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Agenda
• Standard Reports

• Report Groupings
• Report Parameters
• List of Standard Reports
• Account List

• Report Scheduler
• Run a Scheduled Report
• Search for, View and Modify Report Parameters
• Remove/Delete Scheduled Report
• View report creation, setup & maintenance history

• Data Exchange
• E-mail Notification

• Questions
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Standard Reports
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Standard Reports

Access® Online features a full range of reports that enable you to analyze 
your program’s data to support program management and vendor 
relationships. You can run Access® Online reports configured as you 
choose by performing three basic steps:

• Selecting a report to run
• Specifying the report parameters
• Running the report

All Access Online reports are parameter-driven and have different 
parameters based on the data elements available for each report
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Standard Report Groupings

• Program Management—Contain summary and detail information about your 
card program. 

• Financial Management—Contain detailed transaction information, including 
transaction data and allocation. 

• Supplier Management—Contain summary and detail supplier data. 
• Travel Expense Management—Contain summary and detail information about 

the expense reports cardholders have created in Access Online. 
• Tax and Compliance Management—Contain information on sales and use tax 

data and purchasing programs
• Administration—Enable administrators to support system functionality.



PHOENIX ARIZONA – JULY 28-30, 2009

Report Parameters
• Report-specific parameters – Allows you to organize the information in your report, 

such as date range, merchant name, account criteria, and transaction amount. 

• Output parameters – Allows you to choose how you want to view, print or export the 
report (i.e Excel, PDF or Browser). 

• Grouping parameters – Allows you to choose grouping by a specific processing 
hierarchy, reporting hierarchy or account number.

• Sort parameters – Allows you to sort the information in your report (PDF & Browser 
view only). 

• Break and subtotal parameters – Allows you to subtotal your information and set 
page breaks (PDF view only). 
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List of Standard Reports
• Program Management Reports

• Account List Report
• Account Spend Analysis Report
• Account Status Change Report
• Account Suspension Report
• Automated Allocation Rules Report
• Cash Advance Report
• Charge-Off Report
• Declined Transaction Authorizations 

Report
• Declining Balance/Managed Spend Report
• Effective Dating Report
• Merchant Allocation Rule Sets Report
• Order File History Summary Report
• Past Due Report
• Request Status Queue Report
• Transaction Approval Status – Summary 

Report

• Financial Management Reports

• Account Allocation Report
• Billed Transaction Analysis with Order Detail Report
• Billed Transaction Analysis with Requisition Detail 

Report
• Billed Transaction Analysis with Payment Instruction 

Detail Report
• Extract Reconciliation Report
• Full Transaction and Order Detail Report
• Managing Account Approval Status Report
• Order Analysis Report
• Order Detail Report
• Order Receipt Report
• Payment Instruction Analysis Report
• Payment Instruction Detail
• Requisition Analysis Report
• Requisition Detail Report
• Transaction Detail Report 

• Recommended Report
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List of Standard Reports (Con’t)
• Supplier Management Reports 

• Airline Itinerary Detail Report
• Airline/Rail City Pairs Report
• Airline Refund Report
• Airline Spending Report
• Hotel Spending Report
• Level ll Quality By Merchant Report
• Merchant List Report
• Merchant Spend Analysis Report
• Merchant Spend Analysis by Line Item 

Report
• Rental Car Spending Report
• Temporary Services Report
• Top Merchant Spend Analysis Report

• Travel Expense Management Reports
• Expense Summary
• Expense by Category

• Tax and Compliance Management Reports 
• Sales and Use Tax by State Report
• Sales and Use Tax by State with Tax 

Management Detail Report
• Tax Accrual Model Report
• Tax Accrual Model with Tax Management 

Detail Report
• Tax Accrual Model by Accounting Code with 

Tax Management Detail Report
• Unmatched Transaction Analysis for Form 1099 

Report
• Vendor Summary by Socio-economic Indicator 

Report
• Vendor Summary for Form 1099-MISC Report 

• Recommended Report
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List of Standard Reports (Con’t)

• Administration Reports
• Accounting Code Structure Summary Report
• Accounting Validation Control Summary Report
• Alternate Accounting Codes Report
• Application Controls Report
• Default Accounting Codes Report
• Financial Extract Controls Report
• Locked Accounts Report
• Online Registration Summary and Detail Report
• System User List Report 

• Recommended Report
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Report Scheduler
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Report Scheduler

• Allows you to Select from a list of the Standard 
Reports

• Report Runs Automatically in the Future

• Finished Report Delivered to Specified Data 
Exchange Mailboxes

GSA Federal Supply Service
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Report Scheduler Benefits
• Track & communicate key program information

• Save time running, e-mailing or copying reports

• Ensure information presented the same way 

GSA Federal Supply Service
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Reports Available for Scheduling
Program Management
• Account List
• Account Maintenance Effective Dating
• Account Spend Analysis
• Account Status Change
• Cash Advance
• Charge_Off
• Declining Balance/Managed Spend
• Merchant Allocation Rule Sets
• Past Due
• Request Status Queue
Tax and Compliance Management
• Sales and Use Tax by State
• Sales and Use Tax by State with Tax Management Detail 
• Tax Accrual Model 
• Tax Accrual Model By Accounting Code with Tax 

Management Detail 
• Tax Accrual Model with Tax Management Detail 
• Unmatched Transaction Analysis for Form 1099-MISC 
• Vendor Summary by Socio-economic Indicator 
• Vendor Summary for Form 1099-MISC
Administration
• Default Accounting Codes

GSA Federal Supply Service

Financial Management
• Account Allocation
• Billed Transaction Analysis with Order Detail
• Billed Transaction Analysis with Payment Instruction Detail
• Billed Transaction Analysis with Requisition Detail
• Extract Reconciliation
• Fleet Activity Detail
• Full Transaction and Order Detail
• Order Analysis
• Order Detail
• Order Receipt
• Payment Detail
• Payment Instruction Analysis
• Payment Instruction Detail
• Requisition Analysis
• Requisition Detail
• Transaction Aging
• Transaction Detail
Supplier Management
• Airline Itinerary Detail
• Merchant Spend Analysis
• Merchant Spend Analysis by Line Item
• Temporary Services Spending
• Top Merchant Spend Analysis
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Run Report Scheduler Two Ways
1.) Set up your Standard Report and 
choose “Create Scheduled Report”

2.) Choose “Report Scheduler” 
from the Reporting Task List
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Report Date range sets a time period 
filter, for example weekly, monthly, to 
control which data the scheduled 
report includes.

Access Online automatically moves 
date ranges forward when you 
schedule report to run repeatedly.

Select only past dates, since those 
dates have data in the system.
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Make sure your file name 
does not contain any 
spaces or special 
characters.
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To include yourself 
as a report recipient 
check the “Include 
Me” box”.

WILLIAM, ELLEN                      EWILL000
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Report Scheduler 

Search for, View and Modify Report 
Parameters
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To search for Scheduled Reports, 
search by Report, Scheduler, 
Recipient or Date Range or Leave 
all fields blank and then click on 
the “Search” button.
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Make changes as required.
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Report Scheduler 

Remove Recipient/Delete Scheduled Report
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To remove Recipient, click on the “Search for 
Users” link, locate Recipient remove, then 
click “Submit”.

To delete report, click on the “Remove 
Scheduled Report” button.
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Report Scheduler 

View report creation, setup & maintenance 
history
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From the “Scheduled Report List, locate 
Report, then click on the “Last Modifed” link 
to review report creation and modification 
history.
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Data Exchange
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E-mail Notification
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Questions?
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Thank You 
Presentations will be available on 

www.usbank.com/sp2presentations 
after the conference
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