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ASM Agenda 

• ASM overview 

• Workflow process 

• Managing account setup 

• Cardholder account setup 

• Account maintenance 

– Effective dating 

• Access Online user ID 

• Web-based Training (WBT) 
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ASM Overview 

• Available tools for account setup 

– Paper form 

– Access Online 

• Available tools for account maintenance 

– Phone 

• Customer Service 

– Paper form 

– Access Online 
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Workflow  

• Separation of duties 
– AOPC vs. FM responsibility 

– AOPC initiates and final reviews account setup 
• Demographics, account information, authorization limits 

– FM manages finance information 
• Extract information, accounting codes, authorization limits 

• Balance 
– Ensures that the AOPC and FM collaborate on account setup 

• Expectations 
– New account setup 

• Managing account – three business days 

• Cardholder account  –  two business days 

– UPS regular card delivery – seven to ten business days 

– Active work queue 14 days 
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Workflow Process  

Managing and Cardholder Account Setup 

 

 

 

 

 

 

 

 

 

 
*Can vary by agency 
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Managing Account Setup 
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Account Setup (A/OPC Screen) 
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Demographics (A/OPC Screen) 
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Account Information (A/OPC Screen) 
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Search for Agent (A/OPC Screen) 
Managing Account 
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Search for Hierarchy (A/OPC Screen) 
Managing Account 
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Search for Hierarchy (continued) 
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Account Information (A/OPC Screen) 
Managing Account 
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Authorization Limits (A/OPC Screen) 
Managing Account 
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Active Work Queue (FM Screen) 
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Authorization Limits (FM Screen) 
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Extract Information (FM Screen) Continued 
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Account Validation Controls (FM Screen) 
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Default Accounting Code (FM Screen) 
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Active Work Queue (A/OPC Screen) 
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A/OPC Final Review Process 

• Demographics 

• Account information 

• Extract information 

• Accounting code 

• Authorization limits 
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Final Review (A/OPC Screen) 
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Final Review (A/OPC Screen) 
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Request Status Queue 
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Cardholder Account Setup 
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Account Information A/OPC Screen 
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Authorization Limits (A/OPC Screen) 
Cardholder Account 
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Authorization Limits (A/OPC Screen) 
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Authorization Controls (A/OPC Screen) 
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Authorization Limits (A/OPC Screen) 
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Active Work Queue (FM Screen) 
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Authorization Limits (FM Screen) 
Cardholder Account 
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Accounting Code (RM Screen) 
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Active Work Queue (A/OPC Screen) 
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Account Maintenance 
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Account Maintenance (A/OPC Screen) 
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Account Search 
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Managing Account Maintenance  

A/OPC Screen 

FM Screen 
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Account Maintenance 

Task Summary Maintenance 

Demographic 
Information 

 

Input account name, address, and 
other contact information  

A/OPC 

Account 
Information 

Input other account information such 
as account status, cycle day, and 
open date 

A/OPC 

Default 
Accounting Code 

Input the default accounting code 
assigned to the account  

Bank and FM 

Authorization 
Limits 

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

A/OPC and FM 
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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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Work Queues 

• Request Status Queue 

– Check the progress and 
history of submitted 
account setup and 
maintenance tasks 

• Active Work Queue 

– Pending account setup 
and maintenance tasks 
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Request Status Queue 
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Active Work Queue 
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My Personal Information 
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Effective Dating 
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Effective Dating For Cardholders 

• Temporary or permanent account maintenance 

• Users can define effective maintenance dates 
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Features and Benefits 

• Available for cardholder accounts 

• All account maintenance screens 
– Demographics 

– Account information 

– Accounting code 

– Authorization limits 

• Temporary changes 
– Start and end dates 

• Permanent changes 
– Start date 

• Eliminating the need to track temporary changes 

• More efficient 

• Less work 
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Effective Dating 
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Effective Dating – Demographics Screen 
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Effective Dating – Account Information Screen 
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Effective Dating –  

Default Accounting Code Screen 
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Effective Dating – Authorization Limits Screen 
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Access Online User IDs 
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Access Online User IDs 

• A/OPC and FM user IDs 
– Create and maintain user IDs in Access Online 

• System administration – user profiles 

– Attach ID to new or existing agent number 

– AOPC can begin account setup 

– FM can assist in account setup 

– AOPC and FM can perform account maintenance 

• Managing account 
– Create and/or maintain a FM user ID 

• After cardholders have been created 

• Attach ID to new or existing company number 

• Cardholder account 
– Cardholders can self-register in Access Online 
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Web-based Training 
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Web-based Training 

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

• User guides 

– Viewable and printable step-by-step process documents 

– Role and responsibility guides 

• Quick reference guides 

– Shortened user guides 

– Printer friendly 

• DoD user guides 

• Simulations 

– Demo environment for hands-on learning 

• Recorded classes 

– Listen to a trainer explain step-by-step processes 

– Learner control 

• Account setup and maintenance available for all 
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Simulations 
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Review 

• ASM overview 

• Workflow process  

• Managing account setup 

• Cardholder account setup 

• Account maintenance 

– Effective dating 

• Access Online user ID 

• Web-based Training (WBT) 
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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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