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Train the Trainer — Air Force

Presented by Amour Toura-Gaba
USAF Account Manager — Washington, DC
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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 Ebank

Las Vegas, Nevada | August 16-18, 2011



login

Please enter your user name {e-mail addr

e enter your personal |

Lesson Only Login

Please enter the WBT p rd:

— -

Las Vegas, Nevada




L_essons

Transaction Management
1 nt

* Lessons are pre-selected based on user role
* Registered users can take evaluation tests
» Certificate of completion available [Ebankﬁ

Las Vegas, Nevada




User Guides

Welcome t_o_Access Online® Web- Access Online Us
Based Training!

To learn how to use this training, click the
How to use WBT link above. The Lesson User Guides
less0ns in the lesson menu correspond
to the lessons you selected on the
previous screen.

To begin 3 lesson right away, click the
lessan number.

14th Anmual

CIO Enterprise
Value Award

whnmer

Lesson User Guides explain every task or
responsibility including tips and screen shots

Las Vegas, Nevada | August 1




Other Guides

Welcome to Access Online® Web-

Based Training! Access Online User Guides

ink b

To learn how to use this training, click the
How to use WEBT link abave. The Other Documents
lessons in the lesson menu correspond
to the lessons you selected on the
previous screen.

To bedin a lesson right away, click the
lesson number.

14th Annmual

CIO Enterprise
Value Award

winmer

Other Documents offers samples, screen shots
and data reference guides

Las Vegas, Nevada

[Ebank




Quick Reference Guides

Welcome to Access Online® Web-
Based Training!

Tolearn how to use this training, click the
How to use WBT link abave. The
lessons in the lesson menu correspand
ta the lessons yau selected on the
previous screen.

To begin a lesson right away, click the
less0n number.

14th Anmual
CIO Enterprise
Value Award

Winmer

Quick References offers 1-2 page documents that
outline a specific task

Las Vegas, Nevada

[Ebank




Department of Defense Guides

nend §ladin

5

Welcome to Access Online® Web-

Based Training! Access Online User Guides

link od il

To learn how ta use this training, click the
How to use WBT link ahove. The
less0ns in the lesson menu correspond
to the lessons you selected on the
[revious SCreen.

Tohegin a lesson right away, click the
|es50n humber.

I-;m Annual
CIO Enterprise
Value Award

winmer

« DoD Guides offers specific Army functions in
Access Online

Las Vegas, Nevada | August 1




Simulations

ieny [ login

Welcome to Access Online® Web-

Based Training! Access Online Simulations

nulation.

To learn how to use this training, click the
How to use WBT link above. The
lessons in the lessan menu correspond
ta the lessons yaou selected on the
previous screen.

To begin a lesson right away, click the
lesson number.

14th Annual
CIO Enterprise
Value Award

Winmer

Simulations are guided presentations of
Access Online functions

Las Vegas, Nevada

[Ebank




Recorded Classes

Welcome to Access Online® Web-

Based Training! Access Online Simulations

ink below to

To learn how to use this training, click the
How to use WBT link ahave. The
lessans in the lesson menu correspand
to the lessans you selected an the
previous screen.

To begin a lesson right away, clickthe
lesson number.

14th Annual
CIO Enterprise
Value Award

winmer

Las Vegas, Nevada | August 1
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How to Use WBT

« How to Use WBT is a guided tour of the main
areas within WBT E!Ebank
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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
iInformation

* Order Management
— Create Maintain and Match Orders to transactions

 Transaction Process

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

* Reporting Ebank

Las Vegas, Nevada | August 16-18, 2011



Basic Navigation

« A/OPCs provide training to AOs, CH’s — advise FMs

« Financial Manager
— Accounting Code Management
— Account Administration
— Managing Account Certification
« Approving Official
— Transaction Management
— Account Information

« Cardholder
— Self Registration
— Order Management
— Transaction Management

— Account Information
— My Personal Information E!Ebank®

Las Vegas, Nevada | August 16-18, 2011




Registration

~N

(Answer authentication
guestion and answer to
reset the password.

U.S. Bank Access® Online

e
E:Ebal‘lk Welcome to Access Online!

Password resets
e Contact A/OPC
\.- Call Customer Support

/Only cardholders self—\
register by clicking
here and filling

Contact Us Please enter the information below and login to begin.

1o
ogm Cirganization Shor Mame:

EF{MY

L=er 1D

FPassward:

|

Forgotyour password?? _

information. Resource

Register Onling | Gu—

Managers and Billing
Official IDs are created
\ by the AJOPC

Wehsite/Browser Requirements

of @) serving you™

[Ebank
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Account Information

Gbank

Request Status Queue
Active Work Queue
System Administration
Event Driven Notification
Account Administration
_Transaction Management
Account Information
+ Statement

+ Account Profile

Reporting
Data Exchange
My Personal Information

Home

Contact Us

Account Information

Statement

View account statement(s).
» Cardholder Account Statement

manual payments

« Statements available the
day after the cycle ends

* 18 months of statements

® |lanaqging Account Statemen
® [iversion Account Statement

Account Profile

View account demographics, limits, accounting code, and other related information.

® Cardholder Account Profile
® [lanaqing Account Profile
» Diversion Account Profile

\ are available

( MA Statements — used for \

J

Limits, Demographics
and DAC

Las Vegas, Nevada | August 16-18, 2011




Reporting for Cardholders and Approving
Officials

* Program Management
* Financial Management
« Administration
* Also avallable for A/IOPCs and FMs:
— Report Scheduler
— Flex Reporting
— Custom Reports
— Data Exchange

[Ebank

Las Vegas, Nevada | August 16-18, 2011



Transaction Detall Report
E':Ebal'lk Financial Management

I Client Relationship: United States Army

Switch Relationships

Request Status Queue
Active Work Queue
Sy=stem Administration

Order Management

. Global Order detail information.

* Report Scheduler Order Receipt
Lrder kecelpt

Account Administration Billed Transaction Analysis with Grder Detail
Order Ma_l'lﬂgemeﬂt Detailed and summary billed transaction information,
Transaction Management regarding the results of order and transaction matching.
Enhanced Supplier
e Full Transaction and Order Detail
S FELLTE TUIOTITELT Full expenditure detail, including transaction, line item, order,
SELITLID account allocation, and tax estimation information.
* Program Management
g+ Financial Management Order &Analysis
* Supplier Management Detailed and summary order information, regarding the
» Tax and Compliance results of order and transaction matching.
Management
+ Administration Order Detail

( + Shows spend amount per
cycle or longer period

« Shows line of accounting

\_ was disputed

 Shows whether transaction

J

Las Vegas, Nevada

Transaction Management

Account Allocation
Account allocation and reallocation detail by accounting code.

Extract Reconciliation
Summary of fransactions by account that have been extracted
wversus statemented.

Managing Account Approval Status
Histary of Managing Account and Cardholder Account
statement approvals.

information as rec

Transaction Detail

Detailed transaction data including merchant detail,
allocation {accounting code) information, and transaction log
data.

el AULVILY LYEidll
Fleet product summary and fleet transaction activity data
including fuel, tax and line item detail.

Payment Detail
Detailed payment information pertaining to transactions and

payments.

Transaction Aging
Detailed client transaction information and payment aging

' Mhank

| August 16-18, 2011




My Personal Information

Order Management
Transaction Management
Account Information
Reporting

My Personal Information

* Pazsword

v Contact Infarmation
v Accourt Access

* Manage Favortes

Home

Contact Us

@bank My Personal Information

I User I0: chipurchase

Password

Change your system password and create or modify an authentication response that will
he usedwhen resetting a passwaord.

Contact Information
Update your user D contact information (name, address, phone no., etc.).

Ermail Maotification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
ACCRSE.

Add Accounts

Manage Accounting Code Favorites
Add favarites, enable favorites to be selected when reallocating and managing
allocations, and delete existing favorites.

Las Vegas, Nevada | August 16-18, 2011
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Pay and Confirm Process
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Pay and Confirm Functions

« Transaction process
* Financial manager functions
— Certify managing account for payment
« Cardholder functions
— Approve each transaction
— Approve cardholder statement
* Approving Official functions
— Review / final approve each transaction
— Approve managing account statement

[Ebank

Las Vegas, Nevada | August 16-18, 2011



General Transaction Process

Buyer ‘ Merchant ‘ Merchant ‘ Brand ‘ Issuing

e Cardholder < Provider of
goods /
services

* Responsible
for
compliance
with Visa®
operating
rules and
regulations

« Controls
passage of
transaction
data

Bank

* Merchant’s
financial
institution

* Responsible
for the
iIssuance and
administration
of purchase
card terminal
device

Bank
« Governing * GPC Partner
body for Visa :
branded Re§pon5|ble
for issuance,
cards

maintenance
* Establishes and reporting
regulations

» Establishes
and standards o
. authorization
for issuance,

controls
use,

acceptance,
and
processing

[Ebank
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Financial Manager Process

 Input appropriate limits to accounts | USAF policy is to
.. assign at least one
— Yearly spend limit -\ /nanaging account
 Input accounting information to accounts

— If set up properly, may eliminate payment rejects at
DFAS

 Input extract information for certification process

— Ensures obligation and invoice files flow to correct
location

« Certify accounts for payment

[Ebank
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Cardholder Process \/
* Creates order

« Makes purchase

« Transaction posts

« Matches order to transaction to approve transaction

* Reallocates transaction, if necessary

 Disputes transaction, If necessary
* Approves statement

[Ebank

Las Vegas, Nevada | August 16-18, 2011



Approving Official Process

* Rejects transaction back to cardholder, if necessary

* Reviews and final approves each transaction for
every cardholder

- Approves managing account statement

[Ebank

Las Vegas, Nevada | August 16-18, 2011
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Timeframes (USAF Times Are Different)

« Cardholders have 15 days to approve in Access Online
or they are locked-out

* Approving Officials must approve Managing Account
Statement within 60 days or account becomes S1'd

 Certify within 60 days or account becomes M9'd
« 181+ days of non-payment will shut down agent

* Financial Managers cannot perform maintenance to
extract information or accounting code information if
account is closed

[Ebank




Accounting Code Management (Financial Manager)

[Ebank

Request Status Queue

Active Work Queue

c,?ﬁrstem Administration
- Accounting Code Mgmt

* Merchant Groups

* Merchant Allocation Rules

* Allocation Rules Engine

Event Driven Notification
Account Administration
Transaction Management
Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Accounting Code Management

Accounting Code Structure
Create or modify structures for viewing, entering, and changing
accounting codes throughout the system.

Accounting Validation Controls

Create, view, modify and delete the rules for accounting code validation.

m Create Mew Accounting Validation Contral
m Create [/ Modify / Delete Child Accounting Validation Contraol
m Wodify ! Delete Accounting Validation Control

Hote: The management of custom and subset valid values lists is done
through the "Create { Modify / Delete Child Accounting Validation
Cantral®™ link or "Modify / Delete Accounting Validation Control”™ link

Valid Values Lists

Create, view and delete lists of valid accounting code values. Also add,
replace or delete values within a list.

m Create Mew Valid Values List
m [odify ' Delete Valid Walues |ist

Alternate Accounting Codes
Create, view, modify and delete the full lines of accounting that can be
used for reallocation.

Las Vegas, Nevada | August 16-18, 2011
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Account Administration

@bank Managing Accounts

Request Status Queue
Active Work Queue
System Administration
Event Driven Notification

ccount Administration
> Cardholder Accounts

> Managing Accounts
Transaction Management
Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Summary and Tasks

I Managing Account Number; -

Switch Accounts

Select atask to maintain its contents. Repeat if changes are required in another task. You can also view
account requests inthe request status queus.

Product: Purchasing Bank:
Name: ACHME PCORG Agent:
Status: “"-0PEN Company:

Task Description

Extract Information Input financial extract information assigned to the account.

Default Accounting Code  Input the default accounting code assigned to the account.

Input authorization limit information such as credit limit, single purchase limit,

Autharization Limits

and availanle credit.

|\
J

\

J

Las Vegas, Nevada | August 16-18, 2011
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Order Management —
Recording the Purchase
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Order Management

0ESbank

Order Management
* Order Maintenance
= Match Multiple Orders

Transaction Management
Account Information
Reporting

My Personal Information

|2t

Order N
Create QOrder

Card Accou B
Role: Cardholder
Trans List

¥ Create

Use this form to create an Order tha

* =required
Collapse All

[DoD requires
that
cardholders
create an
order for
each
transaction.
Best practice
IS to create
the order
before the
@urchase.

J

e

~
* View, create, maintain, cancel and/or

suspend orders
 Match transactions to orders

J

S 0 8 TN L

[-] Infoermation

BReturn to top | Go to Save

General
Cantrol Mumber: * 0000000000108 COrder Date: * IW Creation Date: 04/30/2011
Match Status: Open Source: chipurchase User ID: chipurchase
usiness Unit: Invoice #: - Document #:
Authorization Number: Requestor Name: * gsgiadm” Methad -
Financials
[T] Credit Order
Amount: * 0.00 Other Tax: I—DDD Freight Amount: I—DDD
Source Currency: LS. Dollar -

EDN Routing Mumber:

Source Currency
Amount:

Miscellaneous Amount:

Caontingency
Cperations:

Search and Select EDI Routing Mumber

Property Book: *

Contract Payment
Method: *

UID Required: *

[Ebank

Las Vegas, Nevada | August 16-18, 2011 |
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Order Management — Cardholder (Continued

Merchant
Merchant Name: * City State/Province . . .
Fostal Gove * Any field with an asterisk must
Ship to . .
City: State/Province: - Postal Code: be fl I I ed I l I
. - - OCONUS Shipment
Destination Code Hazardous Materials: Mo Method:
Merchandise Need Merchandise Due Date: Merchandise Received . .
Date: Date:
* se tnhe line 1tems
Additional Information
Other Data Shipping Data PMO Reserved 2
i » User Allocation
-] Line Items Return to top | Go to Save
The Line Items section provides a detailed itemization of the total
. ¢ y . .
S * Click on ‘Add’ to add line items

1 Line tems

[-1 Allocations

Return to top | Go to Save

This section displays allocations that will be applied to en matched

You can allocate amounts by dollar amount or percentage. The N
before saving. To allocate to additional accounting codes, click the “AdO

gual zero (0}

=

= required

Rermowve Allocation %a of

Total Armount

Prepopulated Accountimg Coo
Current Hame Change TGS

EDI-enabled accounts can
~_ have transactions post to
S [ sconat tocatonts Default Line of Accounting or

Hote: Rows marked for removal are added to the Unallocated Amount value.

. === reallocate a transaction to an

The Comments section provides user-defined text area(s) that can be used for comments.

S 110 Reserved 2 Alternate Line of Accounting

PMO Reserved 3 PMO Reserved 4

’ ’ [Ebank
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Transaction Management —
Certifying an Account for Payment
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Certifying a Managing Account for Payment

(- Managing
accounts can
be certified
individually,
or a page at
a time

« Each page
must be
certified

\_ separately

I U.S. Bank Access® Online

EEbal‘lk Transaction Management

Managing Account List

Our Payment Products — Logout

ACME10 PC Organization

Request Status Gueue
Active Work Gueue
System Administration
Event Driven Hotification
Account Administration -] Product Summary
Tr tion Manag "

* Managing Scct List

= Card Account List

Role: Cedified - FSO0

Total Mumber of Open

ManagingiDiversion Accounts: 2 Open Card Accounts: 14 Suspended Card Accounts: 0
= Tranzaction List
Account Information [+] Search Criteria Beturn to top
Reporting
e [-] Managing Account List Retum to top

My Personal Informati
Records1- 2 of 2
ShowiHide Posted | ShowiHide

Home
tact Us

Account Name Cycle Date # of Trans $ of Trans

“““““““““““““““““ ACME PC ORG Open 87T P3N 11236

1 ACME PC ORGTEST Open

463 §267769.77

Switch Role

“nproved

# of Trans % $ of Trans

$1,545.00

§0.00

Check Al Shown | Unche de All Shown

Recordz1-2 of 2

Certify MADA Statement

Las Vegas, Nevada |




Certifying a Managing Account for Payment

U.S. Bank Access® Online ACME10 PC Organization

@bal‘lk Transaction Management

Managing Account Statement Confirmation

:!‘ﬂ:::s\;;srtr;:;: llll mf‘jﬁﬁ;:ﬁ:ﬁif b 2t The EDIfile will not beocreated. Please contactyour Pro, Th . Py d t' ” \
System Adminéstrati IS ‘warn andad continue
Account'Adrministrat The fallowing Managing Accounts —
T message alerts you that the

= Card Account List
i flags and/or routers are not
Reporting
e mation set for the account(s) shown.

Go ahead and certify and
All of [ serving you then correct the problem so it
won'’t happen again next
cycle. The account(s) shown

will need to be paid manually.
\W P v/

[Ebank
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Certifying a Managing Account for Payment

U.S. Bank Access® Online

@bank Managing Accounts

Maintain Extract Information

ACME10 PC Organization

Our Payment Products  Logout

{ This is where you'd \

Request Status Queue -
Active Work Queue I Man=aging Accourt Humber: 47 16204556520985, ACME PC ORG
System Administration L . .
Event Driven Hotification Maintain extract information, then send the reguest
Account Administration .

» Cardholder Accourts Product:  Purchasing Bank: 3058

) Name:  ACME PC ORG Agent: 0064
* Manzging Accounts
S Status:  ""-0PEM Company: 11789

Transaction Management
Account Information
Reporting
i Electronic Data Interchange (EDI) Routing Number

My Personal Infformation

Value
¥V Invoice |F6?1 1o Search for Value

Hoeme
Contact Us

Credit Invoice | Search for Yalue

r
¥  Obligation |F6?1 1o Search for Valug

[T CostTransfar l Search for Yalue

Extract Information Comments:

Note: the maximum amount of characters allowed is 254,
Character count=10

correct the flags and
routers notice. This is in
Managing Account
maintenance. Both the
invoice and obligation
should be enabled, with
applicable routing codes
assigned. If the account
has reallocation rights,
also enable the cost

transfer, and apply its /

router.

Las Vegas, Nevada | August 16-18, 2011




Managing Account Statement Confirmation

U.S. Bank Access® Online ACME10 PC Organization

EEbal‘lk Transaction Management

Managing Account Statement Confirmation

Owur Payment Products Logout

Request Status Queue
Active Work Queue
System Administration
Event Driven Hotification
Account Administration
Transaction Management

= Managing Acct List

= Card Account List

= Tranzaction List

FPurzuant to the authority wvested in me, | certify that this invoice hilling statement) is carrect and praper far
payment, except as may be noted herein or on suppoding documents.
—

|

Account Information
Reporting

Data Exchange

My Personal Infermation

Home
Contact Us

All of M3 serving you™

[Ebank
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Certifying a Managing Account for Payment

.S, Bank Access® Online

[Ebank

Request Status Gueue
Active Work Gueue
System Administration
Event Driven Hotification
Account Administration
Transaction Management

= Managing Acct List

= Card Account List

= Transaction List

Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Transaction Management
Managing Account List

ACME10 PC Organization

Cwr Payment Proc

Fole: Certified - FS0

® Managing Acct List

* You'll see the \

[i] The action was successtully completed.
[—] Product Summary

Total Murmber of Open

Managing/Diversion Accounts: 2 Open Card Accounts: 14

[+] Search Criteria

message saying the
certification was

-] Managing Account List

successful

FRecords 1 -2 of 2
Show/Hide Posted | ShowHide Approved | Show/Hide Final Approved | ShowHide Realloc

* Accounts now have

Select @ e Account Name Cycle Date #u
Y = o 4 ACME PC ORG 04092010
& = Bf & ACME PC ORG TEST 041052010
'

the “Certified Symbol”
displayed next to the

@ Open Account & Certified - FSO

ChedcAll Shown | Unchedo Al Shown
Records1 -2 of 2

\account number /

[Ebank

Las Vegas, Nevada | August 16-18, 2011




Transaction Management —
Cardholder Responsibilities
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Matching — Cardholder

TEbank

Crder Management

Transaction Management
* Tran=saction List

Wuccount Information

Reporting

My Personal Information

Home
Contact Us

Transaction Management
Select Best Order to Match to Transaction

I Card Account Number:

Switch Acoounts

Transaction Summary

Status Trans Date Posting Date Merchant

City, State/Province Amount Detail €% PurchaselD @& Accounting Code
03720 03/24 BEST BUY 00009746 RICHFIELD, MM $65.00 103564 54540000000000

(D) pisputed (A% peallocated

Suggested Best Match

Search & Select Order to Match to Transaction
Select from All Available Orders to Match to Transaction

To match to this transaction, select an Order and click the "Match to Transaction™ button.

Toview the details, click the "Control Mumber” link.

Ifthe desired Qrder to match is not in the list, click the "Search...” or "Select from All Available...” link.

Match to Transaction

Records 1 - 1 of 1

Match Status f_} Control Number Order Date Merchant Name Amount Source % Fulfilled Last Match

@) Cpen 0000102385 03/20/2011 BestBuy Bes $65.00 chipurchase 0.00% 03/23/2011

;_; Contrel Number Nat Unigue

Records 1 - 1 of 1

Match to Transaction

== Back to Transaction Detail

Las Vegas, Nevada

[Ebank
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Matching — Cardholder (Continued)

7~ \

@bank Transaction Management ( Match order to
Transaction Detail .

Order Management LT transactlon .

Transaction Management Role: Cardholder Switch Role

R This approves
the transaction

My Personal Information
Li ] Request has been successfully completed. .
and is the only

Home Transaction Summary
Contact Us Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail € Purchase Way to approve
L] 03120 03124 BEST BUY 00009746 RICHFIELD, MN $65.00 10354 H
a transaction.
@ Disputed O Matched A Exception (o Reallamtedh \
I

Summary r Match r Allecations r Approval History |

The Match tab provides information on what the transaction has been matched to. If A) Of
Toview the details, click on the "View Matched Order” link.

To unmatch, click the "Unmatch” button. fu |f| | I me nt |S
Matched Order View Matched Order IeSS th an OI'

Order Date: 03/20/2011 Unigue Control Number: Yes Match Status: Fulfilled

Contral Number: 0000102385 Source: ch1purchase % Fulfilled: 100.00% h
Amount: 65.00 Match Source: APCO10.chipurchase LastMatch Date: 04/30/2011 g reater t an
Merchant Mame: BestBuy Bes Account#: b 1 1T §

100%, A
appear

mSbank

== Back to Transaction List

Las Vegas, Nevada | August 16-18, 2011




Approved Transaction — Cardholder

Crder Management

Transaction Management
* Transaction List

Account Information

Reporting

My Personal Information

Hame
Contact Us

@bank Transaction Management

Transaction Detail

Card Account Humb
Role: Cardholder Switch Role

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail € Purchase D
[111] 03420 03/24 BEST BUY 00009746 RICHFIELD, MM $65.00 10354

@ Accounting Code

(a¥ 23340000000000000000|23|2334

'::9 Disputed (I)Mmched A Exception (> Reallocated

Summary r Match r Allocations r Approval History

The Approval History tab displays approval actions taken on a transaction.

Approval Actions

Approver Date/Time  Approval Action Approver Modifications

04/30 01:59 Approved

Key for Rejection Reasons:

Incorrect accounting code allocation (Request for user to change allocation)
Incorrect or insufficient transaction comment information

Incorrect or not enough user line item data

Unauthorized / non-preferred vendor

Incorrect match

Other

e =TI | [ S W

Key for Approver Modifications:
C Changed Transaction Commenis
U Changed UserLine ltems

Las Vegas, Nevada | August 16-18, 2011
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Approve Statements — Cardholder

@bank Transaction Management

Card Account Summary with Transaction List

Active Work Oueue
Event Driven Hotification
Account Administration

B Trans List O n Ce a
== cardholder has

Transaction Management

Card Account Number: Switch Accounts
Role: Cerified - BO Switch Bole

= Managing Acct List [-] Card Account Summary

approved all

= Tranzaction List Account Mumber: ® ..5633 Cutstanding Orders: F250.21 5
Account Information Account Mame: ROSEAMME BUTLER Linmatched Transactions: $24,581.56 56 t t' th
- e ransactions, the
Data Exchange Billing Cycle Close Date:

My Personal Information

overall

Total Transactions: $5,062.480 2 Final Approved Transactions:  $0.00

Reallocated Transactions: $0.00 u] % Final Approved Tr. i
Home n .

% Reallocated Transactions: 0.0% 0.0% t t t t
ContactUs statement mus

@ Open Account

Approve Statement

(el pam gy o = e )

Approval Status Approval Date Approved by
Mo stadesment 3opmual histony exists for this aecowmt.

be approved.

[+] Search Criteria Eeturn to tap
[-] Transaction List Eeturn to tap

Records 1 -2 of 2

Cheddall Shown | Uncheck All Shown

Select Status Approval Status Match Posting Merchant City/State
@ jaely. 3 Date
- Pending 0218 0216 DURD BAG MFG 800-879-3876, Ky §4,942.50
- Fending 029 0212 A-1 ENGRAVERS & STAMP SHP  SAMN ANTOMNIO, T $120.00

(D) Disputed (__) Matched M Exception (A% Reallocated () (W) Trans Detail Lewel

Cheddall Shown | Uncheck All Shown

Records 1 -2 of 2

Reallocate Mass Reallocate Match to Order m E I I
a n ®

Las Vegas, Nevada | August 16-18, 2011




Confirmation Statement — Cardholder

(Sbhank

Active Work (ueue
Event Driven Hotification
Account Administration
Payment Plus
Order Management
Transaction Management
® hanaging Acct List
» Card Account List
* Transaction List

Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Transaction Management
Card Account Statement Confirmation

| certify that, except as may he noted herein or on supporting documents, the purchases and amounts listed
on this account statement: (13 Are correct and reguired to fulfill mission regquirements of my arganization. (2)
Do not exceed spending limits approved by the Resource Manager. (3) Are not for my personal use or the
personal use ofthe receiving individual. (4) Are not items that have heen specifically prohibited by statute, by
regulation, by contract, or by my organization. (8) Have not heen splitinto smaller segments to avoid dollar
limitations. All purchase card transactions are subject to review to identify instances of potential fraud, waste
andfor abuse.

Agree Disagree

[Ebank
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Transaction Management —
Approving Official Responsibilities

All of 3 serving youe®




Managing Account Statement Approval

(- Review, and

then final

approve each

transaction

This must be
done for every

assigned
cardholder
before
statement
approval is

\ activated

Recards 1- 18 of 12

Chedoall Shown | UnchedeAll Shown

Select Status Approval Status Match
QA

m

Einal Anproved
Einal Approved
Final Approved
Final Approved
Final Approved
Final Anproved
Final Anproved
Einal Approved
Final Approved
Final Approved
Final Approved
Final Anproved
Final Anproved
Einal Approved
Final Approved
Final Approved

inal Anprove

Posting Merchant

Date
04728
04726
04723
04720
04715
04415
04715
04715
04715
04714
04714
04413
04412
04412
04412
04412
04412
04412

UTAH COMMERCIAL SUPPLY IN
DOD EMALL

WALMART COM #INTERNET O
BLK*BOX CORP
HAGEMEYERNA CBGZ
NEWEGG COMPUTERS
WALMART.COM *INTERNET O
NOT JUST PRINTERS,INC
AES SYSTEMS, INC.

PLATT ELEC SPPLY 0057
USA IMPACT 01 OF 0

DOD EMALL

ADEMO DIV OF HONEYWELL
NAT'L BUSINESS FURNITURE
DELL MARKETING LP.
OFFICEMAK CTHMN#TIT 348
COWGOVERNMENT INC
HILTIING CSR #4 8008798

City/State

435-8841924, UT
BATLE CREEK, M|
800-966-6546, AR
T24-T46-5600, PA
943-745-2935,8C
800-390-1119, CA
800-966-6546, AR
718-4366508, MY
801-491-3804, UT
036416121, UT

469-5741126, TH

BATLE CREEK, M|
9169216706, MY

800-626-6060, W
800-234-1490, T
800-264-7370, IL

300-808-4239, IL

800-8796000, 0K

Amount

§129.99
§239.02
51104
57222
§45.60
$65.96
§227.82
$150.00
§1,098.50
$304.70
$316.00
$1,773.52
§1,963.00
§2,128.20
5150.38
508,58
$551.50
$439.60

CR
CR

Detail €+ PurchaselD &

05681
05691
05681
05681
05681
05691
05681
05691
05681
05681
05681
05691
05681
05691
05681
05681
05681
05691

233400000000
233400000000
232400000000
233400000000
233400000000
233400000000
233400000000
233400000000
232400000000
233400000000
233400000000
233400000000
233400000000
233400000000
233400000000
233400000000
233400000000

233400000000

'[J‘ Disputed C)Matched x Exception (A¥ Reallocated ®. @ Trans Detail Level

Chedoall Shown | UnehedoAll Shown

Recards 1- 18 of 12

Mass Reallocate Match To Order

Las Vegas, Nevada




Managing Account Statement Approval

U.S. Bank Access® Online ACME10 PC Organization

Logout

[- Handle
cardholder @bank Transaction Management

. : Managing Account Summaw with Card Account List
duties, if

Cur Payment Products

Event Driven Hotification - -
Order Management Managing Accourt Number: 4716304556500985, ACME PC ORG Switch Accounts
necessar " - e fpprovedAD Switch fole
y Transaction Management — :
. * Managing Acct List S G = Card Acct List | Trang Lis
R eJ ect a « Card Account List
. » Tranzaction List [-] Managing Account Summary
Account Information
TransaCtlon Reporting Accaunt Mumber: 47163045565890935 Account Mame: ACME PCORG

4 EXChande 0
b aC k tO th e D Pf:rslonaillnfornlation ‘ far

. Cycle: |18 Display Al Card Accaunts for All ManagingDiversion Accaunts
Cardh()lder! If Tatal # Card Accounts: 7 Tatal Fees: £0.00
Open Card Accounts: 7 Total Transactions: F536,763.03 119
necessary Suspended Card Accounts: 0 Cardholder Approved Transactions:  $2,143.251
Previous Statement Balance: $0.00

Payments Since Previous Statement: $0.00

* Approve
Statement
\_

Statement Approval History
Show all

Approval Status Approval Date Approved by
Cetified- FSO 057282010 APCO10.pa3farm

[+] Search Criteria Beturn to top
[-] Card Account List Beturn to top

[Ebank
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Managing Account Approval Confirmation

Statement

U.S. Bank Access® Online

Event Driven Hotification
Order Management
Transaction Management

= Card Account List
Agree

= Tramsaction List

]

Account Information
Reporting

Diata Exchange

My Personal Infoermation

Home
Contact Us

All of M3 serving you™

E:Ebal‘lk Transaction Management

Managing Account Statement Confirmation

Disagree

| certify that the iterms listed herein are correct and proper for payment from the appropriationds) or other funds
designated therean ar an supporting vauchers, and that the payment is legal, proper and correct, except as
« Managing Acct List may be noted herein or on suppoting documents.

ACME10 PC Organization

Cur Payment Pro

Las Vegas, Nevada

| August 16-18, 2011
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Rejecting a Transaction Back to a Cardholder

* Once the cardholders have completed their duties, the
Approving Official (AO) must review the transactions to
make sure they were approved correctly.

 If a transaction was not approved correctly, the AO can
reject the transaction back to the cardholder to be fixed.
(This also unapproves the cardholder’s statement)

* Note: The system will not notify the cardholder of a
rejected transaction. It is up to the AO to contact the
cardholder so that they can re-process the rejected
transaction and reapprove the cardholder statement.

[Ebank
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Completion of Managing Account Approval

U.S. Bank Access® Online ACME10 PC Organization

@bank Transaction Management

Managing Account Summary with Card Account List

Our Payment Products Logout

Event Driven Hotification - -
Order M it Man=ging Accourt Number: 471630455652909285, ACME PC ORG Switch Accounts
bl Wb Lo Al Role: Approved - A0 Switch Role

Transaction Management
= hanaging Acct List

= Card Account List
= Tranzaction List .
i ] The action was successfully completed:

A Wt Inf ati
ceouft termation [] Managing Account Summary

Reporting

Data Exchange

My Personal Information Account Number: 4716304556590885 Account Mame: ACME PC ORG
Q@ gx

Home Cyele: I 04/08/2010 :," | Search _ Display All Card Accounts for Al Managing/Diversion Accounts

Contact Us
Tatal # Card Accounts: 7 Total Fees: $0.00
Open Card Accounts: 7 Total Transactions: $536,753.03 819
Suspended Card Accounts: ] Cardholder Approved Transactions:  $2,143.251
Previous Staterment Balance: F0.00

Payments Since Previous Staternent:  $0.00
@ Open Account \ﬂr Certified - FSO \KAppmved-AD

Approwe MA/DA Statement

taternent Approwal History
Show all

Approval Status Approval Date Approved by
Approved - AQ 0528:2010 APCO10.pathilling

[+] Search Criteria Eeturn to top

[Ebank
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Refunds

All of 3 serving youe®




What i1s a GPC Refund?

« Earned gquarterly 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...

[Ebank
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« EDI Enable accounts when possible

Things to Know

 Certifying accounts, making payments as soon as
possible, yields a lower file turn = higher refunds

« Quarter starting balances significantly impact the
refund per each quarter

— Key is to try to have the bill paid before the end of the
month, if possible, to maximize file turn

[Ebank
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$ Spend File Turn Net Refund
$1 million 30 $12,000
$1 million 25 $12,750

Examples

* This example shows that even though the spend
amount was identical, the lower file turn of 25
earned $750 additional refunds

[Ebank
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Examples (Continued)

FY10 - Air Force Refund Summary

Spend File Turn Rebate
1st Quarter $326,256,041 30 $3,855,398
2nd Quarter $341,717,617 25 $4,287,826
3rd Quarter $401,679,368 26 $4,969,410
4th Quarter $609,882,129 23 $7,821,558

$1,679,535,155 $20,934,193

* During FY10, the USAF set records for the low file
turn and amount of refund earned. Great job, USAF!

[Ebank
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Examples (Continued)

« HOWEVER, the USAF can do better!

* Did you know that if the USAF used the GPC as
payment for IDIQ Delivery Orders, BPA Calls and
BOA Orders, as well as purchase orders and delivery
orders awarded within the Contracting Office, the
USAF could earn at least an additional QUARTER
BILLION DOLLARS in refunds per year?

 Army is also using GPC for Contract Payments (Type
“C” contracts) at a test location, earning over $30mm
In refunds so far

— USAF could earn additional refunds by doing a similar

test Ebank




Recap
* Web-based Training
— Login
— Lessons
— User guides
— Simulations
* Access Online
— Common screens

— Pay and confirm process
— Refunds

[Ebank
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Questions?

[Ebank




Thank You

Presentations will be available on
www.usbank.com/sp2presentations
after the conference

©2011 U.S. Bank National Association. U.S. Bank Government Services is a division of U.S. Bank National Association ND. All other trademarks
are the property of their respective owners. This publication is neither paid for, sponsored by, nor implies endorsement, in whole or in part, by any
element of the United States Government. The information provided is for general use only. Contact the GSA Contracting Office with any
questions related to proper use of the master contract. Printed in the USA.
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