Pending WAL-MART #3560 FALL RIVER, MA $2262 () 03757184190028432019-08-1900001 0816193560 ns ] 10/5320400PURCHASING|61001|1|Massallocationexample
© Disputed G+ Reallocated Trans Detail Level [j Upload Attachments : Attachment
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Allocating for a Different Cardholder

Procedure is the same as for cardholders. Follow
detailed Transaction Management instruction above.

Complete all the fields with GL Fund, Unit Code, Object Code, Location & Business Purpose.

Alloc % (i) Accounting Code - Segment Name [Leng‘
FUND(z) UNIT CODE(ss) OBJECT CODE(s) LOCATION(1) BUSINESS PURPOSE(su)
0.00 % 10 Q 5320400 Q 61001 [+% 1 q, |Mass allocation example
q, Search
Total Allocated: 0.00 % Additional Allocation(s): 1 m
Save Allocations:

Click Save Allocations
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Approving Transactions: Final Approver

Cardholders allocate their transactions and approve them, indicating they are

ready for final approval. Approvers do the “Final Approval” of transactions.

Select Transaction Management

o . [
Bbank Access Online Chat With Us  Log Out

System Pdministation Welcome to Access Online KAYLA D.

Account Administration
Transaction Management Your last login was 08/27/2019 Language Selection:
Account Information

Reporting American English v
Dashboard
Message Center

angel
al Information Message(s) from Access Online

Home Quick Links

Email Center Manage Home Page Seﬁinqg
Contact Us

Training

Select Manager Approval Queue

o 3 B
(Ebank. Access Online Chat With Us  Log Out

PR Transaction Managemgnt

Account Administration

Transaction
Management
- Transaction List Transaction List

= Manager Approval Queus
- Manager Approval History View, review, allocatefrealloc;
Account Information
Reporting
Dashboard View Previous Cycle

Data Exchange Presents the Trans
My Personal Information

and add comments to transaction information.

ion list for the previous cycle.

Home View Pending T sactions
Presents the pghding transactions list.
Email Center
Contact Us Manager Approval Queue
Training View, approve, reject, and reallocate transactions in your approval queue.

Manager Approval History

View and pull back transactions previously approved by you.
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Approving Transactions: Final Approver

This transaction list looks very similar to the cardholders
transaction list, however, you can see that it is the Manager

Approval Queue in the top left corner.

Transaction Management
Manager Approval Queue

Trans List | 2Manager's Gueue |

‘Loaacions |

‘, Transaction Management

The following transactions are awaiting your approval. Filter the pending transactions

by using any of the search criteria.

Billing Cyele End Date: Approval Status: Transaction Amount:

[an ™ B ] L]
Cardholder Approver: Last Approver:

[ar V| [an V]

Pending Approver:

Display 25| Transactions per page

==

Please seledikine transactions you would like to approve, reject or reallocate
and click thefopropriate button. Note: Reallocation can only be done on the .
seectea ranRtons on s page. not gt all yansactons on al pages to change the allocation.
If you would il to view or modify specific transaction data, please elick on
the transactionW@approval status, date or accounting cade link

Approvers have the option

Select Appiflal Trans Merchant City/State Amount Deia Account Cardholder Last 2 Pending Attachment Accounting Code

Number Approver Approver Approver
MILHENGH INC 508-995-6451, MA 52,575, ® U518 Kanierman, Kathryn Kanterman, Kathryn & DAGWAN,KAYLA (] = 1016350100FAC MGT 16104011 anilorial-Willow}Hall
VWR INTERNATIONAL NG 800-932-5000, P2 S5t @ 0518 KANTERMAN, KATHRYN Kanlerman, Kathyn =+ DAGWAN,KAYLA (% 1 L FOUNDATION/MYSTICIE1060
USASCIENTIFIC. INC.  800-5228477, ] ® L0518 Kanterman, Kalhryn Kanterman, Kathryn & DAGWAN, KAYLA | % 12 LLFOUNDATION/MYSTICIE1060]

i Reallocated (jUpload = Attachment

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 Al s

Cardholder Approver: Last Approver:
&1 v| [l v

Pending Approver:
[An v

Display Transactions per page

If the list is very long, there are multiple

options for filtering the list.

The reset button
clears the search
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Approving Transactions: Final Approver

Select the transactions you want to approve and click Approve.

Merchant City/State
> MILHENCH INC 508-995-8451, MA
> VWE INTERNATIONAL INC  800-932-5000, PA
> b, USA SCIENTIFIC, INC. 800-5228477, FL

. @ Transfetail Level &+ Reallocated | Upload ¢ Attachment

| Uncheck All Shown

of 3
Approve m Reallocate Mass Reallocate

Select Approve one more time.

Transaction Management
Approve Transaction(s)

\FJ 3 Transaction(s) to Approve

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

0 l\want to forward these transaction(s) for further approval to:

lect Approver

= =
“\\

You also have the option to cancel the approval.




Approving Transactions: Final Approver

You will be returned to the Manager Approval Queue.

Transactions

Transaction Management
Manager Approval Queue

©® Request has been successfully completed.

Pending Approver:

a

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:

CI—
Cardholder Approver: Last Approver:

Display Transactions per page

Select Approval
Status

Trans Merchant City/State Amount Detail *
Date

Account Cardholder Last

Number Approver

No transactions were found. Please change the search criteria and search again.

Approver

=

Pending Attachment Accounting Code
Approver

The transactions no longer appear in the queue. There are

no further actions.
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