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U.S. Bank Reporting Sessions 

• Reporting 101 – hands-on-training 

– Primary focus on setting up and running: 

• Standard reports with Report Scheduler 

• Custom (shared) reports 

• Flex Data 

• Reporting 201 – Oversight, Auditing and Monitoring 

• Reporting 301 – Account Management 

• Reporting 401 – Transactional Spend 
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A Winning Hand 

• Attended annual GSA conference 

• Attended all Report sessions 

• I feel educated! 
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Agenda 

• Reporting goals 

• Transactional spend 

• Interest penalty 

• Convenience check spend  

• Top merchants 

• Transaction order detail 
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Reporting 
Functionality 

Schedule Automatic 
Run 

Data Exchange 
Mailbox 

U.S. Bank WBT 
Guides/Lessons 

Standard 
Reports 

 

Report 
Scheduler 

Yes   Yes Yes 

 

Lesson User Guides: Reporting 

Report Scheduler  

Other Documents: Report 
samples 

Quick References: Run a report 

_________________________________________ 

Lessons: Reporting 

Report Scheduler 

Recorded Classes: Standard 
reports 

Report Scheduler  

Simulations: Run a Standard 
report – guided or hands on 

U.S. Bank Access® Online Reporting Overview 



Las  Vegas ,  Nevada  |   Augus t   16 -18,  2011 |    6 |    6 

Reporting 
Functionality 

Schedule Automatic 
Run 

Data Exchange 
Mailbox 

U.S. Bank WBT Resources 

Custom 
(Shared) 
Reports 

 

Flex Data 
Reporting 

No No No Lesson User Guides:  
Run shared custom reports 

Flex Data Reporting 

Other Documents:  
Shared custom report samples 

Data Dictionary for custom 
reporting 

Data Dictionary for Flex Data 
Reporting 
_________________________________________ 

Lessons 

Flex Data Reporting 

Recorded Classes  

Shared Custom Reports  

Flex Data Reporting  

U.S. Bank Access® Online Reporting Overview 
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Why Run Transactional Reports? 

• Surveillances 

• Determine dollar spend and number of transactions 
per agency for specific time periods or by allocation 

• Determine dollar spend over micro-purchase limits 

• ID top merchants – target for discounts  

• Amount spent on convenience checks and associated 
fees 

• Monitor payments and interest penalties assessed 

• Determine if EDI transaction LOA caused payment 
reject 
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Account Spend Analysis Report 
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Account Spend Analysis Report 

• Program management – spend 

• Summary of account spending (excluding merchant 
detail) 

• Provides quick overview of spend to SPL 

• Current default accounting code 

• Include all accounts or those with spend or no spend 

• Run by month for CY/Cycle for FY 

• Schedule as required 
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Account Spend Analysis Report 
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Account Spend Analysis Report (1/2) 
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Account Spend Analysis Report (2/2) 
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Large Dollar Transactions 

• Custom Shared report 

• Large Dollar Transactions report 

• Specify lowest transaction amount 

– Default $2500 

– Report sample – $3000 specified 

• Run report for single level four or level three 

• Recommended for surveillances on single MA 

• Sort by organization 

• Alternate report 

– Standard report  

– Transaction Detail report 
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Large Dollar Transactions (1/3) 
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Large Dollar Transactions (2/3) 
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Large Dollar Transactions (3/3) 
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Payment and Interest Penalty Fees 

• Custom Shared report 

• Payment and Prompt Payment Act Interest Penalty 
Transactions report 

• Assess overall agency delinquency problem 

– Report by level three or level four/five 

– Sum total payments and interest 

– Determine course of action 

• Payments posting 

– Run report o/a the seventh of each month 

– Time period dependent on payment business model 

– Run for only one cycle per level four 
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Payment and Prompt Payment Act  

Interest Penalty Transactions Report 

Level two agency 

2nd quarter fiscal year. 

Keep up the good work!!! 
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One level five 

14% of total agency interest payment. 

What actions do you take? 

Payment and Prompt Payment Act  

Interest Penalty Transactions Report 
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Convenience Check Transactions 

• Custom Shared report 

• All Convenience Check Transactions report 

• Fees do not display 

• Run by level three or multiple level fours 

• Sum total by level four 

• Sum total by level five and review quarterly 

• Tax reporting requirements? 
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All Convenience Check Transactions Report 
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All Convenience Check Transactions Report 
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Transaction Detail Reports  
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Transaction Detail Reports  

• Financial management – order management 

• Billed transaction analysis with order detail: detailed 
and summary billed transaction information, regarding 
the results of order and transaction matching.  

• Full transaction and order detail: full expenditure 
detail, including transaction, line item, order, account 
allocation, and tax estimation information.  

• Transaction detail: detailed transaction data including 
merchant detail, allocation (accounting code) 
information, and transaction log data.  
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Transaction Detail Report 

• Spend over $3000 

• Spend by time period 

• Sales tax 

• By merchant  

• Rebates 

• MCCG 

• Allocation 
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Transaction Detail Report 
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Transaction Detail Report Spend Over $3000 
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Transaction Detail Report Spend by Cycle 
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Transaction Detail Report Spend by Sales Tax?? 
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Transaction Detail Report Spend by Merchant 

Number 1 Merchant Total 

Sales Tax ? 

US BANK REBATE – THANK YOU Total 
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Transaction Detail Report Spend  

by MCC Description 
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Transaction Detail Report Spend 

by Allocation Accounting Code Value 
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Billed Transaction Analysis 

With Order Detail Report – Summary 

• Spend by time period for one agency – levels two 
through five 

• Total billed amount 

• Number of billed transactions (matched/unmatched) 

• Average billed amount 

• Number of orders 

• Percent of transactions disputed 

• Percent of transactions reallocated 
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Billed Transaction Analysis 

With Order Detail Report 
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Billed Transaction Analysis 

With Order Detail Report – Detail 

• Detail 

• Matching status 

– EOY funds 

– Matched transactions + unmatched transactions = 
“possible” funds expended 

• Variance amount 

• Control number 

• Disputed status 

• Reallocation indicator 
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Billed Transaction Analysis 

With Order Detail Report 
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Billed Transaction Analysis 

With Order Detail Report 
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Billed Transaction Analysis 

With Order Detail Report 
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Top Merchants  
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Top Merchants  

• Supplier management – spend 

• Merchant spend analysis: detailed and summary 
spending information arranged by merchant group or 
MCC and merchant name 

• Merchant spend analysis by line item: provides 
summary and detail information for analyzing 
merchant spend activity by purchasing line item 

• Top merchant spend analysis: top (by spend or by 
number of transactions) merchants by merchant 
category group or by MCC 
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Top Merchant Spend Analysis Report 

• Top merchants by MCG or MCC 

• Default 10   

– Option to select from 1-999 top merchants 

• Define top merchants by spend/number of 
transactions 

• Processing hierarchy or reporting hierarchy 

• Can be scheduled 
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Top Merchant Spend Analysis 



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

Top Merchant Spend Analysis (1/3) 
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Top Merchant Spend Analysis (2/3) 
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Top Merchant Spend Analysis (3/3) 
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Review 
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Review 

• Surveillances 

• Determine dollar spend and number of transactions 
per agency for specific time periods or by allocation 

• Determine dollar spend over micro-purchase limits 

• ID top merchants – target for discounts  

• Amount spent on convenience checks and associated 
fees 

• Monitor payments and interest penalties assessed 

• Determine if EDI transaction LOA caused payment 
reject 
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Review (Continued) 

• Account spend analysis 

– Summary of account spending 

– Quick overview of spend to SPL and current DAC 

• Large transactions 

– Custom Shared report – specify lowest transaction 
amount 

– Run for single Level three or four 

• Payment and interest penalty 

– Custom Shared report run for single level three, four or 
five 

– Sum total payments and interest  
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Review (Continued) 

• Convenience checks 

– All Convenience Check Transaction report 

– Review cyclic for transactions over $3000 

• Transactions and order information 

– Over $3000 spend 

– Spend by time period or merchant 

– Top merchants 

– Number of orders 
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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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