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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 
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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 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    13 |    13 

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 

• 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 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    17 |    17 

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 

Limits, Demographics 

and DAC 

• MA Statements – used for 

manual payments 

• Statements available the 

day after the cycle ends 

• 18 months of statements 

are available 
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Reporting for Cardholders and Approving 

Officials 

• Program Management 

• Financial Management 

• Administration 

• Also available for A/OPCs and FMs: 

– Report Scheduler 

– Flex Reporting 

– Custom Reports 

– Data Exchange 
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Transaction Detail Report 

 

• Shows spend amount per 

cycle or longer period 

• Shows line of accounting 

• Shows whether transaction 

was disputed 
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My Personal Information 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    22 |    22 

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 
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Buyer Merchant Merchant 

Bank 
Brand Issuing 

Bank 

• Governing 

body for Visa 

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® 

operating 

rules and 

regulations 

• Controls 

passage of 

transaction 

data 

• GPC Partner 

• Responsible 

for issuance, 

maintenance 

and reporting 

• Establishes 

authorization 

controls 

 

• Cardholder 

General Transaction Process 
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Financial Manager Process 

• Input appropriate limits to accounts 

– Quarter spend limit 

– Yearly spend limit 

• 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 

 

USAF policy is to 

assign at least one 

of these per 

managing account 
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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 
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Approving Official Process 

• Rejects transaction back to cardholder, if necessary 

• Reviews and final approves each transaction for 
every cardholder 

• Approves managing account statement 
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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 
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Accounting Code Management (Financial Manager) 
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Account Administration 
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Order Management –  

Recording the Purchase 
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Order Management 

• 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. 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    33 

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 –  

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 
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Certifying a Managing Account for Payment 

This “warn and continue” 

message alerts you that the 

flags and/or routers are not 

set for the account(s) shown.  

Go ahead and certify and 

then correct the problem so it 

won‟t happen again next 

cycle. The account(s) shown 

will need to be paid manually. 
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Certifying a Managing Account for Payment 

This is where you‟d 

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. 
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Managing Account Statement Confirmation 
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Certifying a Managing Account for Payment 

• You‟ll see the 

message saying the 

certification was 

successful 

• Accounts now have 

the “Certified Symbol” 

displayed next to the 

account number 
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Transaction Management –  

Cardholder Responsibilities 
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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. 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    43 |    43 

Approved Transaction – Cardholder 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    44 |    44 

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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Transaction Management –  

Approving Official Responsibilities 
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Managing Account Statement Approval 

• Review, and 

then final 

approve each 

transaction 

• This must be 

done for every 

assigned 

cardholder 

before 

statement 

approval is 

activated 
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Managing Account Statement Approval 

• Handle 

cardholder 

duties, if 

necessary 

• Reject a 

Transaction 

back to the 

cardholder, if 

necessary 

• Approve 

Statement 
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Managing Account Approval Confirmation 

Statement 
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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. 
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Completion of Managing Account Approval 
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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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Things to Know 

• EDI Enable accounts when possible 

• 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 
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Examples 

$ Spend File Turn Net Refund

$1 million 30 $12,000

$1 million 25 $12,750

• This example shows that even though the spend 

amount was identical, the lower file turn of 25 

earned $750 additional refunds  
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Examples (Continued) 

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

FY10 - Air Force Refund Summary

• During FY10, the USAF set records for the low file 

turn and amount of refund earned. Great job, USAF! 
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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 
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Recap 

• Web-based Training 

– Login 

– Lessons 

– User guides 

– Simulations 

• Access Online 

– Common screens 

– Pay and confirm 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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