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Comments

The screens and functions that are accessible to you are based on your assigned entitlement. You may not have access to all
screens or functions listed in this document.

Within US Bank AccessOnline, click on the links in the left column blue navigation bar or on links displayed on screens to
navigate between sections and screens. Do not use your browser’s back/forward buttons to navigate.

US Bank recommends using the Internet Explorer browser to access US Bank’s AccessOnline.
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* View complete card account numbers. The complete card account number displays for completed cardholder setup
requests (requests for new accounts).

* View the account status. You can view the type of action performed for a new or changed account, the date and time the
action was started and the date and the account was last updated.

» Delete pending account requests. To delete a pending account request, check the box in the Delete Request column and
click the Delete Request button at the bottom of the screen.

* View Request Status details. Click on the link in the Request Status column to view more details. When you click on the
Request Status column link, the Account Request Details screen displays with additional information (Bank, Agent, Company,
Division, Department numbers, the Request Status, and the Task Status).

Note 1: There may be multiple pages of requests. To move to another page, click on the page number link at the top or bottom of
the screen.

Note 2: You can resort the information by clicking on one of the following title links: Request Type, Start Date, Account Name, Last
Update, or Update Method.

Note 3: Account requests display on the Request Status Queue for 30 to 45 days.
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Active Work Queue
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* View the list of unfinished accounts. The list includes account setups and maintenance.
 Select unfinished tasks. Click on the Task column link to select the unfinished account and to continue work.

 Correctrejected accounts. If the listed task is “Reject-Demographics” (or “reject” with another screen name), the reason the

task was rejected displays on the Demographics screen (or other screen). Review the reject reason and make the appropriate
changes.

Note: Before you begin any setup work, check your active work queue and take care of tasks that are waiting for you to complete.

Note: You can resort the information by clicking on one of the following title links: Task, Request Type, Product, Account Name, or
Start Date.
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System Administration
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The State of Alaska is not currently using the System Administration modules.
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Account Administration
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From the Account Administration screen you can click on links to:
» Create new cardholder accounts

e Maintain cardholder accounts

* Unlock cardholder accounts
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Account Administration, Create New Cardholder Account, Setup Demographics,
Part |

Cardholder Account
S#tup Demegraphics
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Last Name: Enter the legal name from LDAP. This is a required field, field length = 17 characters.
First Name: Enter the legal name from LDAP. This is a required field, field length = 12 characters.
MI: This is not a required field, field length = 1 character.

SSN: Enter the employee number from LDAP with 3 leading zeros. This is a required field, field length = 9 numbers. For
example, 000123456. Do not enter the employee’s social security number.

Note 1: To locate the LDAP ID record that contains the legal name and employee number, refer to Legal Name / Employee #
Lookup Procedure in LDAP posted on the web at
http://doa.alaska.gov/dof/help/resource/LDAP_Name Lookup procedures.pdf.

Note 2: For board members or other non-employees, enter 0008888XX where XX = the department number. For example,
000888802 for the Department of Administration. If your agency assigns each board/commission group a unique number,
enter 88XXNN where XX = the department number and NN = the sequential number assigned to the board or commission.

Note 3: For new employees who have not yet been issued an employee number, enter 0009999xx where XX = the department
number. When the employee is assigned an actual employee number, change 0009999xx to the actual employee number.
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Account Administration, Create New Cardholder Account, Setup Demographics,
Part I

Fave & Continue File For Later Cancel Setup

* Date of Birth: Leave blank.
 Optional 1 and 2: Leave blank.

» Address 1: Enter the first line of the address. This is a required field, field length = 36 characters. Do not enter the department
name as the embossing line (department name) prints on the statements. Do not use punctuation. For example, Administrative
Services Division or 900 W 51" Ave STE 525.

- Address 2: This field is not required, field length = 35 characters. Do not use punctuation. For example, 550 W 7t Ave STE 1.
o City: Enter the name of the city. This is a required field, field length = 25 characters.

» State: Select the state from the drop down box. This is a required field..

e Zip: Enter the 5-digit zip code. This is a required field, field length = 9 numbers. Can add +4 numbers.

e Country: Select United States from the drop down box. This is a required field.
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Account Administration, Create New Cardholder Account, Setup Demographics,
Part Il

Work Phone:*  Hore Phone:

Altethate Fhone; Fax

Email Address

Demographics Comiments:

Note: the maximum armount of characters allowed is 254
Character count=0

Save & Continue File For Later

Work Phone: Enter the cardholder's work phone number. This is a required field, field length = 10 numbers. Do not use
dashes. For example, 9074652299.

Home Phone: Leave blank.

Alternate Phone: Leave blank.

Fax: Leave blank.

Email Address: Enter the cardholder’s state email address.

Demographics Comments: If desired, enter relevant information for this cardholder setup. This field is not required, field
length = 254 characters. This field can be viewed by anyone accessing the account. Commonly entered comments include
type of card (travel, purchasing, dual), name of person authorizing the card request with the request date, name of final reviewer
and the date the card request was sent to the reviewer, date the account was changed with the type of change (address, phone

number), reason for closure of account with date (resignation, transfer, retirement), and type of request with date (add card,
change address).

When you have completed entering information, press one of the buttons at the bottom of the screen:

Save & Continue — Allows you to continue setting up the account by moving you to the next setup screen. If you made errors
entering information in fields, online edits direct you to correct or review the fields before you can move to the next screen.

File For Later — Allows you to finish the account setup later. You can locate and select the account using the Active Work
Queue.

Cancel Setup — Allows you to not save the entered information if you decide that you don’t want to set up the account.
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Account Administration, Create New Cardholder Account, Setup Account Information,
Part |

State of Alaska

Cardholder Account
Setup Account Information

spmographicy =% Account iformation =

 Agent: Enter the agent number. This is a required field, field length = 4 numbers. Identifies the type of account. Each
department has been assigned 2 or 3 agent numbers. One agent number is assigned to standard card accounts, one agent

number is assigned to CTS accounts, and for the Departments of Public Safety and Revenue, one agent number is assigned to
generic card accounts.

« Comp: Enter the company number. This is a required field, field length = 5 numbers. Identifies the managing account to which
this card account points.

» Div: Leave blank. This field is not recommended, field length = 5 numbers. The field is used for additional reporting breakouts

but there are no edits during data entry. If an incorrect number is entered, reporting information will be incorrect. The field is not
imported into AutoPay.

» Dept: Leave blank. This field is not recommended, field length = 4 numbers. The field is used for additional reporting breakouts

but there are are no edits during data entry. If an incorrect number is entered, reporting information will be incorrect. This field
is not imported into AutoPay.

If you do not know the agent or company number, click on the Search for Position link to display agent and company numbers you
are authorized to select. Refer to slide 13.

* When you have completed entering information, you must press Save & Continue or Cancel Setup.
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Account Administration, Create New Cardholder Account, Setup Account Information,

Cardholder Accounts
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Hierarchy Level: In the drop down box, select the hierarchy level you are searching for. The Hierarchy Level drop down box
allows you to search by Agent, Company, Division or Department.

Bank/Agent/Company/Division/Department:

— Agent: If you are looking for an agent number, select Agent from the drop down Hierarchy Level box and leave the
Agent/Company/Division/Department boxes blank.

— Company: If you are looking for a company number, select Company from the drop down Hierarchy Level box, enter
the Agent number in the Agent box and leave the Company/Division/Department boxes blank.

Click on the Search button to display a list of numbers that match your search criteria.
Review the list of displayed Bank/Agent or Bank/Agent/Company numbers.
To select a Bank/Agent or Bank/Agent/Company number, click on the option button in front of the appropriate number.

At the bottom of the page, click on the Select Position button to add the numbers and navigate to the next Setup Account
Information screen.

Note: The list may display on multiple pages. Select the page number at the top of the list to move to another page with more

records.
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Account Administration, Create New Cardholder Account, Setup Account Information,
Part Il
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* Organization Name: This field is embossed on the card. The field is required by the State, defaults from the system, field
length = 21 characters. The standard is the department name. Do not change the field default value.

« Temp Auth Start Date and End Date: These fields are not required. Can be used to set up seasonal or temporary cards. The
account exists before and after the temporary authorization dates, but can only be used during the authorization period. The
fields control the first and last date the card can be used for purchases. We recommend that you enter the end date at the
same time you enter the start date.
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Account Administration, Create New Cardholder Account, Setup Account Information,
Part Ill

Plastic Yes, without pin v
Alternate Address 1

Alternate Address 2

Alternate City:

Alternate State/Frovince v

Alternate Country: ~
Alternate Zip/Postal Code:

Reporting Level

Ll 1 Lvl 2 Ll 3 Ll 4 Ll &: Lvl 6: Ll 7:
12758

Account Infermation Comments:

Note: the maximum amount of characters allowed is 264
Character count=0

» Plastic: Determines if a plastic card is issued for the cardholder account. Always select either “Yes, with PIN” if the cardholder
account has cash withdrawal privileges or “Yes, without PIN” if the cardholder account does not have cash withdrawal privileges.

» Alternate Address 1, 2, City, State, Country, Zip/Postal Code: Type in the address where the card and PIN needs to be
delivered if different than the one entered on the Demographic screen where the statements are delivered.

* Reporting Level 1-7: Leave blank.

» Account Information Comments: If desired, enter relevant information for this cardholder setup. This field is not required, field
length = 254 characters. This field can be viewed by anyone accessing the account. Commonly entered comments include
type of card with MCC group (travel card AK953), account status with date (account closed, changed to dual card AK999) dual
limits (AK 953 $5000 / AK954 $5000).

* When you have completed entering information, you must press Save & Continue, File For Later, or Cancel Setup.
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Account Administration, Create New Cardholder Account, Setup Default Accounting
Code
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The State of Alaska is not currently using the Accounting Code modules. Leave all fields blank.
 Press Save & Continue, File For Later, or Cancel Setup.
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Account Administration, Create New Cardholder Account, Setup Authorization Limits,
Part |

State of Alaska

Cardholder Account
Setup Authorizatien Limits
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» Credit Limit: Enter the monthly credit limit. This is a required field, field length = 6 numbers. Do not use punctuation or
symbols. For example, $3,500 is entered as 3500.

« Single Purchase Limit: Enter the single purchase limit. This is not a required field, field length = 14 numbers. Do not use
punctuation or symbols. For example, $1,000 is entered as 1000. If you do not enter a single purchase limit, you need to check
the Refer to Managing Account, Single Purchase Limit check box.

* 9% Cash: If the cardholder account has access to cash withdrawal, enter a % of the Credit Limit field. This is a required field for
cash option, field length = 3 numbers. Use leading zeros and do not use % sign. For example, 20% is entered as 020.

 Merchant Authorization Controls: Check the box if you want the cardholder account to inherit the MCC group from the
associated managing account. (If you want to add MCC controls directly on this account, refer to slide 18, Add a control.)

* Velocity Limits: Do not check the box. The State does not use velocity limits.

» Single Purchase Limit: Check the box if you want the cardholder account to inherit the single purchase limit from the
associated managing account. If you check this box, leave the Single Purchase Limit field listed above blank.

Note: By checking one or more of the boxes, you can allow the cardholder account to inherit the limits from the associated
managing account. For example, if your managing account is set up with the MCC group 999, you can check the Merchant
Authorization Controls box to have your cardholder account inherit MCC group 999. To view the managing account controls,
refer to slide 36.
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Account Administration, Create New Cardholder Account, Setup Authorization Limits,
Part I

Merchant Authorization Controls
Add a Control

Control Authorization Action Single Purchase Limit Type Action
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Authorization Limits Comiments:

Note: the maximum amaount of characters allowed is 254,
Character caunt=10
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« Add acontrol:

(1) If your agency has MAC (Merchant Authorization Controls) authority and you did not check the Refer to Managing
Account, Merchant Authorization controls box, enter the desired MCC group control(s). For information on how to add
merchant authorization controls, refer to the AccessOnline Merchants Authorization Controls procedure at
http://fin.admin.state.ak.us/dof/usbank _oca/usbank_prinfo.jsp.

(2) If your agency does not have MAC authority and you did not check the Refer to Managing Account, Merchant
Authorization controls box, contact the US Bank Account Coordinator to add the desired MCC group control(s). To
access US Bank contact information, go to http://fin.admin.state.ak.us/dof/usbank_oca/resource/pr_contact.pdf

« Authorization Limits Comments: If desired, enter relevant information for this cardholder setup. This field is not required, field
length = 254 characters. This field can be viewed by anyone accessing the account. Commonly entered comments include
temporary and permanent increases to limits or MCC groups (monthly limit increase per ABC 07/01/08), (travel card AK 953
upgrade to dual card SPL AK953 $5000 / AK954 $1000), (07/01/08 temp SPL increase to $5000 to meet hotel chrgs).

* Press Save & Continue, File For Later, or Cancel Setup.
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Account Administration, Maintain Cardholder Account, Search & Select an Account

State of Alaska
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Enter information in one of the following fields for cardholder accounts or for managing accounts:

07/09

Account Number or Managing Account Number: Enter the 16 digit account number.

Last Name/First Name or Managing Account Name: Enter a full name to display the specified account or enter a full or
partial last name/account name to display a list of accounts from which you can select the desired account. You can enter the
“%” sign alone to display all accounts that you are authorized to view or use the % sign as a wildcard for a partial name search.

Social Security Number: Enter the employee ID number with three leading zeros for the desired account.
Company Number: Enter the Company number to view managing account numbers that you are authorized to view.
Click on the Search button to display the accounts that match your search criteria.
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Account Administration, Maintain Cardholder Account, Summary and Tasks
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Select one of the task links to move to the screen you need to maintain.
« Demographic Information: Use to maintain the employee number, address, and contact information.

« Account Information: Use to change the account status (open, T9 - Terminated, V9 - Voluntarily Closed), change the
hierarchy position (takes effect at the beginning of the new billing cycle), and to maintain the temporary authorization date fields
and alternate address.

» Default Accounting Code: Do not select. The State does not use the accounting code modules.
e Authorization Limits: Use to maintain limits.

Note 1: Refer to the “Create New Cardholder Accounts” slides 9 through 18 to view the screens/fields and review information on
data entry requirements.

Note 2: To change a Central Travel System (CTS) or Managing account, contact the US Bank Account Coordinator. To access
US Bank contact information, go to http://doa.alaska.gov/dof/charge cards/dof contact.html .

Note 3: To change a cardholder's name on a card account, contact the US Bank Account Coordinator.
Note 4: Select Switch Accounts at any time to search for a new account.
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Account Administration, Unlock Cardholder Account
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Use the unlock feature to reset a cardholder’s account if the cardholder is locked out during online registration.

* Click in the box before the account you want to unlock.
* Press the Unlock Account button at the bottom of the screen.
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Transaction Management
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From the Transaction Management screen you can click on the link to the Transaction List. The transaction list contains activity for

the current (open) billing cycle and the previous seven billing cycles.
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Transaction Management, Transaction List, Search & Select an Account

State of Alagka State of Alagka

U.S. Bank Access” Online
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Enter information in one of the following fields for cardholder accounts or for managing accounts:
. Account Number or Managing Account Number: Enter the 16 digit account number.

. Last Name/First Name or Managing Account Name: Enter a full name to display the specified account or enter a full or
partial last name/account name to display a list of accounts from which you can select the desired account. You can enter the
“%” sign alone to display all accounts that you are authorized to view or use the % sign as a wildcard for a partial name
search.

. Social Security Number: Enter the employee ID number with three leading zeros for the desired account.
. Company Number: Enter the Company number to view managing account numbers that you are authorized to view.
. Click on the Search button to display the accounts that match your search criteria.
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Transaction Management, Transaction List, Card Account Summary with Transaction
List, Part |
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D . -
————

e [Obrzsizo0s (TN
118190

0 ]
no% oo

Transaction Amoun i Purchasa 1D

Dizpuled Tranzaclions. Reallocaled Tranzaclions.

Card Account Summary

. Billing Cycle Close Date: From the drop down box, select All, Open, or one of six billing cycle close dates. The
transactions for the selected category displays under the Transaction List section at the bottom of the page.

Search Criteria— Basic Search: Click on the Search Criteria [+] sign to display available search criteria.

. Transaction Amount: From the drop down box, select All, = (equal to), <= (less than or equal to), or >= (greater than or equal
to) and enter the desired transaction amount.

. Purchase ID: Enter the purchase ID.

. Disputed Transactions: Leave the field blank to search for all transactions, or from the drop down box select Disputed or Not
Disputed.

. Reallocated Transactions: Leave the field blank as the State does not use the reallocation modules.
. Display: From the drop down box, select 25, 50, 100, or 200 to change the number of transactions displayed per page.

. Click on the Search button to display the transactions that match your search criteria or click on the Reset & Search with
Defaults button to reset the search criteria fields with the default values.
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Transaction Management, Transaction List, Card Account Summary with Transaction

List, Part Il

Basic Search

"] Search Criteria

Display |25 w | Transaclions per page

Resed & Search with Defaulis

[-1 Transaction List Batum s tap.

0619 022  AGENT FEE 8808101544319 STATE OF ALAS, AK #13.00 B &
O 0619 0822  MNWAAIR 0127538105062 JUNEALL AK $1,168.90 LT a8

Bispated (& Maaliocsted (&) @ Trans betsll Laval Gy Fotncted @ Fesmacstion Loses

Advanced Search

(-] Search Criteria Batuin 3 85p

woae v (nieons B w oo |[EH
Pusthas D

Disputed Transactions:  Reallocated Transachons:

Display |25 | Transachons perpage

L Search M Rueset & Search with Defaults

(-1 Transaction List Ao e e

Delsil € Purchaseld %

0613 DEDZ? $1300
0 UENY 06REZ NWAAIR 0127538105082 JUNEAL), AE $1,168.490 W e a

AGENT FEE 208101544319 STATE OF ALAR Ak

D Tiar Boted Lavel (E# Extucted @) Realocation Lidhed

Search Criteria — Advanced Search

Click on the Advanced Search button to display additional search criteria fields. Note: From the Advanced Search screen, the
Billing Cycle Close Date drop down box contains All, Open, and seven billing cycle close dates.

. Leave the default setting of Transaction Date or from the drop down box click on Posting Date.
. Dates: Click on the calendar icons to select a transaction or posting begin date and end date. You can only select dates that

are underlined.

. Transaction Amount: From the drop down box, select All, Exact, Range, <= (less than or equal to), or >= (greater than or
equal to). If you select Exact, <=, or >=, enter the desired transaction amount in the first $ field. If you select Range, enter a

transaction amount in the first and second $ fields.

. Merchant Name: Enter a merchant name or partial merchant name for the merchant records you want to view.

Transaction List

. Do not check the Select boxes. The State does not use the reallocation functions.
. Do not click the Reallocate or Mass Reallocate buttons. The State does not use the reallocation functions.

Note: To move to another screen, click on a link in the left column blue navigation bar.
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Data Exchange

-~
@bank # Close Window
o)
Data Exchange
Download File
T
Size [B] Date Dalate
I535 ThuApe09051330 COT 2009 Dalate File
2087252 Thu Ape 09043500 COT 20028 Delebe Fily
0 Thu Ape 09 043871 COT 2008 Dplate Eie
I 43 AM CDT S185 WedApr08 052143 COT 2000 Delate File
4800442 Wed Apr 08 05:00:39 CDT 2009 Delate File
THETTE0 Ve Apr 08 04.29.08 COT 2000 [
0 WG ADr D8 0477811 COT 2008
9 03 09 00 PMm COT $165 Tue Apr07 15:06:00 COT 2009
5929342 Tuwe Apr 07 04.54.20 COT 2009 [ File
CIYGF40701 32309749 047 S4THBSE Tise Ape 0T D8 5307 COT 7009 Delene e
OALSKACARETM 04 06 03 05 13 I3 aM COT 185 Man Apr 06 051377 COT 2008 [alote Fie
[ 3006 0 Mon Age 06 02:39:00 COT 2009 Qalate File
Oye 2096 3262550 Mon Apr 06 03:34.39 COT 2008 Dlet
y 1956167 Bun AprO5 1173617 COT 2008 Delete File
Ow 0 SunApros 113527 COT 2008 Dalate Fie
CWCFA0T01 33309748 034 1404070 GatAps 04 0424°57 COT 2009  Dalats Filg
OVCF40TZETHI55045 004 423ITEY BalApe 04 042253 COT 2009 Dulobe Fily
IR TN 1609 FriApr03 0573579 COT 2008 Delete e
ClALSKACAR FTM 04 03 08 05 11 47 AM CDT 3660 FriApro3 05:11:47 COT 2008 Jalate File R

Data Exchange displays scheduled reports that you can download.

 Download: Right-click on the file name and select Save Target As... or Save Link As....
* Open: Click on the file name.

» Delete: Click on the Delete File link.

» Sort: Click on the appropriate column header - File Name, Size, or Date.

To return to other AccessOnline selections, click on the Close Window link at the top right corner of the screen.
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Account Information

U.S. Bank Access” Online

Hequest Stalus Queue
Active Work Queue:
System Administralion
Accourt Administration
Transaction Management
Data Exchange JHarement

i Wiew arcount sistemnent(s)

= Cargnolder Accoynt Satarean
= Mani n

Account Information

My Perscnal Information -

= Wansaing
= Diversion Account Frofla

Statement
* Click on the Cardholder Account Statement link to view online statements for cardholder and CTS accounts.
« Click on the Managing Account Statement link to view online statements for managing accounts.

Note: Online statements display for the previous three billing cycles.

Account Profile

» Click on the Cardholder Account Profile link to view cardholder account information including demographics, status, hierarchy,
limits, MCC group, and financial history.

« Click on the Managing Account Profile link to view managing account information including demographics, status, hierarchy,
limits, MCC group, and financial history.

Note: The State of Alaska is not currently using diversion accounts.
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Account Information, Search & Select an Account, Part |

U.S. Bank Access” Online

Request Slatus Queue
AotV een chhas Managing Account Statement
Search & Select a Managing Account

Cardholder Account Statement
Search & Select an Account

Witw Diversion Accound | Yiee Managing Account Winw Ciardbolder Acconant | Wi Diviersion Account

Managing Account Search

Srarch Tor a Managing Aceaunt by Managing Accourt Hurbier, Mame, o Carpany Mumber

Cardholder Account Search

Saarch 10r an account by Cardhalder Accaunt Number, Marme, or Social Secunty NurBes You can 3150 find a
i aant bry first Seaeching for & Managing Account

ciardk

Managing Account Nurmber
ALount Humber:

Wariging Acound Mami
Home: Lasst Narne: for Viehiche Namie)  First Marne Home: oR

Contact Us oR Contoct Us
Lagt Hame; First Mame:

Soclal Security Number: oR

Cormpany Number
oRr

Enter information in one of the following fields:

Account Number or Managing Account Number: Enter the 16 digit account number.

Last Name/First Name or Managing Account Name: Enter a full name to display the specified account or enter a full or
partial last name/managing account name to display a list of accounts from which you can select the desired account. You can
enter the “%” sign alone to display all accounts that you are authorized to view or use the % sign as a wildcard for a partial
name search.

Social Security Number: Enter the employee ID number with three leading zeros for the desired account.
Company Number: Enter the Company Number to view all account numbers that you are authorized to view.
Click on the Search button to display the accounts that match your search criteria.
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Account Information, Search & Select an Account, Part Il

Transaction Management
Data Cxchange

Homa
Contact Us

Cardholder Account Statement

Search & Select an Account

Wgw Diversion Account | View Manaaing Account

Cardholder Account Search

Search o an Becount by Cardholder Account Mumber, Mame, of Soclal Secunty Mumber. You can alzo find &
cardholder aceount by first Gaarchinag for 3 Manaaing Accaun

Auzconnt Hurribar

Last Mame (or'Venicle Mama):  First Hame:

R |doa
Bocial Brecwity Number
om
1058 e
TETS
Account Number  Accaunt Status Status Description
DA~ CTS DOACTS ADGCC AR "t -0PEN
10A- CTE DOACTE ADGCC CAR T "*.0OPEN
D - CTS DA CTS ADGCC LOS A =" -0PEN
10A- CTE DOACTE APOC L] "*.0OPEN
JOA- TS DOACTSAPOC CARRNTL 4R "TOPEN
10A- CTE DOACTE APOC LDG "*.0OPEN
LUA-CT LUACTS COMM CAR N1, SUSpSeswey —oUPEN

N -
* Log Out

« If multiple accounts display, click on the link in the Product Name field for the desired account to display the Account Statement

or the Account Summary screen.

Note: If your search criteria produced a list of accounts longer than one page, links to other pages display at the top and bottom of
the displayed accounts. Click a page number to display that page with the list of accounts.
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Account Information, Account Statement

o o b ot 53

Hequest Stalus Queue
Work Queur

Account Information

Cardholder Account Statement

| s - oA T T Az

View Statement

Towiew a slaternent, selact a cycle and click the "View Statlement bution. Please note: The staternant cannot
Be usad for remittance of payment, itis for display purposes only.

Setect Billing Cyrle

View Sratement

Pay Electranically

To pay the current bakance or sel

oree & P M. Crrntral lirre will by
15 PM. Central time will be

» Click on the Select Billing Cycle drop down box to display and select up to three billing cycle end dates.
» Click on the View Statement button to display the statement in PDF format.

Note 1: If an account did not have activity in the billing statement period, a billing statement was not generated and the billing cycle
end date for that statement does not display.

Note 2: Do not click on the Pay Electronically button. All charges are paid when the transactions are imported into AutoPay.
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Account Information, Account Profile, Account Summary

State of Alaska

Cardhoelder Account Profile
Account Summary

Managing Account Profile
Account Summary

XL Tetich ]
[ Maraging ioosunt Humber: SENENESINNNNNP [ 0/, OF FURCHAZING Sveneh fgsou s
nilents:
Select an Rem bebow o Vew its contents. You can slzo Yew 3 Cardholder Azcount or
R 1 9 Buthorization Lieds 19w 3 [r0r510n ALCOus
My Personal information Wigw aLcOunt name, address, and contact e autharization limit information such as Credit
infarmition Limit, Bingle Purchase Limil, and Available Crodit
L irdormia
ALCOUNt Infgmation Arcount Authosizations
Wiew other account infarmation such a3 Account ‘Wiew Account Authorization information such as
Status, Hierarchy Posfiion, Cycle Day, and Open Date.  Request Type, Request Source, MCC, and Avcount Irfoernstion Authorization Limits
Transacbon Amount Vigw giher account infarmation such as Atcount igw authonzabon limt mformation such as Cradit

Status, Hierarchy Fosion, Crele Day, and Opan Date.  Limit, Single Purchase Lim, and Available Credit

Ascount History

Request Type  Update Method Last Updated

Setup Manual VAMEI0T T AL05
Manual OR/26/2008 023216

113072007 22:41:41
il D&FFEZO0B 033316

« Demographic Information: Select to view account name, address and contact information.

» Account Information: Select to view account status, hierarchy and open date.

» Default Accounting Code: Not used by the State.

* Extract Information: Not used by the State.

» Authorization Limits: Select to view authorization limits and merchant authorization controls (MCC Groups).

» Account Authorizations: Select to view transaction amount, MCC and authorization time/response for recent transactions.
* Financial History: Select to view the account history and analysis.

07/09 31



Account Information, Account Profile, Demographic Information

Cardholder Account Profile
Demographic Infermation

[ Sard Aecourt Humper: === R DOV CT5 FINANCE ‘Swellch Acgeunts
Hame
Nane: DDA CTE FINSNCE CTS FINANCE
Wy Personal Information T AR E)
Optianal 1:
Dol 2:
Address
Home Address 1 ATTN AMANDA YWEBH
Contact Us Addiess % PO BOX 110204

Cinn JUNEAL AK 990110204
State Province: Al

Zip Postol Code: 29011-0204

Coumtry: Uniiteed Stabes

Contact Infermation

Work Phone: BOT-AGS-TI4T
Hema Phone:

Amernate Phote:

Faez 999-999-9999

Denograplics Comments:

=< Back to Cargholdar Account Surmman w

* View name, address and contact information.
» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Hequest Stalus Queue
Active Work Queue
System Administralion
Accourt Administration
Transaction Management
Data Exchange
Account Information
Statement

Reporting
My Perscnal Information

Homa
Contact Us

Account Information, Account Profile, Account Information

Cardholder Account Profile E

Account Infarmation

| -0 TG AR

esiich Accourds |

Avcomnt Skl " OFEN

Hi#rarchy Fosition

Bank Agenl Company Division Depariment
3757 3708 13757 00000 0000

Organization Name

Aceount Infarmation

Mastagitng Arcommt: ———
Cyele Day: 25
Explration Date: 0112011
Open Date: 12007
Teanie Autlh Stait Date:

Teanp Auth Erd Dite:

Heeds Acthvation? N

Curredn Balance: 0.00

Past Due Balance: 0.00
Plastic: N

Checks: N
Tebrcom: L

Teehecom Statis:

Payinent Method Code:

Payrent Method Description: «“MNong»

E Payinent Recuriig Payimednt Stamis:

Home
Contact Us

2rganization Hame

Account Infarmation

Matiagite oot Raaasa ol
Cycle Lay: 5
Expisation Date: o0
Open Date: 12marz007
Temnp Auth Star Dare:

Temnp Auth End Date:

Heeds Activation? L]

Current Balance: o0

Past Due Balance: ann
Pastic: N

Checks: ]
Tetecom: ]

Talacom Status:

=Monis
g Pagrent Status:

Reporting Level

12757 00000 00000 00000 00000 00000 00000

Accomnt ifarmation Comments:

<« Packto Cardholder Account Summan

* View agent/company numbers, expiration date, open date, activation status, current balance etc.
» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Account Information, Account Profile, Default Accounting Code

o o b ot 53

Hequest Stalus Queue
Work Queur

Cardholder Account Profile

Detault Accounting Code

Default Accounting Code

Reporting
My Perscnal Information

Segment Name (Lendgth)

CEFALLT (140)

Detanin Aceoumting Codde Comaneims:

== Dack o Cardholder Accoun] Surnemian

The State of Alaska is not currently using the Accounting Code modules.
. Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Account Information, Account Profile, Extract Information

U.S. Bank Access” Online

Request Status Queue
:;"‘“"“‘"' L Managing Account Profile
Extract Information

| Marsing Acocunt Humber: SRS [0\ [OF FURCKASING DOF PURCHASING ‘Sostah Agsourts |

Electronic Dara Interchange (EDI) Routing Number

sond  Typa

Credit Irvolce
Obligation

Cost Transfar

Contact Us

Exitract Mifogmation Commants:

=< Back i Manaaing Accoynt Summars

The State of Alaska is not currently using the Extract Information modules.
. Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Account Information, Account Profile, Authorization Limits

Ouarterly Transaction: o z
“rearty Dollar: 0.00 112666
e by Transac tioa 0 2

Custom Velocity Limits

Limi Totad

Other Dol o.oo u.oo

Hequest Status Queue Other Transaction: 0 o
e

Work Cue

Cardholder Account Profile
Authorization Limits Retresh Fram Date:
Refresh To Date:
[t e S T0A 15 TTHANCT T Ao Doy i Reefresh Cycle:
Refer Ta Managing Accoumt
Herchant Autlvorization

Authorization Limits

. - Controls: ¥
Credit Lt 100,000 00

Reporting g

My Persenal information  [ELLCATEEL T 100,000.00 Refer To Managig Accoumt
fosallabie Cred: 100,000.00 Velochy Limita: ¥
Fiscal First Monithe 1 Refer To Managing Accou it .

Standard Velocity Limits

Merchant Autherization Controls

Limit Tatal
Dhaily Thallar : onn nnn
Daily Transaction: 0 u Control  Authrization Action  Single Purchase Limit  Type  Action
Cycle Dollar: w00 112666 D —
Cyele Transaction: o z
Morthily Dodlar: 0.00 142656 Banlorization Limits Comments:

e 0 2

onn 1,176 Bf
s T o ] 2 == Dack o Cardholder Accoun] Surnemany
early Dollar o.oo 112666
Yearly Transaction: ] 2
custem Velocity Limits -

* View authorization limits.

* The State does not use Standard Velocity Limits.

* View “Refer to Managing Account” controls and limits indicators.

* View Merchant Authorization Controls if the account does not refer to managing account controls.

» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.

Note: When you access the Account Profile screen for a managing account, you can view the Merchant Authorization Controls
(MCC Groups) for the managing account that can be inherited by the cardholder account. Refer to slide 17.
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Account Information, Account Profile, Account Authorizations, Part |

Cardholder Account Profile

Account Authorizations

Reporting
My Perscnal Information

MCC Description
OFNFZ009 0518 FMET  Declinnd trun ATM Cash Adv 4300 BT FINANCIL INSTITUTIONS AL
03NTIZ009 QF0APMET D trug  ATM Cash Ady $41.50 6011 FINANCIAL INSTITUTIONS-AL
072008 0508 PMET Declined frue ATM Cash Adv £4150 BDTE FINANCIAL INETITUTIONS-AL |

* View recent transaction authorization data.
» Click on the Auth Time link for a declined transaction to display decline information. Refer to slide 38.

» Click on the column header link to resort transactions by Auth Date, Auth Time, Response, Type of Request, MCC, or MCC
Description.

» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Account Information, Account Profile, Account Authorizations,

Hequest Stalus Queue
Active Work Queue
System Administralion
Accourt Administration
Transaction Management

Cardholder Account Profile

Account Authorizations

[ e e e — e et

M ——

Auth Dawe: 0372009 Aamh Number: true MCC: 8011

Auth Tinee: 0510 PMET - Type of Request: ATM Cash Adv  MCC Description: FINANCIAL INSTITLITIONG-AU
Response: Dieclined Transaction Ameunt: £43 00

Reporting
My Perscnal Information

(Dt | Accomnt | Werchoet | pamert | Drvmrsion | proces |

The Requestwas declined due 1o 0040 Mot enough availsble money
Homa The Requestwaz declined at the INDDUAL
Cantact Us Tha vesacity fype Tor e dacling was NOT DECUNED FOR VELDCITY
The fallerwirig sixsasans would alse hivas declined S requist

1. 0048 Not enough aailiable money

== Back o Account Authorizations Lisd

* On the Decline tab, view the reason the transaction was declined.
* On the Account tab, view the account limits and available balance.

Feques] Slaius Queus
Acthve Work Queus
System Administration
Account Administration
Transaction Management

Account information
Statement

Raporting

My Parscnal Imformation

Home
Conlact Us

Part Il

Cardholder Account Profile
Account Authonizations

-~
* Log Out

[onrd dccvume pumes e —

Ha v

Aot Date; U300 702008 Asth Numdver: tue
A Tiwe: 0515 FMET - Typee of Request:
Responge: Declined Transaction Ao $43.00

Orecine | Accound | Merchant | Parert | Dtvwersion | Proceas

Mo
ATHM Cash Adv MCC Description: FINANCIAL INSTITUTIONS-AU

elih Asreunts |

w011

Bank Nbr 3757 Card Nor ETSEG_—— 1A 12441
Agenl Bank: 2B87 Billing Ty Cosporal Plastic I

Eapiralion Ditess: Requesting Gand 11001 Prisvi

~==» Indhidual Level Avallable: Money §3,430.68 Cash $30.50
Credd Rabng: Limit $5,000.00 Qutstanding Auths $0.00

Account SPL wars Vierified Visdocities wiene Visrified onby
Vislocity Accumulations Nbe Amount

Cyrle 21 $1.530062

Monthey 21 $1,530.62

Quarterty 23 §1,708.9%

Yearly 23 §1,708.55

MGG GIOup PIOcessing was not peroermed

Log Accurmuliators: Nbr Amount

Purchase 0 $0.00

Caszh 0 $0.00

ATM 0 50.00

MOTO 0 $0.00

E-Commeres 0 §000

Duclines 3 126 00

Referals 0 $0.00

Excessive 0 §0.00

Bad PiNe 0

tal ol Buaiiable Mnn a0 GUS S Sash g1y

0000 Currend 1101
Expiration Cdit Pagsed Cand was not tranzlated Range Limiwas Verfed

Fngle Purchase Limit $2.50000 Account Fatus Approval [0000)

* The Merchant, Parent, and Process tabs are available for viewing, but do not contain helpful information for most users.
* The Diversion tab does not contain information as the State does not use diversion accounts.

* Click on the Back to Account Authorizations List link to return to the Account Authorizations screen.
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Account Information, Account Profile, Financial History, Part |

Cardholder Account Profile &

Financial Histery

Ac
Transaction Management

Data Cxchange | e R OO CTE FINANCE ‘Sestich Aoseurds |

" 12 Morth Hestory |7 Year Fistory Anatysis | 7 Yew History

2] The 12 Month Higtory Includes sccurnulabed aceound Information for 1 2 previows billing eyeles. Each page
My Personal Information Includes four billing cycles of history.

Pagie 11213

1 0 L] o 0

$112666 000 000 nnn s0.0n
E112666  S000 snan Enon s0.0n
z L] ) o ]
3 51126 86 $0.00 snan Enon s0.0n
& U E0E)
Number of Cash Advances 0 ] a o 0
Total Cash Advances .00 30.00 000 ¥0.00 30.00
(Last Cash Advance; 00000}
Number of Credits (] (] o 1] ]
Total Credits $0.00 $0.00 0,00 #0.00 $0.00
Las! Credil QD
Mumber of Misc Charges o o o o ]
$0.00 $0.00 0,00 #0.00 $0.00
o0 30,00 o0 s0nn F0.00
$0.00 $0.00 0,00 #0.00 $0.00
£non 0.00 000 £nnn s0.0n
£0.00 20.00 £0.00 £0.00 $0.00 -

* From the 12 Month History tab, view transaction summary information by billing cycle for the last 12 cycles.
» Click on the Page number link above the chart to view other billing cycles.
» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Cbank

o b e

U.S. Bank A

Hequest Stalus Queue
Active Work Queue
System Administralion
Accourt Administration
Transaction Management
Data Exchange

Account Information

Reporting
My Perscnal Information

Homa
Contact Us

Account Information, Account Profile, Financial History Part Il

State of Alaska

: e L
Online

Cardholder Account Profile

Financial History

[t e — T AN

12 Month Histoey | 7 Viear Hstory Anatysin |7 Vi Hstory

The 7 ear History Analysis is diided inle 12 billing-cycle penods beginning with the most recent penad
and includes the nurnber of imes the listed conddion occumed during each period.

Times Dilled 12 3 L o o 0 0 15
| Times Statement Generated L] 1 o L] U o [} 9

Times Crverimit 0 0 L o o 0 0 o
| Tirmiess Piast Dun 01-30 Dieps 0 ] [} n [ [} 1] [}

Times PastOue 31-6008ys 0 0
| Times: Past Due 6180 Days (|
Times Past Due » 91 Days o 0
| Eyetes wilh NEF Check o0
u

U.S. Bank Access” Online

Request Stetus Queue
Active Work Quaue
System Admanistration
Account Administration
Transaction Management
Data Cxchange

Accourt information

Raporting
My Personal Information

Home
Contact Us

Cardholder Account Profile
Finaneial History

[ Gl Aot Moo 8. D04 CTS FIRANCE

Seilch fu

ks

12 Monith Hestory | 7 Year History Anatysis | 7 ‘ear Hastery

Aot

Billing Cycle Penod: 0-12 | 13:24 | 2536 | 27-45 | A8-60 | §1-3 | [384

Billed G
| statsment Genaratad M N N N ¥
Crverlimit L N L N N
| PastDue 0130 Dave M M N N H
Past Dug 31-60 Days M N N N N
| Past Due 61-90 Days N N N N N
PastDue » 91 Days M N L N N
| HaF chick N N N N N
SmalDalance WetenOf N N N N N
| Purchases M N N N Y
| Cinsh Audrances M N N N N

Billing Cycle Penad 0.1 | 1324 | 2636 | 3748 | 3560|6172 | {384

Z<xzZzzZzzZZZ=

ZXEZZZTZEZZTE

ZAXEZZZTZEZZE<

Z<«EZZZTZEZZET <

ZTZTZZTZZTZE

The T Year History indicabes with a % if the listed condition occurred on the account during that billing oycle and Wit did

0208 0109 1208 1108 1008 0908 OBUE 0/08 0GOS 0H08 D40 0308
¥ ¥ v v

ZAEZZTZZTZE A

state of Alaska

* Log Out

ZCEZZTZEZTZEA

i [ T Gi

-

 From the 7 Year History Analysis tab, view account activity statistics.

* From the 7 Year History tab, view account activity indicators.

» Click on the Back to Cardholder Account Summary link to return to the Account Summary screen.
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Reporting

State of Alagka

Reporting

Frogram Management Tax and
General prograr managernent actiilies and monitor Eslimate salesiuse lax, lrack spending for 10991057
comparty paliey comalisnce vandorz, and perform oiher raguiatory reporting.

Manitar experdianes, Ik variances and manage aceourd Thes reports allow admiristaloes f suppa sy
alleations. funetionality.

Repaort Scheduler
Wiew and maintain current scheculed repors

To learn how to create reports, refer to the AccessOnline User Training — Reporting PowerPoint presentation located on the
Division of Finance website at hitp://doa.alaska.gov/dof/charge cards/state _agen.html.

07/09

41


http://doa.alaska.gov/dof/charge_cards/state_agen.html

My Personal Information

Hequest Stalus Queue
Work Queur

My Personal Information

[ vew 10—

Bassword
Change your system password and create or moddy an authentic ation response that will
Ba usad whan resating 3 paseward

From the My Personal Information screen you can access screens to:

Change your system password and modify an authentication response
Update your User ID contact information

Set up email notification when statements can be viewed online

View your access rights

Add accounts to view online

07/09
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Transaction Mana,

Data Exchang:

Account Infor

Reporting

My Personal Informaticn

My Personal Information, Password

My Personal Information
CHJHQO Password & Authentication

"= required

Change Fassword

Home

rganization Slvort Natme: ALASEA
Fumetional Crtmlamant Group: PAro01

MAL
USER_EM

Pl i password betwien 8 20 alphanumeric chiarache
a5y for you 10 remember but not for others to guess.

Cirard Fasswirnd: ©
Enfer Mew Fassword: *

Re-enter Mew Passwond:

Authentication

Pleage select an suthertication guestion and enter a response that will be easy10 remember, This

niformnation will be used in the event at you forget your password.
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* Functional Entitlement Group: View your functional entittements. Common groups are:
PAF001 (PA Full) — Allows the user to set up and maintain accounts, view statements and account information, and

create reports.

PAV001 (PA View Only) — Allows the user to view statements, view account information and create reports.

PAS004_WF (PA w/o Setup, Maintenance, MCC Maintenance) — Allows the user to approve account setup requests
before the requests are routed to the bank.

MAC (Merchant Authorization Control) — Allows the user to add and maintain Merchant Category Groups on

cardholder accounts.
« Change Password: The password field length = 8 to 20 alphanumeric characters. The password must contain at least one

alpha and one numeric character. You cannot reuse the password for 12 months.

« Authentication: Use to change your question and response. This information is used when you forget your password to
validate your identity.

» Click Save to save any changes made on the screen.
» Click on the Back to Personal Information link to return to the My Personal Information screen.
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My Personal Information, Contact Information
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Complete this screen if you want to receive email notification when statements are available online.

Note: Information entered on this screen does not affect your hardcopy statement address or contact information that US Bank
uses for fraud notification. To change your hardcopy statement address and contact information, contact your program
administrator.

» First Name: arequired field, field length = 15 characters.

« Last Name: arequired field, field length = 20 characters.

* MI: notrequired, field length = 1 character.

 Address 1. arequired field, field length = 25 characters.

» Address 2: arequired field, field length = 25 characters.

« City: arequired field, field length = 20 characters.

« State/Province: a required field, field length = 2 characters. Select from the drop down box.

» Zip/Postal Code: a required field, field length = 10 numbers.

¢ Country: arequired field. Select from the drown down box.

 Phone Number: a required field, field length = 18 numbers.

 Fax Number: not a required field, field length = 18 numbers.

« Email Address: a required field, field length = 60 characters. Enter your state email address.

» Click on Save to save the entered information or Reset to change the information back to the original values.
Click on the Back to Personal Information link to return to the My Personal Information screen.
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My Personal Information, Email Notification
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« Email Address: Enter your state email address.

« Data Exchange: Do not change the default value.

» By clicking on the Add Managing Accounts or Add Cardholder Account links, you can add or remove accounts associated
with your hierarchy to the list of accounts that receive notification when statements become available. You can add either
managing accounts or cardholder accounts, as long as they are within your hierarchy. In addition, you can enable or disable
your direct account from receiving e-mail notification. Refer to slides 46 and 47.

» Click on the Save button to save your changes.

* Click on the Back to Personal Information link to return to the My Personal Information screen.

Note: All State accounts cycle on the 25" day of the month. You should only list one account for statement notification to prevent
multiple email notifications to your email account on one day.
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My Personal Information, Email Notification, Search & Select an Account
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Enter information in one of the following fields for managing accounts or cardholder/CTS accounts:
 Managing Account Number or Account Number: Enter the 16 digit account number.

« Managing Account Name or Last Name/First Name: Enter a full name to display the specified account or enter a full or
partial account name/last name to display a list of accounts from which you can select the desired account. You can enter the
“%” sign alone to display all accounts that you are authorized to view or use the % sign as a wildcard for a partial name search.

 Bank/Agent/Company: Enter the Bank number or Bank and Agent numbers or Bank, Agent and Company numbers and click
on Search for Position to view all account numbers that you are authorized to view.

» Social Security Number: Enter the employee ID number with three leading zeros for the desired account.
» Click on the Search button to display an account or a list of accounts to select.
» Click on the Back to Email Notification link to return to the Email Notification screen.
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My Personal Information, Email Notification, Search & Select an Account
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* Click in the box in front of the accounts you want to receive email notification for.
» After you select the accounts, click the Select Account button to display the accounts in the box on the right side of the screen.
» Click on the Save Selected Accounts button to return to the Email Notification screen.
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My Personal Information, Email Notification, Search & Select an Account
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* To select an account from the list, click on the link in the Product Name column. The Email Notification screen will display with
the selected cardholder or CTS account listed in the box at the bottom of the screen.
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My Personal Information, Email Notification
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* You can remove the accounts selected to receive email notification at any time by clicking in the box in front of the account
number and click on the Remove button.

» To save your selections, click on the Save button. The My Personal Information page displays with a message that the contact
information has been saved.
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My Personal Information, Account Access
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=< Hatk tn Parsonal Information

* Functional Entitlement Group: View your functional entittlements. Common groups are:

— PAFO001 (PA Full) — Allows the user to set up and maintain accounts, view statements and account information and
create reports.

— PAVO0O01 (PA View Only) — Allows the user to view statements, view account information and create reports.

— PAS004_WF (PA w/o Setup, Maintenance, MCC Maintenance) — Allows the user to approve account setup requests
before the requests are routed to the bank.

— RPTSCHED - Allows the user to schedule reports.
» Click on the Add Accounts link to add accounts to view. Refer to slide 51.
* Hierarchy: View your processing hierarchy.
* Click on the Back to Personal Information link to return to the My Personal Information screen.
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My Personal Information, Add Accounts
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You can add an account to view if the account has not been added to another person’s account. For example, if the cardholder has
not self-registered, and the individual account number has not been assigned to another program administrator or delegate, you
can add the account for your own viewing. If the cardholder has self-registered, no other person can add the account for
viewing. (A program administrator or delegate can still view the account if the account is within their assigned hierarchy range.)

* Account Number: Enter the full 16-digit account number.

 Account Expiration Date: Select the account expiration date month and year.

 Account Zip Code: Enter the 5-digit account zip code.

* Click on Add Account to add the account for your viewing.

* Click on the Back to Personal Information link to return to the My Personal Information screen.
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My Personal Information, Manage Accounting Code Favorites

Hequest Stalus Queue
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Accounting Co
DEFAULT (152)

The State of Alaska is not currently using the Accounting Code Favorites modules.
. Click on the Back to My Personal Information link to return to the My Personal Information screen.
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