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Include Cardholder and Managing Accounts in an Account List Report

lcons

As you read this document, you will notice the following icons:

> Tip! Tips contain additional information to help you complete your work more
efficiently.

»>Learn More: Additonal information explains a business concept in more detail.

Web Addresses

Live System

You can easily access the live system at U.S. Bank Access® Online or by typing the
following address into your web browser:

https://access.usbank.com
Web-based Training

To make sure you have the most current version of additional training materials, check the
web-based training (WBT) site. You can also type the following address into your web
browser:

https://wbt.access.usbank.com

2006 CIO Magazine’s Enterprise Value
Award Winner

U.S. Bank’s Access Online system earned this award for leveraging information technology
to help our clients achieve their business objectives and produce solid returns on their
investments.

Cl1O

14th Annual
CIO Enterprise
Value Award

Winner

For More Information

If you have questions, contact the usps.support@usbank.com.
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Include Cardholder and Managing Accounts in an Account List Report

Introduction

You can easily include both cardholder accounts and managing accounts in a single
Account List report in Access Online. Simply select the parameters summarized in this
document and then search and select the hierarchy positions that contain the accounts.
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Select the Report

U.S. Bank Access”Online
7
Request Status Queue

Active Work Queue Reporting
System Administration A
Account Administration Pregram Management Tax and Compliance Management

;

* Log Out

Transaction Man: t General program management activities and monitor Estimate salesiuse tax, track spending for 10991057
eTRETB LT TS company policy compliance. vendors, and perform other regulatory reporting.
HMI Expel}se
anagement . . . .
d Financial Management Administration
Monitor expenditures, track variances and manage account These reports allow administrators to support system
allocations. functionality.
Supplier Management Glohal
These reports manage supplier relationships, support Analyze spending for global reports.

supplier negotiations, and manage spending by category.

Scheduled Reports
Wiew and maintain current scheduled reports.

My Personal Information

Flex Data Reporting
Create and maintain adhoc reports.

Home
Contact Us

To include both cardholder and managing accounts in a report:

1. Click the Reporting link on the Left-Column Navigation Bar. The Reporting screen
displays.

2. Click the Program Management link on the Left-Column Navigation Bar or on the
screen. The Program Management screen displays a list of associated reports.
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Program Management

Spend

Account Spend Ahalvsis
Summary of account spending (excluding merchant detail).

Cash Advance
Detail of account cash advances including transaction
amount, date, and reference number.

Declining BalanceiManaged Spend
Summary and detail infarmation on declining balance
accounts by name and account number.

Administration

\Accnunt List

Frequently used account level infarmation such as apen date,
lasttransaction date, single purchase limit, credit limit, ete.

Account Status Change
An exception report that lists accounts with a change status of

lostistalen, closed, ar re-opened.

Order File Histary
History of arder file loading and matching.

Transaction Approval Status
Transaction Approval Status for Cardholder Accounts.

Declined Transaction Autharizations

Declined Transaction Authorizations report provides details of
declined transaction autharizations information along with
related account and merchant infarmation.

Reguest Status Queue
History of changes made to Accounts.

) o0

Delingquency Management

Account Suspension
Provides information on open accounts that are past due and
suspended or pending suspension.

Charge-Off
Infarmation an accounts that have been charged off, including
charge-off date, balance charged-off, and recaovery amount.

PastDue
Accounts with past due balances and the number oftimes
past due situations have occurred.

3. Click the Account List link. The Program Management: Account List report parameter

screen displays.
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A
Program Management * Log Out
Account List

By defaultthis reportwill return all results associated with hlank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

*= required

Date

& LastMaintained Date Range: ' Account (Open Date Range:

Begin Month  Begin Day  Bedgin Year i End Month End Day End Year

[ s = I e B s [

Account Information

Account Status:
IAII vl

On the following pages,
we will walk through each
section of the report

parameter screen.

Account Type:
| Cardholder Account j

Method:
Hold dowen the Cirl key to make multiple selections.

Data Feed

File

Manual Ll

Additional Detail
Selected aptions allow a drill-down ta additional detail if available.

[T Demographics [T Default Accounting Code [ Merchant Authorization Control Details
[T Account Information [ Autharization Limits [ Merchant Authorization Cantral Limits

Sort Report By

IAccnuntName j IAccount Status j |N0 Sort j IND Sort j
& ascending Order @ pascending Order ' Ascending Order & ascending Order

" Descending Order " Descending Order " Descending Order " Descending Order

Report Output

FDF -

Qutput Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output.

End hd

Group Report By

& Frocessing Hierarchy Position: =
If selected, a processing hierarchy position is required.
Bank: Agent: Company.  Division: Departrment:

Search for Position or Add Multiple

s Reporting Hierarchy Position: *
If selected, a reporing hierarchy position is required.
Bank: Level 1: Level 2: Level 3: Level 4: Level & Lewval B: Level 7:

I I I Search far Pasition or Add Multinle

 pccount Mumber(si™
If selected, atleast one accountis required. Separate multiple accounts by a comma and no spaces.

| Search for Accounts

' Run Roport IR “Roset )

== Backto Program Management
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Set Up and Run the Report

In this section, you will learn how to set the report parameters and run the report.

Date

\" Last Maintained Date Range:  Account Cpen Date Range:

Bedin Maonth  Begin Day Begin Year End Month End Day

End Year

e e O e N e [ e i ==

[

To set the report parameters and run the report:
1. Leave the default Last Maintained Date Range radio button selected.

2. Leave the default date range fields with no dates specified.

Account Infermation

Account Type: /

|Cardhn|derﬁ«ccnunt 'j

Account Status:
| pen *I

Method:
Haold down the Ctrl key to mpz&e multiple selections.

Data Feed
NFile

Manual

=

Select the Open option from the Account Status drop-down list.

Select the Cardholder Account option from the Account Type drop-down list.

Specify an account creation method to filter by:

a. Select the top-most blank option from the Method scroll box to include all accounts,

no matter how they were created.
—Or—

b. Select a creation method from the Method scroll box to include accounts created by

that method.
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a Additional Detail
Selected options alloy rill-dowy/To additional detail if g able.

Q\I- Demographics

\:7 Aceount Infarmation

I Default Accounting Code [7 Merchant Authorization Control Details
N Authorization Limits ¥ Merchant Authorization Contral Limits

6. Select the Account Information check box (required).
7. If desired, select to include other additional detail in your report:
a. Select the Demographics check box to include address information.

b. Select the Default Accounting Code check box to include the accounts’ default
accounting codes.

c. Select the Authorization Limits check box to include the spending limits for the
accounts (e.qg., credit limit, single purchase limit).

d. Select the Merchant Authorization Control Details check box to include the details of
any merchant authorization controls attached to the accounts (e.g., approved
merchant category code groups [MCCGs]).

e. Select the Merchant Authorization Control Limits check box to include any spending
limits associated with the attached merchant authorization controls (e.g., single
purchase limit for the specified MCCG).

Sort Report By

\lAccuunt Mame j |Acc0unt Status j IND Sort j |Nc| Sont j
& Ascending Order & ascending Order & Ascending Order & ascending Order
" Descending Order ' Descending Order " Descending Order 7 Descending Order

8. Leave the default sorting selections in place (i.e., Account Name ascending, Account
Status ascending).

Q Report Output

N
TE}{EEI j

Qutput Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output.

End -

9. Select the Excel option from the Report Output drop-down list. The parameter page
placement drop-down list becomes inactive since you cannot specify an output page for
an Excel file.
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Group Report By

s Processing Hierarchy Posgition: ®
If selected, a processing hierarchy position is required.
Bank: Agent: Company:.  Division: Department:

I I I Search for Position or Add Multiple

\' Reporting Hierarchy Position: *
If selected, a reporting hierarchy position is required.
Bank: Level 1: Level 2 Level 3 Level 4 Level & Level & Level T

I Search for Position or Add Multiple

o Account Mumber(g)™®
If selected, atleast one accountis required. Separate multiple accounts by a comma and no spaces.

| Search for Accounts

10. Specify one or more reporting hierarchy positions to group your report by:
a. Select the Reporting Hierarchy Position radio button.

b. To select multiple hierarchy positions, click the Search for Position or Add Multiple
link. The Program Management: Select a Reporting Hierarchy Position screen
displays.

> Tip! If have access to only one hierarchy position, then those hierarchy values will
display as the default in the Bank, Level 1, Level 2, Level 3 and Level 4 fields. You cannot
then select additional hierarchy positions.

Program Management
Select a Reporting Hierarchy Position

Search for a Hierarchy Position
Select the hierarchy level you wish to locate, and enter any known or parial values, then search.

\H_ierarn:hﬁ_.r Level:
|' evel 4 vI
Bank: Lewel 1: Lewvel 2: Lewvel 3: Level 4:  Aevel 5 Level A: Lewel T:

@ |
R search

== Back to Account List

c. Select the hierarchy level you want to search by from the Hierarchy Level drop-down
list.

d. Specify any additional search criteria in any of the additional search fields (e.g.,
Bank, Level 4).

e. Click the Search button. Reporting hierarchy positions that match your search
criteria display at the bottom of the screen.
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4
Program Management

Select a Reporting Hierarchy Position

Search for a Hierarchy Position
Selectthe hierarchy level you wish ta locate, and enter any known or parial values, then search.

Hierarchy Level:
Level5 =

Bank: Level 1: Level 2: Level 3: Level 4: Level &: Level 6: Level 7:

To add a paosition to the Selected Hierarchy Positions, selectthe position in the listtothe left and click "Select
Fosition". When you are satisfied with your selection(s), click "Accept Hierarchas

Found Hierarchy Position(s)
Records1-5 of 5 Selected Hierarchy Position{s)

o hiemmhy position (5) selected .

) Remove Bank Lvi1 Lvi2 Lvi3 Lvid L5 L6 Lv7

Ie[:t Bank Lvl1 L2 1vW3 L4 L5 L6 Lv7
|l 3059 47164 22222 33333 44444

| 30589 47164 22233 33333 44444
r 3059 47164 22222 33333 44444
r 3059 47164 22222 33333 44444
r 3059 47164 22222 33333 44444

ChedeAll Shown | Unchedd All Shown

Records1 -5 of 5

Accept Hierarchy

== Backto Account List

f. Select the check box for each reporting hierarchy positions you want to filter your
report by.

g. Click the Select Position button. The positions move to the Selected Hierarchy
Positions table on the right.

©2007 U.S. Bancorp
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To add a position to the Selected Hierarchy Positions, selectthe position inthe listta the left and click"Select
Position”. To remave a selected position from the list, mark the position in the listta the right and click
"Remove Position”. When you are satisfied with vour selection(s), click "Accept Hierarchy".

Found Hierarchy Position(s)

Records 1- 6 of & Selected Hierarchy Position(s)

Select Bank Lvi1 Lvi2 L3 Lv4 Lis L6 L7 ) Remove Bank Lvi1 L2 W3 LwWd4 L5 L6 L7
- 3068 47164 222227 33333 44444 r 3059 47164 22227 33333 44444

[T 3089 47164 22222 33333 44444 _ << Remove Position Jli NN 4TIRd 22232 3333 44444

- 3059 47164 22222 33333 44444 [l 3058 47164 22222 33333 44444

i 0688 47164 232222 33333 44444
[l 3059 47164 22227 33333 44444

10h

Chedk All Shown | Uncheck s

Records 1-5 of &
Accept Hierarchy

== Hackto Account List

> Tip! If you selected a position by mistake, simply select the position’s check box in the
Selected Hierarchy Positions table and then click the Remove Position button.

h. Click the Accept Hierarchy button. You return to the report parameter screen where
your selected positions display.

Group Report By

C Processing Hierarchy Position: ®
If selected, a processing hierarchy position is required.
Bank: Agent: Company.  Division:  Depatment:

I I I Search for Position or Add Multiple

lc Repoding Hierarchy Positions:
If selected, a reporting hierarchy position is required. AddiEdit

Bank Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7
3059 47164 22322 33333 44444

3058 47164 22222 33333 44444
3058 47164 22222 33333 44444

© account Number(si®
If selected, at least one accountis required. Separate multiple accounts by a comma and no spaces.

I Search for Accounts

11

Run Repori @l “Feset |

== Backio Program Management

11. Click the Run Report button. A File Download dialog box displays.
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File Download x|

Do you want to open or save this file?

@ Mame: “WFServlet sz
Hl

Type: Microzoft Excel Wiorksheet
Frarm:  testreport beacon. uzbank. caom

Open Save | Cancel I

¥ Always ask before opening thiz bwpe of file

harm your computer. IF you do nat tust the zource, do naot open or

@ YWhile files fram the [nternet can be uzeful, zome files can patentially
zave this file. what's the nzk?

12. Click the Save button to save the report to your computer.

> Tip! i this dialog box does not display, then check to make sure your pop-up blocker

is turned off.

©2007 U.S. Bancorp
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Save i Ibh’ly.&ccess Online Docurnents 4 j @ ? 3 '

@June 2006 Convenience Checks, xls

by Documents

wr
o

ty Computer

/@

File name: IEI::t-:uI:uer 2007 Bcoount List. <l j Savfa I
Save az lype: IMiu:ru:usu:uft Excel Worksheet j Cancel |
F

13. Navigate to the folder you want to save the report to.
14. Type a new name for the report in the File name window.
> Tip! You must keep the *xls file extension.

15. Click the Save button. The system saves your report. Once you open the report, you can
review, modify and save the report as you wish.
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Sample Report

B3 Microsoft Excel - Dctober 2007 Account List.xls

IE‘_I] File Edit Wiew Insert Format Tools Data  Window Help Typy
NGSHR EAR BB 9- -4 e i -w -3z ulE $ 9
6Snaglt 21" | Window - B
F30 - Fx
A, [ B | C [ D [ E | F | [

1 |Account Marme  Short Marme  Account Mumber  Account Status | Status Description Lost/Stolen Account | Replacement Account Social S
| 2 ANNE DOE DOE ANN 204123412 Open

3 |BILL DOE DOE BILL 254123412 Open
[ 4 CATHY DOE  DOE CATHY ~1234123412 Note the cardholder

5 DAYID DOE DOE DAYID 1234123412 H P
| B |ANNE DOE DOE AN 234123412 account information.
| 7 BILL DOE DOE BILL 254123412
| 8 [CATHY DOE  DOE CATHY =="1234123412
| 9 DAVID DOE DOE DAYID 1234123412
| 10 |ANMNE DOE DOE ANM 234123412
| 11 BILL DOE DOE BILL T 234123412
| 12 |CATHY DOE  DOE CATHY =="1234123412 Open eeETEe432187
| 13 | DAVID DOE DOE DAYID 1234123412 Open
| 14 |ANNE DOE DOE ANM 234123412 Open
| 15 BILL DOE DOE BILL T 234123412 Open
| 16 |CATHY DOE  DOE CATHY =="1234123412 Open eeETEe432187
| 17 | DAVID DOE DOE DAYID 1234123412 Open TeeETEe432187
| 18 |ANNE DOE DOE ANM 234123412 Open g
| 19 BILL DOE DOE BILL T 234123412 Open
| 20 |CATHY DOE  DOE CATHY ==*1234123412 Open
| 21 |DAVID DOE DOE DAYID 1234123412 Open
| 22 ANNE DOE DOE ANM 234123412 Open
| 23 BILL DOE DOE BILL T 234123412 Open TETE5432187 §
| 24 |CATHY DOE  DOE CATHY ==1234123412 Open
| 25 DAVID DOE DOE DAYID 1234123412 Open
| 26 | ANMNE DOE DOE ANM 234123412 Open
| 27 BILL DOE DOE BILL T 234123412 Open TETE5432187
| 28 |CATHY DOE  DOE CATHY =="1234123412 Open
| 29 DAVID DOE DOE DAYID 1234123412 Open
| 30 |ANMNE DOE DOE ANM 234123412 Open I _|
| 31 |BILL DOE DOE BILL 204123412 Open
| 32 CATHY DOE | DOE CATHY 1234123412 Open
| 33 |DAVID DOE DOE DAYID 1234123412 Open

A RIRIE TnIF NnFE ARIK R A1 2341 Clank

4 4 b H]\October 2007 Account List el
EMi(rusnft Excel - October 2007 Account Li

@i] Eile Edit W¥iew Insert Format  Tools  Data  window  Help

DEHR SR BGLR- |98z -4@B@ [ -0 - B s ouF

S snaatt &' | window -
A548 - # ISIDORE TSOMELAKOS
AT Ak T AL A T AN [ A0 T AR ] AQ | AR ]

1 |TBR Level 1 TER Level 2 TER Level 3 TER Level 4 TER Level 5 TER Level B TBR Level 7 Managing Account Number Managing Account MManaging Accaunt Nay
2 47164 2200 33333 44444 55555 BEBER T 0887 E54321 BILL SMITH MA 1 SOFTWARE
|3 |47164 22072 33333 44444 55555 BEGEG rettd 087654321 BILL SMITH A1 POSTAL
| 4 47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH A 1 ENGINEERING
| 5 47164 22272 33333 44444 55555 BEEEER Yt 887654321 EILL SMITH MA 1 ENERGY
147154 22202 33333 44444 55555 BBEEE Yt 0gE7E54321 BILL SMITH MA 1 SOFTWARE

7 47164 22002 33333 4444 55655 BEBEG T EE7 654321 BILL SMITH MA 1 POSTAL
EA'MEA 22272 33333 44444 55555 BEGEE rettd F8E7654321 EILL SMITH A 1 ENGINEER]

9 47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH MA 1 ENERGY -
|10 47168 222 33333 A40a4 SEERR  BEGEE 77777 TTTUGE7654320 BLLsmTHMa 1 sorrwar] NOtE the managing
11 47164 2200 33333 44444 55555 BEBER T 0887 E54321 BILL SMITH MA 1 POSTAL H H
|12 47164 22072 33333 44444 55555 BEGEG rettd 087654321 BILL SMITH A 1 ENGINEER account InfOI’matIOH
| 13 47164 22272 33333 44444 55555 BEGEE rettd F8E7654321 EILL SMITH MA 1 ENERGY
| 14 47164 22272 33333 44444 55555 BEEEER Yt 887654321 EILL SMITH A 1
347154 22202 33333 44444 55555 BBEEE Yt 0gE7654321

16 47164 22002 33333 4444 55655 BEBEG T EE7 654321
|17 47164 22072 33333 44444 55555 B666GE rettd F09E7 654321 ENERGY
| 18 |47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH MA 1 SOFTWARE
Edﬂﬁd 22002 33333 44444 55555 BBEEE Yt 0887654321 BILL SMITH MA 1 POSTAL

20 | 47164 2200 33333 44444 55555 BEBER T 0887 E54321 BILL SMITH MA 1 ENGINEERING
|21 47164 22072 33333 44444 55555 BAGEG retd 087654321 BILL SMITH MA 1 ENERGY
|22 47164 22272 33333 44444 55555 BEGEE rettd F8E7654321 EILL SMITH MA 1 SOFTWARE
| 23 |47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH MA 1 POSTAL
147154 22202 33333 44444 55555 BBEEE Yt 0gE7654321 BILL SMITH A 1 ENGINEERING

25 | 47164 22002 33333 4444 55655 BEBEG T EE7 654321 BILL SMITH MA 1 ENERGY
Ed'ﬂﬁd 22072 33333 44444 55555 BEGEG rettd 087654321 BILL SMITH MA 1 SOFTWARE

27 47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH MA 1 POSTAL
147154 22272 33333 44444 55555 BEEEER Yt 887654321 EILL SMITH WA 1 ENGINEERING

29 | 47164 2200 33333 44444 55555 BEBER T 0887 E54321 BILL SMITH MA 1 ENERGY
Efiﬂﬁfi 22272 33333 44444 55555 BAGEG T 887654321 BILL SMITH MA 1 SOFTWARE
| 31 47164 22272 33333 44444 55555 BEGEE rettd F8E7654321 EILL SMITH A 1 POSTAL
| 52 |47164 22272 33333 44444 55555 BEEEE rettd 887654321 EILL SMITH A 1 ENGINEERING

33 47164 22202 33333 44444 55555 BBEEE Yt 0gE7654321 BILL SMITH MA 1 ENERGY
_AA 1654 FII ¥ Add44 RERRA EEORTRAAT T BILL SKAITH has 1 SOFTWWARE i
M 4 b *['October 2007 Account List 14 a :
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©2007 U.S. Bancorp. All rights reserved. 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 United States of America.
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