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Agenda 

• Web-Based Training (WBT) 

– Login 

– Lessons 

– User guides 

– Simulations 

• U.S. Bank Access® Online 

– Common screens 

– Confirm and pay process 

– Refunds 
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Web-based Training 
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Web-based Training 

• URL is https://wbt.access.usbank.com 

• Login 

• Lessons 

• User guides 

– Other guides 

– Quick reference guides 

– DoD guides  

• Resources available by assigned role 

• Simulations 

– Recorded classes 

– How to use WBT 
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Login 

Certification 

       Login 

Lessons 

Only 
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Lessons 

• Lessons are pre-selected based on user role 

• Registered users can take evaluation tests 

• Certificate of completion available 
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User Guides 

• Lesson User Guides explain every task or 

responsibility including tips and screen shots 
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Other Guides 

• Other Documents offers samples, screen shots 

and data reference guides 
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Quick Reference Guides 

• Quick References offers 1-2 page documents that 

outline a specific task 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    10 |    10 

Department of Defense Guides 

• DoD Guides offers specific Army functions in 

Access Online 
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Simulations 

• Simulations are guided presentations of 

Access Online functions 
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Recorded Classes 

• Recorded Classes are presentations with audio 
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How to Use WBT 

• How to Use WBT is a guided tour of the main 

areas within WBT 
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Access Online 
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Shared Access Online Screens 

• URL is https://access.usbank.com 

• Registration 

– Password resets 

• Account Information 

– account profile and account statements 

• My Personal Information 

– Update demographic information and change password 
information 

• Order Management 

– Create Maintain and Match Orders to transactions 

• Transaction Process 

– Posted Transactions, Reallocate, Dispute, Match Transactions to 
Orders 

• Reporting 
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Basic Navigation 

• Cardholder 

– Self Registration 

– Order Management 

– Transaction Management 

– Account Information 

– My Personal Information 

• Billing Official 

– Transaction Management 

– Account Information  

• Resource Manager 

– Accounting Code Management 

– Account Administration 
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Registration 

Only cardholders self-

register by clicking 

here and filling 

information. Resource 

Managers and Billing 

Official IDs are created 

by the A/OPC 
 

Answer authentication 

question and answer to 

reset the password. 

Password resets 

•  Contact A/OPC 

•  Call Customer Support 
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Account Information 

18 months of statements 

can be used for manual 

payments and records 

Limits, demographics 

and DAC 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    19 |    19 

Reporting 

• Program Management 

• Financial Management 

• Report Scheduler 

• Data Exchange 
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Transaction Detail Report 

 

Determine spend for 

current cycle or previous, 

allocation detail, disputed 

items, refund information, 

merchant information, etc.  
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My Personal Information 
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Confirm and Pay Process 
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Confirm and Pay – Transaction Process 

• Cardholder functions  

• Billing Official functions  

• Resource Manager functions 
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Timeframes 

• Cardholders have 15 days to approve in Access Online 

• Certify within 60 days or account becomes M9’d 

• 181+ days of non-payment will shut down agent 

• Resource Managers can not perform maintenance to 
Extract Information or Accounting Code Information if 
account is closed 
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Cardholder Process 

• Creates Order 

• Makes Purchase 

• Transaction Posts 

• Matches Order to Transaction to approve 
transaction 

• Reallocates Transactions, if necessary 

• Disputes Transaction, if necessary 

• Approves Statement 
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Order Management – Cardholder 

Cardholder 

• View, create, maintain, cancel and/or 

suspend orders 

• Match Transactions to orders 

DoD requires that  cardholders create an 
order for each transaction. Best practice is 
to create the order before the purchase 
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Order Management – Cardholder (Continued)  

• Any field with an asterisk must 

be filled in 

• Use the line items 

• User Allocation 

• Click on Add to add line items 

EDI-enabled accounts can 

have transactions post to 

Default Line of Accounting or 

reallocate a transaction to an 

Alternate Line of Accounting 
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Transaction Management – Cardholder 
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Matching – Cardholder 
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Matching – Cardholder (Continued) 

If % of 

fulfillment is 

less than or 

greater than 

100%,  

appear 

Match order to 

transaction. 

This approves 

the transaction 

and is the only 

way to approve 

a transaction. 
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Approved Transaction – Cardholder 
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Approve Statements – Cardholder 

Once a 
cardholder has 
approved all 
transactions, the 
overall 
statement must 
be approved. 
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Confirmation Statement – Cardholder 
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Billing Official Process 

• Rejects transaction back to cardholder, if 
necessary 

• Can perform Cardholder role, if necessary 

• Final approves transactions for each cardholder 

• Certifies statement for payment 
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Certification of Statement – Billing Official 

• Handle 
cardholder 
duties, if 
necessary 

• Reject a 
Transaction 
back to the 
cardholder, 
if necessary 

• Certify 
Statement 
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Rejecting a Transaction Back to a Cardholder 

• Once the cardholders have completed the approval 
process, the Billing Official (BO) must review the 
transactions to make sure they were approved 
correctly 

• If a transaction was not approved correctly, the BO 
can reject the transaction back to the cardholder to be 
fixed 

• Note: The system will not notify the cardholder of a 
rejected transaction. It is up to the BO to contact the 
cardholder so that they can re-process the rejected 
transaction 
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Certification Statement 
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Completion of Certification 

The BO should 

look at this 

area to confirm 

previous 

statement was 

made. If it was 

not, the BO 

should notify 

A/OPC 
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Resource Manager Process 

• Input appropriate limits to accounts 

• Input accounting information to accounts 

• Input extract information for certification process 

 

Resource Manager 
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Account Administration – Resource Manager 
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Accounting Code Management – 

Resource Manager 
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Refunds 
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What is a GPC Refund? 

• Earned quarterly based on amount of GPC spend and 
speed of payment 

• Maximizing the utilization of the purchase card, each 
service and organization receives more and more… 
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Cardholder Refund 
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Managing Account Refund 
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Things to Know 

• EDI-enable accounts when possible 

• Making payments as soon as possible, yields a lower 
file turn 

• Purchase volume and speed of pay = refunds 

• This all equals money back to your agency 
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Recap 

• Web-based Training 

– Login 

– Lessons 

– User guides 

– Simulations 

• Access Online 

– Common screens 

– Confirm and pay process 

– Refunds 
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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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