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Introduction

Cardholders will use the U.S. Bank Access Online System to
view P-Card statements, dispute transactions, or cancel
disputed transactions.



Cardholder Transactions

Includes:

* Viewing Transactions

* Disputing Transactions

* Cancelling Disputed Transactions
* View P-Card Bank Statements



View Transactions

0BEbank. Access Online

Log Out

rctve Work uste Welcome to Access Online Teresa Patterson
System Administration Your last login was 05/11/2017

Account Administration

Transaction Management

Account Information

Reporting Message Center
Dashboard

Data Exchange

My Personal Information

Message(s) from Access Online

Home 1
Contact Us

Training

To view transactions:

1. From the Left-Column Navigation Bar select the Transaction
Management high-level task. The Transaction Management
screen displays.

Language Selection:

' American English v/




View Transactions- Continued

Request Status Queuwe
Active Work Queue
Sy=stem Administration
Account Administration

Transaction

Management

= Managing Acct List

= Card Account List

= Transaction List
Account Information
Reporting
Dashboard
Data Exchamnge
My Personal Information

Home
Contact Us

Trainimg

Transaction Management

Manaqging Account List
View summary information for all Managing and Diversion Accounts.

Search Managing Account List
Allows you to provide your own search criteria first before any results are presented.

View Prewvious Cycle
Presents the Managing Account list for the previous cycle.

Card Account List
View summanry information for all Cardholder Accounts.

Search Card Account List
Allows you to provide your own search criteria first before any results are presented.

VWiew Previous Cycle
Presents the Cardholder Account list for the previous cycle. 2

Transaction List --—
View, review, allocate/reallocate and add comments to transaction information.

View Prewvious Cycle
Presents the Transaction list for the previous cycle.

View Pending Transactions
Presents the pending transactions list.

VWiew Unmatched Transactions
Presents the unmatched transactions list.

2. Click the Transaction List link. The Transaction Management: Search and Select an
Account screen displays.

Tip! If you have access to only one account, you will go directly to the Transaction Management:
Transaction List screen after selecting the Cardholder Transaction Management link. Otherwise, you
will need to select which account you want to work with. 6



Transaction Management
Search & Select an Account

Cardholder Account Search
Search for an account by Cardholder Account Number, Name, or Social Security Number.
You can also find a cardholder account by first Searching for a Managing Account.

Account Number: 1

Last Mame: First Name:

OR | | |

Social Security Number:

DR| | 2

o [

1. Type full or partial search criteria in one of the Search fields (e.g., Account Number,

Last Name):
2. Click the Search button. The accounts that match your search criteria display at the

bottom of the screen.




Card Account Summary with Transaction List

Card Account Number: *======571() SHARON DELABY Switch Accounts
Card Account 1D

| Managing Acct List | Card Acct List | » Trans List |

[-1Card Account Summary

Account Number: ®..5710
Account Name: SHARON DELABY
Billing Cycle Close Date: m
Total Transactions: $242 16 2 Final Approved Transactions-  $0.00 0
Reallocated Transactions: $0.00 0 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 0.0% 0.0%
® Open Account
[+ Search Criteria Retum fo top
-] Transaction List Retum to top

Records 1-20f2

Check All Shown | Uncheck All Shown

Select Status Approval Status Trans Posting Merchant City/State Amount
® Date Date

] Pending 04/27 04/28 WWW.ANYPROMO.COM 909-591-5278, CA $201.91

O Pending 04/25 04/26 AMAZON MKTPLACE PMTS AMZN.COM/BILL, WA $40.25

@ Disputed @&+ Reallocated @, @ Trans Detall Level

Check All Shown | Uncheck All Shown

Records 1-20f2

Reallocate Mass Reallocate Pull Back

View Transactions- Continued

Detail € Purchase D

@
@

168669 _SA1285312
113-4712159-30522

(A

Comments Accounting Code

11000|410000|466666]601000
11000]410000|466666]601000



Dispute a Transaction

You can use Access Online to dispute a
transaction, including selecting a reason for
the dispute. In addition, you can use the
system to request a copy of the sales draft to
get more information about the disputed
transaction. You can also cancel a disputed
transaction as long as the disputed transaction
Is unresolved.



- Transaction List Relim o fop

Records 1-8af9 2

Check A Shon | Uneck Al Shovn

Select Stafus Approval Status Trans Josting Merchant CityState Amount
v Datg/” Date

0 Pendng 050 0902 AMAZONNKTRLACEPNTS AMENCOMBILL WA §2143

7 Pendng 0426 0301  AMAZONKTPLACEPMTS AMZN.COMBILL WA  §700

i Pending 0426 0301  AMAZONMKTRLACE PHTS  AMZN.COMBILL, WA~ §700

To dispute a transaction:

Dispute a Transaction- Continued

Detal © PurchaseD ~ *  Comments Accounting Code

@  PCARDDLes
M 1344206799410
M 113-8549600-24642

F1000]313500}466686/040100
F000]213500}460626/040100
F1000]213500}460626/040100

1. Repeat the steps for View Transactions on pages 5-8 to navigate to the

transaction list.

2. Click the Transaction Date link for the transaction you want to dispute. The
Transaction Management: Transaction Detail screen displays with the

Summary tab open.

10



Dispute a Transaction- Continued

Susnmary r Alocations. | Transacsan Line ltems || Comments | fopeowal Hissany |

The Summanry tab shows high-level transaction information.

The rewview status canmot be chanoaed becausae the review day limit has been reacheaed.
To approwve and Tornwvard the transaction, click "Approve. "
To initiate a dispute, click the "Dispute™ buttom.

Transactiomn Referance Infornmaticmn
Date: O5M1 2017 Billimg Cwycle: Open
Purchase 1D: FCARD DLes Posting Daite: 05022017
Total Aamowunt: 2143 Referance Numiber: 24592167 121000825 1421458
Memo Posit: wes Authorization NMumber: 083525
Sales Tax: 0. 00 Extract Date(s)
Freight: [ L 0] Most Recent Standard

Financial Extract:
Merchant General Ledger Extracit:
Mame: SANMAZOMN METFLACE Payment Extract:

PMTS
City, State/Prowvince: AMIMN . COMMBILL, WA Currency
Transaction Type: SALES DRAFT Billimg Curremncy: U.s. Dollar
MCC Code: 5042 Source Curremcy: U s Dollar
MCC Description: BOOK STORES Source Currency Atz 21.43
Dispute Sales Draft Requests
- none

Dispute information only reflects the last
dispute filed for this transaction. WMore
information available in Dispute Histomny

= | >

[+ Dispute Histomy

3. Click the Dispute button. The Transaction Management: Select
a Dispute Reason screen displays.
11



Select a dispute reason from the list below. If you need more information about this

transaction, vou may request a copy of the sales draft.

My account was charged for this transaction and... —

1

eason
3 En recognized

B« =

=

-..I1 do not recognize the charge.

Merchandise Returned

..l have not received credit for the retumed merchandise.
Merchandise Mot Received

.1 hawe not received the merchandise.

Services Mot Received

..l have not received the services.

Credit Not Received

.1 hawve not received credit toward my account.

Cash Not Received

_..1 did not receive cash from the ATM.

Alteration of Amount

___the receipt does not match the amount posted.
Inadeqguate Description

_..the description does not give enough information.

Not As Described

_.the merchandise | received does not match the description from the merchant.
Quality of Service

_..the service | received does not match the description from the merchant.
Duplicate Processing

_..it has been charged for this transaction more than once.
Paid by Other Means

_..I had paid by other means such as a cash or check.

COrthver

Dispute a Transaction- Continued

Additional tems Required

Print,

Print,

Print,

Print,

Print,

Print,

Signature

Copy of Receipt

Copy of Receipt

Copy of Receipt

Copy of Documentation

Copy of Receipt

..nmone of the above reasons fit my need to dispute this fransaction.

1. Select the radio button for the appropriate dispute reason.

2. Click the Select button. The Transaction Management: Dispute Reason screen

displays, listing your selected dispute reason.

12



Dispute a Transaction- Continued

Transaction Management
Dispute Reason: Other

Card Account Humbeyr; === 3538, DOMMNA LEE

Card Account ID: 215081000251

Trans Date Statement Date Merchant Amount Reference Number

05012017 AMAZONM MEKTPLACE PMTS 21.43 246921671210008251421438
Other

My account was charged for this transaction and none of the above reasons fit my
need to dispute this transaction.

= = reguired 1 2
Requestor Name:* Requestor Phone NLV

|_|Teresa FPatterson |

Comments:~ /
~

E3— 4

Tip! The Transaction Management: Dispute Reason screen has
different fields depending on the dispute reason selected.

1. Verify or type your name in the Requestor Name field.

2. Type your phone number in the Requestor Phone Number field.
3. In the Comments box, enter additional comments to explain why
you are disputing the charge.

4. Click the Dispute button. The Transaction Management: Dispute
Reason screen displays with a message at the top confirming that
your request has been completed.

13



Dispute a Transaction- Continued

Transaction Management
Dispute Reason: Unauthorized

© Request has been successfully completed.

Print, sign and fax or rmail this farm to the following address. This dispute will not bhe processed if
this form is not received within 21 days of the dispute date.

Fax Number:
TO01-461-3463

Mailing Address:

LS. Bank Mational Assaciation, MD
A0 LS Bancarp Service Center, Inc.
P.O. Box 6344

Fargo, KD 58125-6344

when finished printing, you can go to the transaction detail.

Account Humber: 4246040011253475

Dispute Date Tran Date  Statement Date Merchant Amount Reference Number

03022007 o1/M18/2007  01f22/2007 MR MNEWSPAPER MAM 12810 24755427018730181473186

Unauthorized
Wy accountwas charged for this transaction and | did not authorize the charge.

Requestor Hame: Requestor Phone Humber:
Chris Doe B121231234
Comments:

I did not authorize this charge. | cancelled my subscription in Movermber 2006,

Zardholder Signature {required to process this dispute)

10. Follow the instructions on the screen to print, sign
and fax or mail this form to U.S. Bank.



Cancel a Dispute

You can easily cancel an unresolved dispute. If
you cancel a dispute, keep in mind that the
transaction is automatically settled in favor of
the merchant. After you cancel a dispute, you
can also re-dispute the transaction.



Cancel a Dispute- Continued

[ Transaction List Return fo top

Records 1-4 of 4 2

Chede Al Shown | Unched: Al Shown

Select Slatl!s Matqh Trans Posting Merchant City/State Amount Detail E* PurchaseID @ Accounting Code
DD A& Dpate Date

N e 018 0119 MR NEWSPAPER MAN YO9-BEBO20Z, M) §128.10 0] 1 P22562501001 42396

[ 0118 0119 MR NEWSPAPER MAN §OR-BERO20Z, N §37.35 (0} 1 P22562501001 42396

N 0108 0109 NEJMMASS MED SOCIETY#3  781-893-3800 MA  §98.00 () 00022302 P22562501001 42396

[ 12007 12i38  REPELSEVIER HEALTHSC  800-44-2452 FL  §193.00 0} 0541806600019653 P225R2501001 42396

@ Reviewed 'Z:EJ:Z' Disputed {::__)Matched A Exception (A% Reallocated ':E:', @ Tranz Detail Leweal

Ched Al Shown | Unehed All S hon

Records 1-4 of 4

Matc To rir

To cancel a disputed transaction:

1. To navigate to the Transaction List screen repeat the steps on pages 5-8 of this presentation.

2. Click the transaction date link for the transaction you want to dispute. The Transaction
Management: Transaction Detail screen displays with the Summary tab open.

Tip! Disputed transactions display with a D icon to indicate that they were disputed. The D icon
remains even after the dispute has been resolved or cancelled.



Cancel a Dispute- Continued

Summary r Matched Order r Allocations r Tax Data

The Summary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed" button.
To view the dispute's detailz, click the dispute reason link.

Transaction Referaence Information

Date: o1/1852007 Billing Cycle: 0152252007

Purchase ID: 1 Posting Date: 011852007

Total Amount: 12810 Reference Number: 24T55427018730181473186

Authorization Number: 031985
Memo Post: Yes
Extract Date(s)

?:;?srr::ax: 0.ao Most Recent Standard Financial Extract:
aht: General Ledger Extract:
Payment Extract:
Merchant Currency
Hame: MR MNEVWSFAFPER hWAMN Source Currency: LS. Dollar
City/State: 908-6680202, MJ Source Currency Amt: 12810
Transaction Type: SALES DRAFT
MCC Code: 2994
MCC Description: MNEWS
DEALERSINEYWSSTANDS
Dispute Sales Draft Requests
Dispute information only reflects the last dispute filed s hohe

for this transaction. More information availahble in

Dispute History. 1
Dispute Reason: Unauthorized

Dispute Date: azrn2eony

Dispute Post Date:

Resolution Date:
Requestor Mame: Chris Doe
Dispute Status: Unresaolved : z:

“Cancel Dispute P

I+] Dispute History

1. Review the dispute detail and make sure the Dispute Status is

Unresolved.

2. Click the Cancel Dispute button. A confirmation message displays.

17



Cancel a Dispute- Continued

Are You Sure?

fou have chosen to cancel the dispute filed for the following transaction:

Dispute Date TranDate Posting Date Merchant Amount Reference Number
ganzrz007  0IA&2007 MA92007 MR NEWESPAPER MAM 12810 24755427018730181473186

Unauthorized
| did not autharize this charge. | cancelled my subscription in Movember 2008.

1

\Cancellatinn Cormments:
2 |F’Smith okayed renewal cost

1. Type comments in the Cancellation Comments field. You have
up to 40 alphanumeric spaces for your comments.

Ves Cancl Dispute 1 Mo

2. Click the Yes, Cancel Dispute button. You return to the
Transaction Management: Transaction Detail screen with the

Summary tab open. s



Cancel a Dispute- Continued

Transaction Management \m—

Transaction Detail

Froduct: Furchasing Card
Card Account Number 1234, CHRIS DOE

[i N3 has been

Transaction Summarny

Status Match Tran Date Posting Date Merchant City'State Amount Detail E€* PurchaselD @ Accounting Code

a1M1a a1:M1a MR NEWSFAPER MAMN  S08-6680202, NJ  §12810 1 FP23562501001 42396

@

(@ pisputed ') Matehed b Exception LW yrans Detail Level Reallocated

SUMmMmary r Matched Order r Allocations r Tax Data |

The Surmmary tab shows high-level transaction information.

To change the review status, click the "Mark as Revievwed” button.
To view the dispute's details, click the dispute reasaon link.

Transaction Reference Information

Date: 011852007 Billing Cycle: 0152252007

Purchase ID: 1 Posting Date: 0171 852007

Total Amount: 12210 Reference Number: 2475542701873201381473186

Authorization Humber: 051985
Memo Post: Wes
Extract Date(s)

?rael;asmT.ax: 0.00 Most Recent Standard Financial Extract:
aht: General Ledger Extract:
Payment Extract:
Merchant Currency
Hame: MR MEVWSPAFPER MAMN Source Currency: LS. Dollar
CityrState: Q08-6680202, MNJ Source Currency amt: 12310
Transaction Type: SALES DRAFT
MCC Code: 5994
MCC Description: MNEWS
DEALERESMEYWESTAMNDS
Dispute Sales Draft Requests
Dispute infarmation only reflects the last dispute filed + none

for this transaction. More information available in
Dispute History.

Dispute Reason: Unauthorized
Dispute Date: o3rmozrzo07
Dispute Post Date:

Resolution Date:

Requestor Mame: Chris Doe
Dispute Status: Unresolved

[+] Dispute History

== Backto Transaction List

Tip! If you need to, you can re-dispute the transaction by
repeating the steps in Dispute a Transaction, pages 9-14.



How to View Your Statement

Request Status Queue

Active Work Queue Welcome to Access Online Teresa Patterson

System Administration Your last login was 05M11/2017
Account Administration

Transaction Management

Account Information

Reporting Message Center
Dashboard

Data Exchange

My Personal Information

Messaqge(s) from Access Online

Home
Contact Us

Training

1. From the left Column Navigation Bar Select the Account
Information high-level task.



How to View Your Statement- Continued

. [

(Ebank. Access Online Chat With U Log Ou

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Management

Account Information
» Statement
» Account Profile

Reporting

Data Exchange

My Personal Information

Home
Email Center
Contact Us

Training

Account Information

Statement
View account statement(s).
» Cardholder Account Statement

» Managing Account Statement
» Diversion Account Statement

Account Profile
View account demographics, limits, accounting code, and other related information.
» Cardholder Account Profile

» Managing Account Profile
s Diversion Account Profile

2. Click the Cardholder Account Statement link.

21



Account Statements

Account Unique ID. ’ - @
Account ID: i | Account Number.

How to View Your Statement- Continued

Please Mote: The statement can't be used for remittance of payment, it's for display purposes only.

Wiew account profile

2021

[ 03/25/2021 (PDF)

2020

[ 10/26/2020 (PDF)

[ 09/25/2020 (PDF)

[ 05/25/2020 (PDF)

22
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TRAMZACTICON DESCRIFTION

How to Print Your Statement- Continued

A CME CORFPORATION
MEMOS STATEMERMNT

A SO LMT MM BER

17151 2541 25225

HISTHIT

STATEMEMT D2 TE O%-26E-07
ToTaL AT T ¥ 1dd4.00
A UNT DUE E0.00

A4F16123412342234
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D=fault Accoounting Co-de: S5555 AOZ2200M LI 12T 43
ACCOURT RMUnVIEER ACCOUIRT SLWTYEA R
CUSTOMRMER SERWIZE CTALL
A4F16-12249-1224-223-4
PREEWIOILES Bal ardcCE £00
1-200-%44 5696 STATEMEMT DATE[| DISPUTED A RAcU T
PURCHASES &
o225 07 % o0 OTHER CHARGES % 1d g0
CASH ADWANCES .00
SEMD BILLING INCQUIRIES TO: AMOUNT DUE
s 0.00 CASH ADWANCE FEE $00
Ao ULS. BAMCORP SERVICE CEMTER. 1M
LS. B MEL RS IO bt L S S0SOC LT 1D M MO Do MOT REWIT
P BOM 8244 CREDITS .00
FARGD, MO S2125 8344
TOTAL SACTRIT Y F14d44 00

COFY R ESHT 2005 US. BEOHE HOTIONOL 0SS0 o TON HD

FPOSE 1 OF 1

The statement opens as a PDF file in a new window.

Print this PDF file as your monthly statement and submit to
Accounts Payable with transaction report, all original itemized
receipts, and dispute documentation (if applicable).



Resources Available To You

e Access Online Help Desk — (877) 887-9260
- General Website Navigation Inquiry
- Resetting Passwords
- General Account Inquiry
e 24-Hour Customer Service- (800) 344-5696
- Balance Inquiry
- Statement Inquiry
- Disputed Items
- Declined Purchases
- Card Activation
- Lost, Stolen or Compromised Card
* Purchasing Card Program Administrators
- Rondell Schroeder, rschroeder@mtsac.edu, Ext. 5511
- Tiffany Chen, tchen138@mtsac.edu, Ext. 5514
- Angelic Davis, adavis140@mtac.edu, Ext. 5512
- Jackson Kuo, jkuo3@mtsac.edu, Ext. 5372



mailto:rschroeder@mtsac.edu
mailto:tchen138@mtsac.edu
mailto:jkuo3@mtsac.edu
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