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Logging on to Access Online

The Access Online website is: https://access.usbank.com

¢ Licensing Agreement - When you log in to Access Online for the very first time only,
you will be asked to accept the Licensing Agreement. Procurement Services has
reviewed the agreement on behalf of the University. Cardholders are required to
accept in order to access the system.

| address [&] hetps: fjaccess usbank. comfcpsspp 1 JUSBComServiet =l

U.S. Bank Access® Online

@bank Welcome to Access Online!

Contact Us Please enter the information below and login to begin

our Payment Products

-
B0 Organization Shart Narme:

v

User D

v

Passwiord:

v

Eorgot vour passward?
Redister Online

rowser Reguirements

All of M3 serving you™

Diagram 1
All login fields are mandatory and NOT case-sensitive.
1. Enter Organization Short Name: yorku or YORKU (Diagram 1)
2. Enter your personal User ID:
User ID: Minimum seven (7) characters in length, maximum 20 characters. User
ID will be provided by the PCard Manager at the mandatory training

session.

Only one (1) User ID is required regardless of the number of cards issued to an
individual cardholder.

3. Enter Password:

Password: Must be at least eight (8) characters in length with at least one (1) alpha
and one (1) numeric. Temporary password will be provided by the PCard
Manager at the mandatory training session.

When you log onto Access Online for the first time, you will be asked to change your

password. Your password will expire every 60 days. You cannot reuse a password for
12 months.



https://access.usbank.com/

Menus Available for Cardholders

U.S. Bank Access® Online

(Ebank

Message(s) from Access Online

As aresult of our continuing commitment to process improvement, a scheduled Access Online update will

York University

Qur Payment Products

Logout

Language Selection:

American English v

Transaction Management
My Personal Information

cause the system to be unavailable. The ability to log in will be restricted from Saturday, February 12 at 9:00
am. CTthrough Sunday, February 13 at Moon CT. We apologize for any inconvenience this may cause

Account Activity

Select an Account

Purchasing Card
4848

Home
Contact Us

En raison de notre engagement permanent d'assurer I'amélioration des processus, le systéme d'Access
Online ne sera pas disponible & |a suite d’'une mise a jour planifiée. || sera doncimpossible d'ouvrir une
session sur Access Online & partir de 9 h 00 (HNC), le samedi 12 février, jusqu'a midi (HNC), le dimanche 13
février. Mous sommes désolés pour les dérangements que ceci pourrait causer,

Diagram 2
There are two (2) menus available for a Cardholder

1. Transaction Management: Allows you to view, review, allocate/reallocate and add

comments to transaction information.

My Personal Information: Allows you to do the following:
Password - Change your system password and create or modify an
authentication response that will be used when resetting a password

Contact Information - Cardholders are NOT to modify/add any information
Account Access - Cardholders are NOT to modify/add any information

Managing Accounting Code Favourites - Add favourites, enable favourites to be
selected when reallocating and managing allocations, and delete existing favourites

Cardholders have the option of getting to their Card Account Summary detail two (2)
ways as the arrows in Diagram 2 indicated.

Cardholders that manage multiple cards can select the Card Account Summary they

want to view by selecting an account from the “Account Activity Select an Account”
(Diagram 3)

B &

U.S. Bank Access® Online

[Ebank

Transaction Management
My Personal Information

York University

Qur Payment Products

Logout

Message(s) from Access Online Language Selection:

{American Englishi | |

As aresult of our continuing commitment to process improvement, a scheduled Access Online update will
cause the system to be unavailable. The ability to log in will be restricted from Saturday, February 12 at 9:00
a.m. CT through Sunday, February 13 at Moon CT. We apologize for any inconvenience this may cause.

Account Activity
Select an Account
Purchasing Card
5090
Purchasing Card
2370

Home
Contact Us

En raison de notre engagement permanent d'assurer I'amélioration des processus, le systéme d'Access
Online ne sera pas disponible & 1a suite d'une mise & jour planifiée. Il sera donc impossible d'ouvrir une
session sur Access Online & partir de 9 h 00 (HMC), le samedi 12 février, jusqu'a midi (HMC), le dimanche 13

A

février. Nous sommes désolés pour les dérangements que ceci pourrait causer. Purchasing Card
SeweesmeeegO00

Purchasing Card
5161

Diagram 3



—> Transaction List <

Transaction Management

To reconcile the monthly transactions, Cardholders are to select the Transaction
Management menu then the Transaction List (Diagram 4) or the Card link from the
Account Activity — Select an Account box (Diagram 3).

U.S. Bank Access® Online

@ baNK Transaction Management

Transaction Managenment -
« Traneaction List View, review, allocate/reallocate and add comments to

. transaction information
Account Information

Reporting
Iy Peraonal Information

View Pravious Cycle

Presents the Transaction list for the previous
cycle,

Home

Comact Us

All of I3 serving you~

Diagram 4

¢ If you reconcile a number of cardholder statements, when you select Transaction List
you will be taken to the Transaction Management Screen to Select an Account
(Diagram 5). Only one account can be reconciled at any given time.

U.5. Bank Access® Online Yok Unrssramy

@bﬂ“k Transaction Management
B

ebect an Accoumt

Transacion bansyemen

Fleass nelect an aopgund

By Persanal Infarmatin

Harrsa

v

Comlaci Us Purchaging Carg 4745
|IILI.II‘}"‘.\-d.~ :..--
Puchasiop Card 4748
| Pushaanacan a7
Hadleli 1 -4 3l &

Al of TR sanving you=

Diagram 5

1. To start the reconciliation the cardholder is required to select the “Billing Cycle Close
Date (i.e. usually the 20-22 of the month) then select “Search”. (Diagram 6) This will
generate a list of transactions for the current billing cycle.

4



¢ Cardholders may search transactions for the past six (6) months. The cycle dates vary
each month depending on weekends. (i.e. If the 20" falls on the weekend or a stat
holiday, the statement will be posted on the following Tuesday.) The “Billing Cycle Close
Date” dropdown box also makes available to the cardholder the following options:

“All” — Generates a transactions list for the past six months including open items.

“Open” — Generates a transaction list of items posted since the last cycle (same as what

Include Interim items was in Access Direct)

Transaction Management
Card Account Summary with Transaction List

Client Relstionship: “ro® University
Card Account Numbar; """=tm=====ig408,

[-] Card Account Summary

Account Number: @ .06
Account Nama:

Biling Cycle Close Date: [Open =] AECIIEID

all
© Open Accoun

122010

Records 1 - 13 of 13

Cheok il Showen | Wnoheok 11 Shown

Select Stalus i Merchant
®w
C i1 0Nz INVITROGEN®T 387083 B00-263-6236, ON £246.44
r nmng Az FISHER SCIENTIFIC NMEFPEAM, OM £565.79
r oie 0Nz WWiR INTERMATIORNAL O 2360 MISSISSAUGA, ON | ra By

1152272010

[+] Search Criteria 105202010 Betum o fop
02002010

[-] Transaction Lisf08s205z010 Eetyin o fop
0752002010

Diagram 6

¢ Cardholders that reconcile more than one account can change the account they want to
reconcile by clicking on the “ Switch Account” link (Diagram 7) on the Card Account

Summary with Transaction List.



LU.5. Bank Access® Online Youw Univorsaty

bal'lk Transaction Management
— - Card Account Summary with Transaction List
1_""'"?‘9" o Card Accouns Humber 090, wiigh A *
Ly Pergoral Informabion
[Banm- [-] Card Account Summary
|ICosniact Us
Account Mumbss ] S090
Aooount Hame:
Bling Cycle Close Date: (o0~ (EIES CRITEIETDY
B Opan Account
[+] Search Criteria Bates o tog
I-] Transaction List .
Diagram 7
2. To allocate an individual transaction, click in checkbox adjacent to the transaction and

then select the ==z icon at the bottom of the list. (Diagram 8)

[+] Search Criteria R 15 12
-] Transaction List ET——r—
Records B ol i85

Merchant City/State Amount

> g209 0210 CORPORATE EXPRESE BOUCHERVILLE, QC
| Q2mng D208 THE BREWY CENTRE MARKHAM, QM
1 0205 0207 CORPORATE EXPRESS BOUCHERVILLE, QC
O Qo4 0207 PATRICK CASSEDY & ASS0C| TORONTO. ON
1 0204 02407 FATRICK CASSEDY & ASS0C| TORONTO, ON
O Q2ns D207 PITHEY BOVWES MISSISSALIGA O
1 Q202 02/03 THE BREYW CEMTRE MARKHAM, QM
| o131 D2z HIGHER EDUCATION USER GRO  480-8305311, A2
[ 0201 0202 THE BREY CENTRE MARKHAM, OMN
¥l Q27 0D12e CAMON CAMADA IMC BSD MISSISSALIGA DN
[l 0128 0427 CORPORATE EXPRESS BOUCHERVILLE, QC
| 128 01426 CORPORATE EXPRESS BOUCHERVYILLE, QC
Ll 01021 0124 PUROLATOR 410800677 MISSIS3AUGA 0N
Fl Q20 0124 BERNARD CAIRNS LIMITED SCARBOROUGH. ON
(| 0121 01824 PATRICK CASSEDY & ASS0C| TORONTO. ON

(B Reviewss (@) Disputed (A% Resliccased () (@) Trars Detsil Laval

Faconds 1- 15 ol 15

| Resiocatc 3 binss tetocate 3@ Change Review Satus

Diagram 8



3. To allocate more than one transaction, click the checkboxes adjacent to the transaction

and select the button at the bottom of the list. (Diagram 9)

Transaction Management
Card Account Summary with Transaction List

Cliert Relstionship: ok Unive by Swaitoh Relationships
Card Account Mumber; *=*********3100,

[=] Card Account Summary

Account Mumber 0] 3106

Account Mame:

Billing Cycle Close Date: 12102010 =] (EIEE Wl

@ﬂpln Acoount
[+] Search Criteria Eatum to tap
[=] Transaction List Fttum
Records 125 i 27

Fage:1 |

Chegk all Shown | Uncheok Al Showe

Select Status Trans Merchant s Met Amaount
® 0
F 13 1210 ROBOT SHOP INC BOISBRIAND, QC $986.49 §eragy
153 12mMe 1210 FISHER SCIENTIFIC NEPEAM, ON $25.19 $22.29
r 12ma 1210 ACTIVE MOTIF INC:, TEO4311263, CA $264.21 §264.1
r 12m7 1209 MULTIHEALTH SYSTEMS TORONTO, OM F166.11 §147.00
Diagram 9

4. To allocate ALL transactions at one time, Check all Shown. (Diagram 10) By

selecting the “Check All Shown” and select Reallocate this allows the
cardholder to work on all of the transactions on one page and apply each transaction
to a different account.



[+] Search Criteria
-] Transaction List Batur o top
i - 15 of 18
> B Showen | Wncheck Al Shown
T] CORPORATE EXFRESS BOUCHERVILLE, QC
=] THE BREW CEMTRE AR &M DM
= CORPORATE EXFRESS BOUCHERVILLE, QC
=1 PATRICK CASSEDY & ASSOC | TOROMNTO, ON
= PATRICK CASSEDY & ASSOC | TORONTO, QM
= PITHEY BOVWES MISSISSALGA, OR
=2 D2 D03 THE BREW CEMTRE MEREHAM. O
[+] 013 0202 HIGHER EDLMCATION USER GRO  480-B303311. AZ
= D2giq D202 THE BREW CEMNTRE RMaREHAM. O
=] 8 CANOM CAMADA INC BSD MISSISSAUGA, OM
=1 T CORFORATE EXFRESS BOUCHERVILLE, &z
=] 5 CORPORATE EXFRESS BOUCHERVILLE, QC
= 4 PUROLATOR 410930677 MISSISSaLUEA O
=] 4 BERMARD CAIRMS LIWITED SCARBOROULGH, ON
] = PATRICK CASSEDY & ASSOC | TOROKMNTO, O
Raviewsd (O sallccatsd () () Trans T
Cohomci & Shcevn | a
Raooros 18 af1E
N Fesnocste B Mass Reatiocate ]

5. By selecting the “Check All Shown” and selecting Mass Reallocation

Diagram 10

(Diagram 11) this allows the cardholder to work on all of the transactions on one page
and apply the SAME account to ALL the transactions.

™ RELEFA) T ™NE LAy U0 T T, U TOUTr

= 11626 11729 WA NEWEGG.COM B00-390-1119, ON £265.81

=3 11626 11729 FISHER SCIEMTIFIC MEFPEAM, 0N §45816

= 11024 1126  THE STEVENS COMPANY BRAMPTOM, ON $48.99

=3 11624 11126 CADMUS JOURMAL SERY 4108222870, VA 471 58

=3 11623 11724 QZ OPTICS CARP, ON $2,17897

= 1022 1124 VWR INTERNATIONAL CO 2360 MISSISSAUGA, ON $153.16

=3 11623 11724 WIORKPLACE SYSTEMS BO3-B223727, NH $413.65

= 114, 11/24  THE STEVENS COMPANY BRAMPTOM, ON $6582 CR
() Reviewsd (D) Disputed (A% Reallocated (i) (0} Trans Detsil Lewel i X
T Z;:FE;;:WH'LBVBI'OFUOM = not
Records 1 - 28 of 27
Page: 4|2
 Reaiocuc §

Diagram 11



Reallocation Worksheet

For each posted transaction the following information (Diagram 12) must be
completed/verified:

Allocation Amount: Ensure this amount matches the Canadian equivalent of the
amount on your receipt.

Allocation Comment: Briefly describe the nature of the purchase and on whose
behalf.

National/Regional Taxes: Edit the tax amounts to match the amounts on the receipt
from the supplier. Taxes are applied based on the Province of
the Merchant.

National Tax: HST Regional Tax: Other non-Ontario

Alloc %: What percent of the charge is going through on this account?
If you need to split the transaction, select “Add Alloc” to
create another split item. This must be done for each
additional split. You must then enter the % you would like
charged to each account. Remember the total value of split
allocation lines must add to 100%.

¢ A transaction can also be split on a dollar amount, however, amounts and taxes must
be calculated manually.

8 There is no limit to the number of allocations for an individual transaction.

Transaction Management
Reallocation Worksheet

cae necors momeer s oo, [ N e acee
Chid Aiii s Baflsgr; ""===mm==es 3108, S A, i

Reallocate ransactions by changing the accounting information to allecate the amount to a different cost
center. To allocabi o additiond sccounting codes, click the “Add Alloc™ lnk

Aftar modifing the allocations, click the *Sawe Allecation:" button to sawe changes. Exclude transacions frarm

the save by selecting "Remove Transaclion(s)” checkboxes and oplionally clickjam the
“Remove Transaction(s)” bution
= reguined

Remowve Trans Regional Alloc %
Trans Date T
r 12082010 ROBOT SHOP INC g| 4370 ] BBEE $086.49 pdd Allor ¥
Allocation Amt s 98643 or | 10000
Allpcation Comment Het Allocation Amid 5'W
_ | rastinEl Tao s 4370
. =l Regional Tax SIW
Ameunt Femainineg 5|7EIEIEI IW e

Diagram 12



Accounting Code — Segment Name

When splitting transactions the following segments are required fields (Diagram 13):
1. Account

2. Fund

3. Cost Centre

4. Activity

5. Time

6. Location
Amount Alloc % Accounting Code - Segment Name (Length)

ACCOUNT (&) FUND (z) COSTCENTRE (&) ACTMTY (&) TIME (5) LOCATION (5)
$926.49 Add Alloc
556.49 or | 100.00 s, 301000 | +qq | RSN 3000 -q [posoon - q [pooon - q [poooo - q
87397 |
= RN N N N RN
0.00 [ ooy
$25.19 Add Alloc
Diagram 13
Account

Edit the account by entering a new account in the Value field, or, click on the magnifying
glass to the right of the field to look up available Accounts. (Diagram 14)

Under Value, enter the first few digits of the Account and Search. Select the Account you
wish to use by clicking on Select to the left of the value in the list and it will appear on the
Reallocation Worksheet.

Reallocation Worksheet
Search & Select Valid Value

I Client Relationship: ok Uniwersity

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

“alue: I

Description: |
Search Type:
IEleginS with 'l

Display |25 'l Yalues per page

Select a valid value from the results list below.

Records 1 - 25 of 513

ACCOUNT Value Description

Select 004100 Inventary

Select 004110 Inventory - Stores Electric
Select 004120 Imwtry - Stares Machinery
Select 004160 Inventory-Science Glass Shop
Select 004600 Frepaid Expenses

Diagram 14

10



¢ If the Account that you require is not listed, please email pcard@yorku.ca for
assistance.

Fund and Cost Centre

Edit the fund or cost centre by entering a new value or click on the magnifying glass to the
right of either field to look up the Fund or Cost Centre pairing. (Diagram 15)

Under Value, enter the first few digits of the Fund or Cost Centre and Search. Select the
Fund or Cost Centre you wish to use by clicking on Select to the left of the value in the list
and they will appear on the Reallocation Worksheet.

Reallocation Worksheet
Search & Selact Valid Value

I Client Relationship: "ot University

The values of the segments listed below have an interdependent relationship which requires them
selected atthe same time. Enter full or padial segment values, segment value descriptions, or leay
view all valid combinations. Then click the "Search” huttan.

FUND (3) COSTCENTRE (6)
Value: IE— I—
Description: | |
Search Type:

IElegins wiith 'I IElegins with 'I

Display |25 "I Yalues per page

Select a valid value from the results list below.

Records 1 - 25 of 1287

Segment Value Segment Value Description
FUND COSTCENTRE FUND COSTCENTRE

Select 200 360300 Operating Fund ADMIMISTRATION-PDP
Select 200 JB0200 Cperating Fund L L
Select 200 noooot Cperating Fund GIVPS-Stac-FinessadjifAccounts
Select 200 JE0100 Cperating Fund CLE
Select 200 J6E0040 Cperating Fund Clinical Legal Educ.
Select 200 JE0010 Cperating Fund Institute Events & Projects

Diagram 15

11
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Activity, Time, Location

Follow the same method as for Account. (Diagram 16)

Accounting Code - Segment Name (Length)

ACCOUNT (s) FUND (z) COSTCENTRE (&) ACTMITY (c) TIME (5) LOCATION (s)

[0 -q o0 q | EETETTR=Y [poooo " -q [ponan - q [0 - Addas Favorite

X X X X X X X
\ \ \ \ \ \ \

¢ The Account Assignment may be saved “Add as Favourite” if you feel that you'll use
often. If you require assistance to set up your top 25 account assignments in your
favourites list, please email pcard@yorku.ca for assistance.

“= required
Remove Trans Merchant National Regional Amount Alloc %
Trans  Date Tax Tax
- 121082010 ROBOT SHOPF IMC. $| 43.70 $| 6G.62 F9g6.49 Add Allac
Allocation Amt: $lw ar lw%
Miocation Comment Net Allacation At § 87397
ﬂ MNational Tax: $| 4370
=l Regional Tax $IW
Amount Remaining § 0.00 W%
- 121082010  FISHER SCIENTIFIC $I 290 3 .00 25149 Add Alloc
Allocation Amt: $IW ar lw%
»  Allocation Comrment: Met Allocation Amt: $IW
ﬂ MNational Tax: $| 2490
| Regional Tax $I—EI.DD
Amount Remaining § n.oo W%
Q) Search
4

Diagram 17

Once you have entered applicable information, click “Save Allocations”. (Diagram 17) The

reallocated symbol % will appear on the transaction line. You will then automatically be
taken back to the Transaction List.

12
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Change Review Status

When reconciling all transactions must be reviewed and the status changed to “Reviewed".
To change the review status of transactions from blank to reviewed: (Diagram 18)

Single Transactions:

Multiple Transactions:

All Transactions:

Click in the checkbox adjacent to the transaction
Select “Change Review Status”

Click in all checkboxes adjacent to the transactions you wish
to allocate at one time
Select “Change Review Status”

To change review status on ALL transactions, click in the

“Check All Shown”
Select “Change Review Status”

(=] Card Account Summary

Account Mumber @ L3106
Atcount Marme

Billing Cycle Close Date: | 1202010 =] LR

) Dpen Account

[+] Search Criteria

[=] Transaction List

Racords 1 - 1 of 1

Chagck &1l S hoasin | Ll i Al S g

Select Stalus Posting Merchant City/State

Date

| =y 12 12110 ROBOT SHOP INC., BOISBRIAMND, QC  $926 49

() Reviewsed (D) Disputed (A% Reallocated (1) (0} Trans Detail Leval

Tk Sl S oisin | Lhrwghd ol A0l SR Gian,

Racords 1 -1 of 1

[ Roatiocatc J Mans Reaiiocate IR Change Reviow Staius

AN

N

13
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“R” will appear in the Status Column which signifies that the transaction has been reviewed.

(Diagram 19)

Fecords 1 -1 of 1

Chedeall Shown | Unchedoall Shown

Select Status

® 0
T > ®

Date
1208

Trans

Posting Merchant

Date

1210 ROBOT SHOP IMC. BOISBRIAMD, @ §

(A) Reviewed (D) Dizputed

Chedi @l Shown | Unchedodl Shomn

(A¥ Reallocated ®. I;Ij!j Trans Detail Lewel

Fecords 1 -1 of 1

Reallocate Mass Reallocate Change Review Status

Diagram 19

¢ To remove the “R” click in the checkbox and Select “Change Review Status”.
¢ The status column can be sorted by Reviewed or Disputed.

Printing Transaction Summary (Monthly Statement)

The transaction summary is printed from the Card Account Summary with Transaction List
page. Before printing, ensure that billing cygle close date has the current cycle selected and
does not read Open. Selecting the “Print Account Activity” icon will open the view page of
the transaction list. From this page select the Print icon to print. (Diagram 20)

Transaction Management
Card Account Summary with Transaction List 4

Cliert Relationship: ok Unive rsity

Card Account Numbser: ®Se=0e=ea==a 05,

Q The Review status has been updated,

=] Card Account Summary

Account Mumber
Account Mame

&) Opan Account

Billing Cyele Close Date.|12-"1':'-r-7-":"c' :l" | Search J

L3106

@

/

[+] Search Criteria

[1x}

[-] Transaction List

Racorde 1 - 25 of 27
Fage: 1| £

Chagok A1 Shewn | Wnghs o A1l Shgwsn

Select Slalus Posting Merchant
® Date
> 12/08 12110  ROBOT SHOP INC. BOISBRIAMD, G $956.49
l_ 1HNA AN FISHFR SiIFRITIFIN REPFARM Mkl £9519
Diagram 20
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d This is the report that you will generate, attached to the front of your Receipts. Sign and
forward to your Transaction Approver each month for approval.

¢ *NOTE** You or your Transaction Approver is responsible to hold on to these
approved statements for 6 years + the current year in the event an audit is conducted
and your Pcard statement is selected for review.

Additional Information

Transaction Dispute

Items charged on your monthly statement that do not accurately reflect the transactions
made by the cardholder (i.e. supplier errors such as wrong amount, incorrect account
number, multiple postings of the same items etc.) are considered to be disputed items.

Cardholders must identify the disputed items to the US Bank within 2 days of receiving the
cardholder statement for investigation.

This can be done by either:

1. The cardholder can contact US Bank via telephone at 1-800-588-8065. You will
require your 16 digit Purchasing Card Number

OR

2. The cardholder can contact US bank using https://access.usbank.com . Once in
Access On-line, select Transaction Management, Transaction List, Search for the
cardholder name (if other than yourself), select the transaction date of the disputed
transaction and then go to the Summary Tab. At the bottom of the Summary Tab
there is a Dispute button. Select the Dispute button and complete the required
information. (Diagram 21)

Summary r Tax and Allocations |

The Summary tab shows high-level transaction information.

To change the revievw status, click the "Mark as Reviewed" button.
To initiate a dispute, click the "Dispute" button.

Transaction Reference Informa

Date: 120082010 Billing Cycle:

Purchase ID: Posting Date:

Total Amount: 926,49 Reference Number:

Memo Post: eg Authorization Number:

Regional Tax: 63.82 Extract Date(s)

National Tax: 4370 Most Recent Standard

Freight: Financial Extract:
General Ledger Extract

Merchant Payviment Extract:

Name: ROBOT SHOP IMC.

City, State/Province: BOISBRIAMD, QC currency

Transaction Type: SALES DRAFT Billing Currency:

MCC Code: 5845 Source Currency:

MCC Description: HOBBY, TOY, AMD GAME SHOPS Source Currency Amit:

Mark as Reviewed Print Transaction

DiSPI.Il'E Sales Draft Requests
none

Dispute information only reflects the last dispute filed

for this transaction. More information available in

Dispute History.

Dispute

Diagram 21
15
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Reporting

Reporting is only available to Coordinators and Transaction Approvers. To create the
Monthly Managers Report: Logon to Access OnLine — Reporting (Step 1) — Flex Data
Reporting (Step 2) [Diagram 22]

U.S. Bank Access® Online

York University

Logout

Our Payment Products

System Administration

Step 1 Account Information
p ==& Reporting

* Pregram Management

* Financial Management

* Supplier Management

* Tax and Compliance
Management

* Administration

* Report Scheduler

Step 2 + Flex Data Reporting

<' xchange

My Persi

Home
Contact Us

All of M3 serving

(Ebank

Account Administration
Transaction Management

Reporting
Program Management

General program management activities and monitor
company policy compliance

Financial Management
Monitor expenditures, track variances and manage account
allocations

Supplier Management
These reports manage supplier relationships, support
supplier negotiations, and manage spending by category.

Report Scheduler

iew and maintain current scheduled reports.

Flex Data Reporting

Create and maintain adhoc reports

you™

Tax and Compliance Management
Estimate sales/use tax, track spending for 10991057
vendors, and perform other regulatory reporting

Administration
These reporis allow administrators to support system
functionality.

Diagram 22

Select the “Create a New Report” Tab (Step 1) [Diagram 23]

U.S. Bank Access® Cnline

York University

Our Payment Products  Logout
EEEbal‘lk Flex Data Reporting
Please select a report from the list below.

System Administration St 1
Account Admansiration Iy Saved Reports r Create a New Report |‘—'- ep
Transaction Management ;
Account Information List of My Saved Reports
Reporting Select a saved template to modify and run a report.

* Program Management

* Financial Management Delete Name Template Last Modified

* Supplier Management You currently have no reports saved

* Tax and Compliance

Management

= Administration <= Back to Reporting

* Report Scheduler

* Flex Data Reporting

Data Exchange

My Personal Information

Home

Contact Us
All of M serving you~

Diagram 23
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In the Primary Report Data section click the Transaction button (Step 1) and in the
Additional Data section click the Allocation button (Step 2) and Create (Step 3)
[Diagram 24]

U.S. Bank Access® Online York University

Cwr Payment Products  Logout
@bank. Flex Data Reporting

Please select a report from the list below.

System Administration
Account Administration My Saved Reports | Create a New Report |

Transaction Management

Acecount Information Create a New Report

Reporting Selecta ‘base report data template and additional data template(s) (optional) from the list below to create a new report.
* Program Management
* Financil Hanagement PRIMARY REPORT DATA ADDITIONAL DATA
* Supplier Management
= Tax and Compliance

Management Step 1 ____>® Transaction Step 2 Allocation
« Administration Create a report based on transaction information Include additional transaction allocation information

* Report Scheduler

ting O Account I merchant Supplemental
Data Exchange Create a report based on account information. Include additional supplemental merchant infarmation
My Personal Information
O Purchase Order [ purchase Order
Home Create a report based on order information Include additional order infarmation

Contact Us

O Client Supplied Merchant Information
Create a report based on client supplied merchant
information.

O system User List
Create a report based on user profile information.

Step 3 _rm Click CREATE button to begin building a new report.

== Backto Reporting
All of B serving you™

Diagram 24

On the Flex Data Reporting screen [Diagram 25] (below) the following fields are
required:

Step 1: Report Name:
A default report name is provided but this field can be overridden and renamed.

Step 2: Report Description:
This field is optional. A default report name is provided but this field can be overridden
and renamed.

Step 3: Report Output:

There are two (2) output types available: PDF or EXCEL. Only PDF gives you the ability
to insert breaks and subtotals for each cardholder. When selecting PDF the Output
Parameter Page Placement will default to “End”.

To create a report there are four (4) stages that require action:
a) Select Report Data

b) Filter for Content

c) Sort by Criteria

d) Set Report Layout
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a) Set Report Data

This screen [Diagram 25] provides a list of available reporting columns. Only the steps
listed below are required to create the Managers Summary Report: Any of the selected
columns can be renamed (optional) using the corresponding text field.

Step 4: Account Number - e.g. select text field and rename to Cardholder Number.
Step 5: Processing Hierarchy - This field automatically defaults to Filter.

Step 6: Account Name - e.g. select text field and rename to Cardholder Name.

Step 7: Allocation Accounting Code — e.g. select text field and rename to Chart of
Account.

Step 8: Allocation Amount - e.g. select text field and rename to Total Amount.

Step 8a: Total - Select the total box.

Step 9: National Tax - e.g. select text field and rename to Tax Amount.

Step 9a: Total - Select the total box.

Step 10: Net Allocation Amount - e.g. select text field and rename to Billing Amount.
Step 10a: Total - Select the total box.

Step 11: Transaction Merchant Name - e.g. select text field and rename to Vendor or
Merchant.

Step 12: Cycle Close Date - e.g. select text field and rename to Month End.
Step 12a: Filter - Select the filter box.

Step 13: Transaction Amount - Deselect this field.

Step 14: Transaction Date - e.g. select text field and rename to Purchase Date.
Step 15: Filter — Deselect filter box.

Upon completion of the above steps select the “Filter for Content” tab [Diagram 26] to
continue.
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U.S. Bank Access®™ Online York University

Flex Data Reporting

Transaction wiAllocation

Raport Hame:
|Transacton-Allocation.

gJuizoll -———— Ste P 1

Repon Oes:

R ptar ey —® Step 2

Rapart Output;
Cutput Type Cutput Parameter Page Placement

[ Excal Ixg :
[Brcelig Step '3 Optional far POF anly
f sxve i Rovartto Last Saved g Preview Lavout JiL Run Report J

= Finnncial Banagement

Seimct Repar Date | Fier for Content | Sor by Grasra | Set Recart Layout |

A R T R R e S i o o L PRGN i o i

BoxeR] 16 NAlEAte ST you WANT TSTalS EHIEUINted 107 VAT COlumn o The fepen

Salact tha desired FILI’ER chack box(ss) to determine repcrt content. then continue 13 FILTER FOR CONTENT tab to dafine criteria. Onty
i, wlacte

Enter a daaired tolumn width (n) to format data WrappIng in the output repart: leave fleld blank to aliow default column

otumns

Feport Columin:
son BN =

Migrarchy 2] Salect Al for Hierarchy

Step 4 — [F Account MumBer | =
[ Procassing Hisrarcny &
[ Bepsarting Hisrarehy Step 5 =

[ -1 Account [l seiect &6t tor Account

Step 6 —f E sccounttams |
71 sccount Status |

[ identification Mumber

[ Lost Stolen

[0 Manasing Accaiunt Rare | |

[0 Managing Actount Mame L

[ mManaging Account MNumoer

1 Gotional 1 | |
[0 Passward |

[0 Rapiacement Accoum Mumber

1 snonriame | {

] Sratia Dasenption !

[-1Aflocation ] Satect a1 far Al
Step 70 ascanon sccounting Sads [
Step B[ Aecton amount Step Ba—» 1
] Alacation Commint | [

[T Anocation Date

[ Anocation Last Changed By

[ anccation Parcen

[ anccation Source | |
[ altemate Accounting Code Hame
[ Default accounting Coda | |

[ Last Date ta Réeallocate

Step 9 g taona ras Step 9a—> "
Step 10 M0 reaanccanens ameunt Step 10a—> =
7] Re-afocation Indicator |
) Regional Tax | c
[ - 1 Masrchant ] Select &l for Merchant

£ mcoc | (om |
71 MCcC Descriction |
Ol Mcca coae

[ Mecs Deacrision | | =]
[CJ Transaction Marchant ity
Step 11 —p = transaction Marchant Hame | | =]

] Transaclion Merchant
LTIy

7] Transaction Merchant Zip/Fostal
Code

{1 Trannacuon [C]Salect All for Transaction

[ awharization MumBer |
Step 12 — [ cie close Date Step 12a —»

) Disputed indicator |

[ Disputed Status

[ Disputsd Status Data

[ w=esption Reasan

1 Fraight Ameunt | =
[ Meme ta accoun MHams | |

[ Memo to Account HMumber

1 rMational Tax (association) | [
[ ristionst Tax (Tax Tab) | =

[ rational Tax Source (Tax Ta

1 Posted to Account Hama

) Posted to Account Mumber |
] Posting Date | = |
1 Postng Tvoe o |
[ Purchase IO

[0 Purehase Mathod | |
[l Reference Mumber |

(] Regional Tax (Aasaciation} (=]
] Rogional Tax (Tax Tab) | =
[ Ragionsl Tax Source (Tax Tab)
[ saies Tax | ]
) source Currency

) Zource Currency amount | -
Step 13 —| E Tansaction Amount | =]

[ Transaction Comment 1

[ Transacton Comment 2
[ fransaction Comment 3
[C] Transaction Comment 4
[ Transaction Comment 5
Step 14 —% = ransscion oae | Step 15 —» =

[ Tranaaction Revdewed | | = |
[ Transaction Tipe | ]

== Hack 1o Clex Oata Ragoting
All of MO serving you=

Diagram 25
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b) Filter for Content

This screen allows you to set the date range based on cycle close date. (e.g. monthly,
quarterly) [Diagram 26]

Steps 1-3 were previously selected. The report name, description or output can be
changed, if necessary.

Step 4: Filter Criteria - Insert the date range of your report. (use the first/last day of the
month)

Step 5: Processing Hierarchy - Click on the “Search for Position or Add Multiple” link.

U.3. Bank Access® Online York University

Our Payment Products  Logout
@bank. Flex Data Reporting

Transaction w/Allocation

System Administration

Account Administration Report Hame:
Transaction Management ‘
Accountlnformatign Step 1
R-eglzrgtll':i Management Report Description: l Step 2
* Financial Management
* Supplier Management Report Output:
* Tax and Cempliance Cutput Type: Qutput Parameter Page Placement:
Management Excel |v w® Optional for POF only.
Adminigtration Step 3
* Report Scheduler

Data Exchange
My Personal Information

Select Report Data | Filter for Content r Sert by Criteria r Set Report Layout |

Home

e Filtering allows you to set limits for the content ofthe report. Below are the data fields you elected to filker on. To limit the results from the
ontac s

default of "all”, select search & select, orfill in the criteria box(es) to define the repart output.

Selected Filters Filter Criteria

Cycle Close Date I 05/01/2011 |Er 1 05/31/2011 |EE~

Step 4
Bank: A Company:  Divizion: Department:
Processing Higrarchy 2136 1838 1838 2600
Step5 >

== Backto Flex Data Reporting

All of (3 serving you~

Diagram 26

On the next screen called Hierarchy Position page select the following criteria:
[Diagram 27]

Step 1: Hierarchy Level - In the dropdown select “Division”.

Step 2: Search - Click the Search button.

Step 3: Found Hierarchy Position(s) - The Division(s) listed are assigned to each
cardholder by Procurement Services. In large departments or divisions there may
several different division numbers. Click the “Check all Shown” link for each page.

Step 4: Select Position button - Click the Select Position button.
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Step 5: Accept Hierarchy - Click the Accept Hierarchy button.

Upon completion of the above steps select the “Sort by Criteria” tab [Diagram 28] to
continue.

U.S. Bank Access® Online York University

Our Payment Products  Logout
@bank Flex Data Reporting

Select a Processing Hierarchy Position

System Administration
Account Administration
Transaction Management
Account Information

Reporting Hierarchy Level:

Search for a Hierarchy Position
Selectthe hierarchy level you wish to locate, and enter any known or partial values, then search.

* P i Eme o

rogram Management Divisian Step 1

* Financial Management

* Supplier Management

+ Tax and Compliance Bank: Agent: Company. Division. Department:

Management | | | | | | | | |
* Administration

* Report Scheduler I Step 2

* Flex Data Reporting

Data Exchange
My Personal Information

Home To add a position to the Selected Hierarchy Pasitions, selectthe position in the list to the left and click "Select
Fasition.” When you are satisfied with your selection{s}, click "Accept Hierarchy.
Contact Us
Found Hierarchy Position(s)
Records 1 -1 of 1 Selected Hierarchy Position(s)
:  scicot Position > J
Select Bank Agent Comp. Div  Dept Remove Bank Agent Comp. Div Dept
Step 53— | O 2136 1838 01838 02600 = - No hierarchy position(s) selested
Chedt All Shown | Unchedk All Shown
Records 1-1of 1
L Accopt ficrarchy J
==Backto Flex Data Reporting
All of M serving you™

To add a position to the Selected Hierarchy Positions, selectthe position in the listto the left and click "Select
Position.” To remove a selected position from the list, mark the position in the list to the right and click
Remove Position.” When you are satisfied with your selection(s), click "Accept Hierarchy.

Step 4

Found Hierarchy Position(s)

Records 1-1 of 1

elected Hierarchy Position{s)

Select Bank Agent Comp. Div
| 2136 1838 01838 02600

Div  Dept
| 2136 1838 01838 (02600

Ched All Shown | Uncheds All Shown

Records 1-1 of 1

Step 5

Diagram 27

21



c) Sort by Criteria

This screen allows you to choose how you want the columns sorted. (e.g.
ascending/descending order) [Figure 7]

Step 1 - From the Sort dropdown menu(s) select the Column name(s).

Step 2 - Select how you want the Column name(s) to be displayed (e.g. Ascending/
Descending).

Step 3 - Click the Break/Subtotal box to indicate that the report should break for
subtotals (per cardholder). This function is only available when running the report in
PDF format.

Upon completion of the above steps select the “Set Report Layout” tab [Diagram 29] to
continue.

U.3. Bank Access® Online York University

Cur Payment Products  Logout
@bank Flex Data Reporting

System Administration
Account Administration Report Name:
Transaction Management
Account Information
Reporting Report Description:
* Program Management
* Financial Management

* Supplier Management Report Qutput
* Tax and Compliance Cutput Type: i meter Page Flacement:
Management FDOF » End * | Optional for POF only

* Administration
* Report Scheduler

* Flex Data Reporting Revert to Last Saved Preview Layout Run Report

Data Exchange
My Personal Information

Select Report Data r Fiter for Content r Sert by Criteria r Set Report Layout |
Home
Sorting allows you to arrange the data records in a logical order that suits your purpose. In the drop-down SORT boxes below are the
Euulacii= header labels you defined for this report. Selectfrom the available opticns to determine how the report will be sorted. Then choose
whether the records are to display in Ascending or Descending order. Check the Break/Subtotal box to indicate thatthe report should
break for the subtotals on the Sort option selected.
When you electto Break/Subtotal on any sortfield, the output report will also break/subtotal on all sort and hierarchy levels as well.
Step 1 l" Account Number ¥ | [ Mo Sort b
® Ascending Order ® Ascending Order ® ascending Order ® ascending Order
Step 2 > O Descending Order (O Descending Order O Descending Order O Descending Order
Step 3—» @® Break/Subtotal O Break/Subtotal © BreakiSubtotal O Break/Subtotal
O No Break/Subtatal
== Back to Flex Data Reporting
All of M2 serving you~

Diagram 28
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d) Set Report Layout

This screen allows you to change the placement of the columns within the report.
[Diagram 29]

Step 1 - Click on the report column header name, then use the buttons (Top, Up, Down,
Bottom) to change the placement of the column within the report.

Step 2 - Click the Save button.
Step 3 - Click the Run Report button.

U.S. Bank Access® Online York University

@bank Flex Data Reporting

System Administration

Account Administration Report Name:
Transaction Management

Account Information

Reporting Report Description:
* Program Management

Our Payment Products  Logout

* Financial Management

* Supplier Management Report Output:

* Tax and Compliance Qutput Type: Output Parameter Page Placement
Management POF w End * | Opticnal for POF anly.

= Administration

* Report Scheduler

Fl0s FerStep 2 > (S amye—Step 3

Data Exchange
My Personal Information

Select Report Data r Fitter for Content r Sort by Criteria r Set Report Layout |

Home
Click on a report column header [abel, then use the buttons on the right to change the placement of that column within the report.

Report Column Labels

Contact Us

Account Name Top

Account Number

Allgcation Accounting Code up

Transaction Date -

Allocation Amount Step 1
National Tax Down,

Met Allocation Amount

Transaction Merchant Name Bottom

== Backto Flex Data Reporting
All of 3 serving you~

Diagram 29
The report will be saved in the “My Saved Reports” tab on the Flex Data Reporting main
page. To rerun this report on a monthly basis click on the report name and change the
Cycle Close Date in the Filter for Content tab.
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Forgot your password

If you forget your password, select the prompt — “Forgot your password?” on the initial
screen. (Diagram 30)

U.S. Bank Access® Online

@bal'lk Welcome to Access Online!

Contact Us Flease enter the infarmation below and login to begin.

Logi
T QOrganization Short Name:

User D

Fassword:

|

\ 4

Forgotyour password?
Register Online

WebsiteiBrowser Reguirements

Diagram 30
You will be prompted to answer the following:
Authentication Question: Pet's Name
Authentication Response: FIDO - Please change this question and response to
something more meaningful to you.

To change your password or the authentication question and response, go to
= My Personal Information
— Password

This will allow you to change either or both, your password or authentication question.

Help — General Inquiries

If you have General Inquiries concerning your account or are having problems with your
password, please contact US Bank directly.
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