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Corporate Travel Card Basics 

• What is a travel card? 

• What are the fundamentals of a travel program? 

• What program controls are available to me? 

• How does the authorization process work? 

• How does a cardholder pay their statement? 

• What support is available? 

• What if I need more information? 
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What is a travel card? 

• A payment mechanism that enables cardholders to 
pay for airfare, hotel, car rental, and other travel 
related expenses 

• Centrally billed and paid by the agency/organization 

• Individually billed and paid for by the cardholder 

• Universal acceptance and security 

• Administrative cost savings 
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What are the Fundamentals of a Travel 

Program? 

• Terminology 

• Cardholder compliance 

• Tools for program management 

• Delinquency management 

• Measures of effectiveness 
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Terminology 

• TSYS – credit card program 

• U.S. Bank Access® Online – Access Online system 

• A/OPC – Agency Organization Program Coordinator 

• SPL – Single Purchase Limit 

• Credit limit – total amount that can be spent  

• Cash limit – total amount of cash that is available  

• MCCG – Merchant Category Code Group  

• MCC – Merchant Category Code (Visa®) 

• SIC – Standard Industrial Code (MasterCard®) 

• DAC – Default Accounting Code 
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What is TSYS?  

“The action behind the transaction” 

• TSYS is a single-source solution that enables issuers 
to support multiple products, languages and 
currencies on one global platform 
 

• TSYS is the system of record that houses customer 
and company data 
 

• All data used within U.S. Bank to monitor client 
activities comes from TSYS 
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Cardholder Setup Form 
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Cardholder Setup Form 
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Cardholder Setup Form 
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Cardholder Setup Form 
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Role of the Agency/Organization Program 

Coordinator 

• Train cardholders 
 

• Create policy and procedure 
– Standard Operating Procedures (S.O.P. Guide) 
 

• Monitor program 
 

• Maintain points of contact 
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Role of a Cardholder 

• Understanding purpose of card 

• Reconciling statement 

• Paying statement  

• Disputing transactions 

• Reporting fraud 

• Report cards as lost or stolen 

• Decline research 
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Tools and Resources for Program Management 

• Access Online (https://access.usbank.com) 

• W.B.T. (https://wbt.access.usbank.com) 

• Training and Marketing 
(www.usbank.com/gov_forourclients) 

• Access Online Helpdesk (800-254-9885 option 2) 

• Customer Service (888-994-6722) 

• Account Coordinators (800-254-9885 option 3) 

• Relationship Managers, located in Washington, DC 

• GSA – helpful hints guide 

• GSA – https://smartpay.gsa.gov 
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• URL: https://access.usbank.com 

Access Online Welcome Page 

https://access.usbank.com                                                                         
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Transaction Management 
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Account Administration 
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Cardholder Accounts 



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

Web-based Training 
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Minimizing Delinquencies 

• Access Online reports 
 

• Collections 
 

• Reinstatement process 
 

• Maximize rebate potential 
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Reporting 

• Account List 

• Charge Off 

• Past Due 

• Transaction Detail, Full 

• Transaction Order Detail 

• Merchant Spend Analysis 

• Merchant List 

• Declined Authorization Report 
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Account Status Codes 

• Z1 Past Due 45 Days 

• Z2 Past Due 60 Days (account is suspended) 

• Z3 Past Due 120 Days (pre-cancellation notice sent out) 

• Z5 Past due 126 Days (A/OPC will need to request           
reinstatement) 

• V9 Voluntary Close   

• F1 Reported as Lost or Stolen 

• FA Fraud Activity Has Been Reported 

• B3 Special Code used to authorize charges 
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Collection Process 

• At 45 days cardholder considered past due 

– Collection calls may begin  

– Day 55 cardholder receives delinquency notification 

• At 65 days account suspended (Z2) 

– 110 days delinquency notification mailed to cardholder 

• At 126 days account cancelled (Z5) 

– late fees assessed 

• At 180 days account charged off 

• Delinquency reported to Credit Bureau 
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Maximize Potential Rebate 

• Rebate is based on average volume of spend and 
average speed of payment 
 

• Delinquencies and charged off accounts affect rebate 
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Reinstatement Process 

• Account must have a zero balance 
 

• 12 months after status was applied 
 

• Level of request for reinstatement is determined by 
agency 

 

 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    25 |    25 

What Controls are Available to Me for the Card? 

• Standard credit limit 
 

• Cycle limit 
 

• Standard T&E – MCC’s 
 

• Cash advance 
 

• Retail limit 
  

• How to maintain limits? 
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Buyer Merchant Merchant 

Bank 
Brand Issuing 

Bank 
• Governing 

body for Visa 

/ MC branded 

cards 

• Establishes 

regulations 

and standards 

for issuance, 

use, 

acceptance, 

and 

processing 

• Merchant’s 

financial 

institution 

• Responsible 

for the 

issuance and 

administration 

of purchase 

card terminal 

device  

• Provider of 

goods / 

services 

• Responsible 

for 

compliance 

with Visa / 

MC operating 

rules and 

regulations 

• Controls 

passage of 

transaction 

data 

• Responsible 

for issuance, 

maintenance 

and reporting 

• Establishes 

authorization 

controls 

 

• Cardholder 

How Does the Transaction Flow Process Work? 
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Billing/Payments 

• For centrally billed accounts the official bill is the 
managing account 
 

• For individually billed accounts (travel) the official bill 
is the cardholder statement 
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How Do I Pay My Statement? 

• Travel  

• Pay electronically via 
Access Online - Epay 

• Telepayments via IVR / 
Customer Service 

• Check / money order 

• ACH  

• Wire  

 

 

 

 

Regular Payment Address 

PO Box 790428 

St. Louis, MO 63179-0428 

 

Overnight Payment Address 

U.S. Bank Internal Payments 

Attn: Dept. 790428 

830 N 11th Street 

St. Louis, MO 63101 
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What Support is Available to Me? 

• Relationship Manager, located in Washington, DC 

• Account Manager, located in Washington, DC, 

Minneapolis, MN and Fargo, ND 

• Account Coordinator, located in Minneapolis 

• Customer Service, 888-994-6722 

– Dispute department 

– Payment Research department 

• Access Online Technical Helpdesk, 800-254-9885 

press option 2 

• Collections 800-837-6708 (Travel) 
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• Available 24 hours a day, 7 days a week 

• Supports APC, Approving Officials and Cardholders 

• Dedicated, trained staff handling over 45,000 calls 

monthly 

• Located in Fargo, ND and Coeur D’Alene, ID 

• Required for verification 

– AOPC – level numbers 

– Approving Officials – credit limit         

– Purchase Cardholder – SPL 

– Travel Cardholder – SSN 
• 888-994-6722 

 

Customer Service 

  

Helpful Tip: 

Have all information  

 ready before calling. 
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• Available 24 hours a day, 7 days a week 

• Located in Fargo, ND and Coeur D’Alene, ID 

• Dedicated, trained staff handling over 12000 calls monthly 

• Required for verification: User ID and Password 

• Assist with error messages 

• Assist with Access Online program issues 

• How to? 

• Password reset 

• Can be reached at 800-254-9885 option 2, at 701-461-0186, 
or email accessonlinesupport@usbank.com. 

 

 

 

Access Online Technical Support 
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Account Coordinators 

• Located in Minneapolis, MN  

• Available 7 a.m. to 6 p.m. Central Time, Monday – 
Friday 

• Supports the agency/organization Program Coordinator 

• Can be reached at 800-254-9885 or 
gov.service@usbank.com 

• If you reach your Account Coordinator’s voice mail, you 
may press 0 to be transferred to the next available 
Account Coordinator for assistance 
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Relationship Management 

• Relationship Managers are located in Washington, DC 

• Account Managers are located in Washington, DC, 
Minneapolis, MN and Fargo, ND 
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Measures of Effectiveness 

• Knowledge of program 

• Takes action 

• Sharing of information 

• Updates point of contact information 

• Internal goals 
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Best Practices 

• Credit worthiness 

• Salary offset 

• Split disbursements 

• Access Online transaction management and reporting 
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Communications and Training Site 
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GSA SmartPay Site 
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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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