Creating a Visa Expense Report using Access Online

The US Bank offers a reporting system called “Access Online”. With Access Online, there are various
ways to accomplish the same task. These instructions present you with one of the more straightforward

ways to complete your reporting.

To log in: Navigate to the URL: https://access.usbank.com
As you will be using this website often, it is suggested you bookmark this link

Enter the:

Organization Short Name: SSFC

User ID: Personalized by you
Password: Personalized by you
Click on the Login link.

The home page looks like this:
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U.S. Bank Access® Online

Sir Sandford Fleming College

Ebank Welcome to Access Online Warren Craft

Your last login was 20131011
Transaction Management

EnhancedSUppTeT

Management Message Center

Account Information

Reporting dsage(s) from Access Online
My Personal

Our Payment Products  Logout

Language Selection
Canadian English ~

Purcl ing
Home Acct#Nam 3422 WARREN CRAFT
Contact Us Account|D: 512005152659

Quick Links

Manage Home Page Settings
Manage Contact Information

Training
Statement Balance §831.41
Billing Cycle Close Date: 13-09-25

View Current Statement

Current Balance: @ $0.00
Credit Limit: @ $2,500.00
Available Credit @ 52,500.00

AN

Last 10 Transactions Posted

Posting Date Merchant

09-09 XEROX CANADA-SUPPLIES
09-06 SPIRAL OF CANADA

04-12 SPIRAL OF CANADA

0228 XEROX CANADA-SUPPLIES
02-08 DAVE'S ATWORK OFFICE FURN

Amount
$540.86
$290.55
$338.77
$785.76
$39.55

@ Information

All of [ serving you~

AN

Manage Email

Run Transaclion Detail Repart
View All Statements

View L ast Cycle Transactions
View Open Transactions

\ H100% -

To allocate your expenses for a particular cycle, click on “Transaction Management”
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https://access.usbank.com/

Transaction Management

To begin your reporting, navigate to: Transaction Management / Transaction List.
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U.S. Bank Access® Online

@bank Transaction Management

Transaction Management
+ Transaction List
Enhanced Supplier
Management

Sir Sandford Fleming College:

Products  Logout

Transaction List
View, review, allocatelregjdcate and add comments to

Account Information
Reporting View Previous Cycle
Presents the Transaction list for the previous
My Personal Information
cycle.
Home View Pending Transactions
Contact Us Presents the pending transactions list

Training

& hitps://ac

File Edit View Favorites Tools Help

sbank.com ‘AxolComServietEviewAnchor
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U.S. Bank Access® Online

@bank Transaction Management

Card Account Summary with Transaction List

Tr
+ Transaction List

Card Account Numbe:

Card Account ID: 51208¢
Enhanced Supplier

~3423, WARREN CRAFT | CIle the down
» Trans List
e arrow to select the
:Ep:er:l:fna\ Information © Transactions for the cycle were not found. CCIe date
desired, and then

[-] Card Account Summary

Home
EnEils Account Number: Q 3422 hlt SEARCH .
Training Account Name:

Billing Cycle Close Date: 2013-09-25

ARREN CRAFT

Print Account Activity i
For this example
I've selected the

® Open Account

2013-08-26

41 Search Criteria | 59130725 et 2013-09-25 CyCle

2013-08-25

I-1 Transaction List2013-05-27 Retwm o top date.
20130425

Select Status Approval Trans Posting Merchant City/State Amount Net Amount MNational Tax R

Status  Date Date DO NOT USE:

No transactions were found. Please change the search aritenia and search again.
All of M2 serving you~ “All” which will show you
all your transactions from
the last 6 months.

Accounting Code

“Open” which will display
all items purchased since
the last cycle date.

®100% -
Select the reporting cycle date you want to work on. The US Bank will allow you access to the last 6
months of transactions. Be sure you are in the correct month.

Updated Oct 11, 13— ATW - Page | 2



To Allocate Expenses:

“Select All’ transactions, then hit “Reallocate”. This will show all expenses at once for easy reporting.
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U.S. Bank Access® Online

(Ebank.  transaction Management Select all expenses and
_  Card Account Summary with Transaction List

*3422, WARREN CRAFT h it . Real |OCate” .

Tr
+ Transaction List

Card Account Number:
Card Account I0:_51208!

Enhanced Supplier

Trans List
Management

Account Information

Reporting

My Personal Information [-] Card Account Summary NOte: If .One O.f these
scomunt b ° transactions is a Payment
Home /
Contactve Account iame from the Royal Bank,
Training Billing Cycle Close Date: 2013-08-25 ~ « . .
© Orer Aocmun please “unselect” this
R T T — transaction or you will get
-] Transaction Lis;// an error.

Posung Merchant City/State Amount Net Amount National Tax Reqional Tax Detail E*
Late

v Pending 09-09  XEROX CANADA-SUPPLIES 888-282-8088 ON $540.86 5478 684 $62.22 5000 @ & 00000000
v Pending 09-04 09-06 SPIRAL OF CANADA MISSISSAUGA, ON  $280.55 $257.12 $33.43 $0.00 &+
(D) Disputed (A% Resllocated (P () Trans Detsil Level (Er Extracted
Chedkt All Shown | Unche
Records 1-2 of 2
L pui ock
All of M3 serving you™
] i »
®100% -
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& https://access usbank.com/cps/Appl/AxolComServlet

File Edit View Favorites Tools Help
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saction Management
pcation Worksheet

Comments:

ber:
D: 5120951

422, WARREN GRAFT

Meals,
accommodations
and travel
expenses must
be documented
with the purpose
and include who

ale transactions by changing the accounting information to allacate the amount to a differe}

[To allocate to additional accounting codes, click the "Add Alloc” link. N H
ational

pdifying the allocations, click the “Save Allacations” button to save changes. Exclude tran#3)

le by selecting “Remove Transaction(s)" checkboxes and optionally clicking the

e Transaction(s)" bution.

ired

Remove Trans Merchant

Trans Date

National
Tax

Regional
Tax

Amount

Allocate taxes
= HST &
Use Regional for GST only purchases

Alloc % Accounting Code - Segment Name (Les

DEPARTMENT (&) ACCOUNT (;

attended. 2013-08-06  XEROX CANADASUPPLIES (g 6222 5| 000 554085 Add Alloc
‘Allocation Amt o 54086 or [ 10000 [iss100 i
Goods and Allocation Gomment Net Allocation Amt E 47664
SeI'VICGS must Staples for 4127's National Tax 5| 6222
h b H f i Regional Tax 3| 0.00 -
ave a prie
- Amount Remaining o 0.00 0.00 5
description
2013-09-04  SPIRAL OF CANADA g 3343 § 000 529055 Add Allog
Allocation Amt o 29055 or [ 10000 [iesi00 @
Allocation Comment Net Allacation Amt o 267.12
Laminating and Binding Supplies National Tax 2 3343
Regional Tax 3| 0.00
Amount Remaining d 000 0.00

Q Search

<< Backto Trangaction List

All of M3 serving you™

Allocate Department & Account

#®100% ~

All your transactions will show up on one screen unless you exceed 25 transactions. Now simply update
all comments, National tax (HST), Department and Account code for each transaction. When complete,

be sure to hit “Save Allocation”.
After saving click on the “<<< Back to Transaction List” link.

Tip: Save Often:

It's a good idea to save often, as the US Bank will “Time out” if you don’t stay active on their site. This will

result in your work since the last save, being lost.
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Splitting an Expense between Cost Centres:

For transactions that require charging more than one account and/or department you will need to go into the
individual transaction’s “Tax and Allocations” tab.

@ hitps/sccess.usbank.com/cpsAppl AxolComServiet

Fle Edit Niew Favorits Tools Help
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Sir Sandford Fleming College

Qur Payment Products _ Logout

action Management
ount Summary with Transaction List

To begin the expensing of
v —_— items requiring split cost
— centres, click on the blue link
() “Accounting Code” of the

° item you wish to expense.

me: WARREN CRAFT

& Closs Date; 2013-08:25 ~

zh Criteria Retum to top
saction List Retum to top

of2

sun | Unchesk All Shown

Merchant CityiState

Amount NetAmount MNationalTax RegionalTax Detal € PurchaselD

tatus  Approval Status Trans Posting
Date Date

Pending 09-06 09-09  XEROX CANADA-SUPPLIES 888-282-8088,ON $540.86 547864 6222 $0.00 199100153055
Pending 09-04 0906  SPIRAL OF CANADA MISSISSAUGA ON  $290.55 $257.12 $3343 $0.00 & ® 199100153055

@ Resiioastza @, @ Trans Detsil Level (€5 Exvacied

sun | Unchesk All Shown

You may have to scroll right to see
2 these Accounting Codes.

b

®100% ~

access usbank.com ransaction Managem.

Fle Edit View Favorites Tools Help
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‘Card Account fum

Enhanced Supplier

Management
Account Information
Reporting
My Personal Information Transaction Summary
Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaseID @  Accounting Code
flome 09-06 09-09 XEROX CANADA-SUPPLIES 888-282-8088,0M  540.86 00000000000000000 (A% 19910053055
Contact Us
Training © oisputes @ @ Trans petsit Level & Resilocstes

Summaf | Tax ana Alocatons | Ayeroval History.

The Tax and ATTHMONE 10 provides the ability to view, add, or edit the tax andlor allocation information on a
transaction.

Transaction Amount:  $540.86

" Splitting an Expense
National Tax Amount: §62.22 Source: Computed
RegionalTax Amount 5000 If you want to split an expense 50/50 over
Het Amount e two Departments, you can change the
Atocatons original allocation % to 50, and then add one
Allocations provides the ability to reallocate a transaction by changing the accounting additional ”nes here.... CliCk “Add”.

accounting codes.
You can allocate amounts by dollar amaunt or percentage. Total allocation amounts

After adding, modifying or deleting allocations, click the “Save Allocations™ button to save changes

* =required Allocgfon Source: User Last Changed By: Craft, Warren G

Remove Allocation Comment Amount Alloc %

Staples for 4127's - Allocation Amt 527043
= Netallocation At o 23932
National Tax o s
Regional Tax s 000

Accour.ing Code - Segment Name (Length)
ACCOUNT (5)

3055+ AddasFavorte

Favorite

“Q

Qsesrsn

Total Allocated: § 27043 50.00 5
Amount Remaining 5 27043 50005  Additional Allocation(s) 1

Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

®100% -
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In order to split a transaction, you must:

Verify the transaction’s Tax, Department and Account allocations and enter the comment for this transaction. Be sure

to hit “Save” after all your changes have been entered.

usbank.com

cc

File Edit View Favorites Tools Help
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e [ 09-06 09-09 XEROX CANADA-SUPPLIES 888-262-8088,ON 54086 M 00000000000000000 (A~ 19910053055 S
Contact Us
Training © pisputed @, @ Trons Detail Level A¥ Resliocsted

Summary | Tax and Alocations. | _Approval History.

The Tax and Allocations tab provides the ability to view, add, or edit the tax and/or allocation information on a
transaction.

Transaction Amount:  $540.86
National Tax Amount 56222 Source: Computed

Regional Tax Amount: 5 0.00

SH7864

Source: Computed
Net Amount

Allocations

Allocations provides the ability to realiocate a
accounting codes

by changing the to allocate an amount to a different cost center. The reallocation can be to one orto multiple

You can allacate amounts by dellar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, clickthe *Add” button
After adding, modifying or deleting allacations, click the “Save Allocations button ta save changes

= = required Alocation Source: User Last Changed By: Craft, Warren G

Remove Allocation Comment Amount Alloc % Accounting Code - Segment Name {Length)

ACCOUNT (5) Favorite.

DEPARTMENT (s)

- NetAllocation Amt
National Tax

Regional Tax

5] 23932
o 3101
5] 0.00

=] Staples for 4127's - Allocation Amt §27043 OR 5000 o [isoi00 - q 3055 «q Add as Favorite
= NetAllocation Amt 3 23932 =
National Tax s 3111
Regional Tax o 0.00
] Staples for 301 = Allocation Amt: $27043 OR 5000 [1a1020 - 3051 -aq Add as Favorite

Total Allocated:

5 540.86
5] 0.00

Amount Remaining:

Save Allocations

Hote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values

®100% -
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Printing your Report

Once you have updated all your expenses and SAVED your work, return back to the Transaction Management List
Screen and hit “Print Account Activity”. A PDF document will “pop up”.
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U.S. Bank Access® Online Sir Sandford Fleming College

erETr R o
@bank Transaction Management

Card Account Summary with Transaction List
Transaction
+ Transaction List
Enhanced Supplier

Card Account Humber: 3422, WARREN CRAFT
Card Account ID: 512085152855

Management

Account Information

Reportin

My Personal Information -] Gard Account Summary

Homne. Account Number. )
Account Name

Contact Us

Training Billing Gycle Close Date: 2013-09-25 ~

@ Open Acsount

I+] Search Griteria Retum o top
=l List Retum otop

Records - 2012

Chess Al Shown | Unshest Al Shown

Solect Status Aoproval Siaius s Posting Merchant Cityistate Amount NetAmount National Tax Reqional Tax Defail € Purchase]
te  Date
>0 Pending 09-06 09-09 XEROXCANADASUPPLIES 886-262-8088 ON 554085 547864 §6222 5000 @ @ 00000000
] Pending 0904 08905  SPIRAL OF CANADA MISSISSAUGA ON 529055 525712 53343 50.00 ©

(© Disputed (B Resllossted @, @ Trans Detal Level (€ Exrsciad
Checs All Shown | Unches All Shown

Records 12012
L Fui o )
All of M serving you™

.com/ cpsAppl/AxolComRepor ~ @ B C X || & WebFOCUS Report

% TF10 yr currency Xchange B.. £ USBank £]Int Meals © Moneris £ Ptho Weather £ Treasury Meal limits 5% Google Maps

(Ebank

Cardholder Activity
Name: WARREN CRAFT Account Number:  *"3422 Cycle End Date:  2013-09-25
Trans Date Merchant Name Transaction Total National Regional Source Currency Cyfrency Amount
Posting Date City, State/Prov.
< Allocation Amounts Accounting Code Aligkation Comment
2013-09-04 SPIRAL OF CANADA $290.55 $33.43 $0.00 CAD 29055
2013-09-06 MISSISSAUGA, ON
$200.55 §33.43 $0.00 19910053055 Laminating and Binding
Supplies
2013-09-06 XEROX $540.86 $62.22 $0.00 CAD 54086
CANADA-SUPPLIES
2013-09-09 888-262-8088, ON
527043 53111 $0.00 19910053055 Staples for 4127
527043 53141 $000 14102053055 Staples for 301
Activity Totals Purchases Payments National Taxes Regional Taxes
5831.41 $831.41 50.00 59565 $0.00
Cardholder Name: Signature:
Supervisor Name: Signature: /

Print this report to PDF.
Please ensure that your web browser prints this

document in landscape orientation

Page 1 of 1
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Putting it All Together:

Email the “Cardholder Activity Report” PDF and the applicable itemized receipts (PDF/JPEG files) to ap-
creditcard@flemingcollege.ca and the appropriate budget manager. The budget manager will then
review the VISA report PDF file and back-up and reply all to the email if they approve the VISA report.
Due to the above, original copies of VISA reports and back-up DO NOT need to be provided to Accounts
Payable, however these are to be kept by each VISA cardholder until advised otherwise.

Upon completion, please forward to Accounting by the 10"". For example....September 25" visa report is
due to Accounting by October 10,

This completes the reporting process.

Pop-up Blocker Error:
If you receive this error when generating your report, right click on the error and select the:
“Always Allow Pop-ups from this Site”

Adding the Report Server as a Trusted site:
The US Bank restructured their report server on August 30, 2011. If you are not able to print your report due to “not a
trusted site” follow these instructions:

Please add the URL, https://report.access-online.com/, to your Trusted Sites and Managed Websites. Clicking on this
link will result in an error message; it is not a site to access directly, only one used by Access Online.
Internet Explorer instructions:
e Step 1 — Open Internet Explorer
Step 2 - Choose Tools - Internet Options and click the Security tab
Step 3 - Click the Trusted Sites icon and then click the Sites button
Step 4 - Enter https://report.access-online.com/ in the Add this website to the zone text box and check the
Require Server Verification (https:) check box
Step 5 - Click Add and then Close
Step 6 - Click the Privacy tab
Step 7 — On the Privacy tab click the Sites button
Step 8 - Enter https://report.access-online.com/ in the Address of website text box
Step 9 - Click Allow and verify the new URL is in the Managed Websites box
Step 10 - Click OK, then click OK again
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Are you reporting on more than one card?

To add another card to your log-in, navigate to:

My Personal Information / Account Access / Add Accounts

Fle Edt Vew Favortes

Qe - © - (%) &) (D] Psewen Joroontss @[ (2- 12 & - ) QIR

‘Address [] htps:faccess.usbank.comjcpsApp1 JUSBComServiet

Sir Sandford Fleming College

U.S. Bank Access® Online 3
Transaction Management _\ Q
EUL Iy My Personal Information

[[Ceer o samaiean

My Personal Information
i Password

be used when resetting a password

Contact Information
Update your user ID contact information (name, address, phone no., etc)

o Email Nofification

To add an additional card to your User ID
navigate to:

S LASSASS o st gt T i) My Personal Information \ Account Access

access.
o AddAccounts

Manage Accounting Code Favorites

allocations, and delete existing favorites.

A favrtes, snabl aortes (0 be slactedwhen raalocaing and managing Select “Add Accounts”

|

ek

&)
)start| & Bese Nevigation Page - .. [[&] ) PRl of New US Ba... | ) 2009 Us Bank Expense ... |

To set-up Email Alerts from the US Bank for New Statements:

2 Email Notification - Microsoft Internet Explorer

B [@ internet
®0 2HBMN 590

= o mee e
L6 R

Qe - ) - [x] (2] | Pseach gravories €2

Address [€] htps: fccess.usbank.com/cpsapptjUsBComServet

U.S. Bank Access® Online 7 o =
Transaction Management \ Q
2 Suppl i
T My Personal Information
9
™

Email Notification

[0t ]

To receive an email nofification, selectthe specific process and conresponding scenario's, fiming or accounts
= required

Email Address
[kemclean@fleminge.on.ca

Email Notification
Contact Us

Statement Notification

‘Accounts assaciated directly to this user id

‘Account Number _ account Name _Account Type
Enabled v 5306 KENMCLEAN  Cardholder

Disableihd 3825 KENMCLEAN  Cardholder

‘Accounts viewed through assigned hierarchies: Add Managing Accounts
‘00 Cargholder Account

Remove _Account Number Account Name _Account Type

<<Backto Personal Information

Eibors

& start| & . [

D we>

I

B [@ et
©0 2 HBHUN soran

To have the US Bank email you when there is a
new statement needing reporting navigate to:

— My Personal Information \ Contact Informat

Scroll down to “Statement Notification”

Change the Status from “Disabled” to “Enabled”
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