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Introducing Access Online:

Access Online is a web-enabled program tool that gives you the ability to view
cardholder statements, transaction information, and account profile information.

You can easily change your password, authentication question and email address.
One of the more impressive features is the cardholder statement email notification.
Once your statement is available in Access Online, you can receive an email
notification of the statement’s availability.
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Online Registration

Access® Online https://access.usbank.com/

Welcome to Access Online!

Contact Us Please enter the information below and login to begin

Cardholders will need:

User ID + Short Name: UMSYS
i—

Login
! Organization Short Name

1

+ Account Number
» Account Expiration Date

o A,
! « Zip Code: 04469

Login

Password

Forgot your password? =
Register Online

ister Onlin

E

Website/Browser Requirements

Online Registration for Cardholders Only:

To register online, you need your organization short name, account number, account
expiration date, and account ZIP code.

Record Keepers and Approvers with a PCard or without a PCard account will be
sent his/her user id and a temporary password via email.

Please do not self-register if you are a Cardholder and also a Record Keeper and/or
an Approval Manager. This will generate two user ids.

Instructions:

= Navigate to the Access Online web site.
= Click the Register Online link.
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Online Registration

Access® Online

Online Registration

Add Accounts
Contact Us
To join Access Online, you will need a minimum of one valid account number. “Register This Account” will
validate a single account. “Additional Account” will allow multiple accounts to be included in the registration
Process

Login

" = required | Enter: UMSYS I

Organization Short Name: *

Account Expiration Date
Account Number oni" Veai

| [1an =] [2072 7]
Register This Account Additional Account

& in P

Online Registration

Instructions:
= Fill in each field with your account information.
= Click the Register This Account button.

The Licensing Agreement screen displays.

Tip! You must complete each field with a red asterisk.

Version 2-4 Proprietary and Confidential 5



UNIVERSITY OF MAINE SYSTEM

University Services:
Strategic Procurement

Online Registration

Licensing Agreement

Please read and accept the Licensing Agreement to continue
Access Online Terms of Service

1. ACKNOWLEDGMENT AND ACCEPTANCE OF TERMS OF ACCESS OMLINE

Access Online, owned and operated by Bank ic provided to the customer under the terme and conditions

ce
of this Access Online Terms of Service (ATS) which incorporates by reference any operating rules or policies
Bl Maa BT AN A A A N o s oy A aBa b A DA e s

barred

The section titles in the ATS are solely used for the convenience of the parties and have no legal or contractual
significance

M-cOMiente WIthirone 1 7 Fear otET e Tird s ehar S ot oo, OITEFRTSE ot S € burenctiON iSyenri@nently ™

Online Registration

Instructions:
= Review the agreement, and then click the | Accept button to proceed with

the online registration process.

The Online Registration: Password and Contact Information screen displays.

Tip! If you click the | Decline button, the system stops the online registration

process.
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Online Registration
Pasvword and Centact inform;

Online i —
R e g i St rat i o n ' e e B s e

Online Registration
Instructions:
= Complete all required fields (with a red asterisk).

= Click the Continue button.

You are now logged in to Access Online and the Home page displays.
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Forgot Your Password

Access® Online https://access.usbank.com/

Welcome to Access Online!

Contact Us Please enter the information below and login 1o begin

Organization Short Name
r e Enter: UMSYS

UserID

e

Password

Forgotyourpassword?

o

Eorgot vour password?

Login

Reqgister Onling
Website/Browser Requirements

Forgot Your Password

If you have forgotten your password, you can reset your password via the Forgot
your password? link to answer your authentication question and reset your
password.

Instructions:
= Type your org short name.
= Type your user ID.
= Click the Forgot your password? link.

The Login: Forgot Password screen displays.

Tip! After your third failed login attempt, the system locks you out. So, after your
second failed login attempt, remember to use the Forgot your password? link to
reset your password. Otherwise, you must contact the U.S. Bank support desk to
reset your password for you. You can find these numbers on the Contact Us screen.
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Forgot Your Password

Login

Forgot Password

Enter the response to your authentication question. If you need assistance, please contact your program
administrator.

User ID: cpsmith25

Organization Short Name:| UMSYS

Authentication Question: Pet's Name

Enter the response to your Authentication Question:

|

<<Back o Login Page

Forgot Your Password
Instructions:
= Type your answer to the question.

= Click the Continue button.

The Login: New Password screen displays.
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Forgot Your Password

Access® Online
Login
New Password

Please enter a new password between 8-20 alpha/numeric characters. Use a combination of letters and
numbers easy for you to remember but not for others to guess

User ID: chipurchase
Organization Short Name:ACMET1

Enter New Password

Re-enter New Password

<<Back to Authentication

Forgot Your Password

Instructions:

= Type your new password in each field. Your password must be 8 — 20
alphanumeric characters. Your password must contain at least one alpha
character, one numeric character, and one special character. You cannot
use more than eight consecutive numbers. You cannot reuse a password
for 12 months. Passwords are case-sensitive.

= Click the Save button.
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Forgot Your Password

Welcome to Access Online Chris Smith

Your last login was 08707013
Event Driven Notification

Payment Plus

Order Management Message Center
Transaction Management

Enhanced Supper
Hanagement

Account Information
Reporting

Data Exchange

My Personal information

One Card

Home
Contact Us
Training

0 Information

Forgot Your Password

The Client Home page displays. You are now in Access Online and your password
is reset.

Tip! The Contact Us screen displays telephone numbers for the U.S. Bank support
desk for different users and issues. Print out or write down the numbers in case you
cannot access the Contact Us screen.
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Logging In

Access® Online

Welcome to Access Online!

Contact Us Please enter the information below and login to begin

Login
QOrganization Short Name:

User ID

P

Password

Login

Forgot your word?
Register Online
Website/Browser Requirements

Logging In

The first time you log in to Access Online, and every 60 days after that, you must
change your password. The first time you log in, you must also view and respond
to the licensing agreement. Simply click the 1 Agree button to continue.

Instructions:

= Type your organization short name, your user ID, and your password in the
corresponding fields. Your organization short name is a code that identifies
your company in Access Online.

= Click the Login button.

Tip! Remember to use the Forgot your password? link to reset your password
after your second failed login attempt to avoid being locked out. Also, if you do not
know your organization short name, contact the Procurement Card Administrator
Stephanie LeBlanc via email at Stephanie.m.leblanc@maine.edu.
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Navigation Basics

U.S. Bank Access® Online
Navigation Bar

University of Maine

Changeyourlanguage

Welcome to Access Online Stephanie LeBlanc

—_ = Language Sefection
;:;:.;.T:.'.;::mm ut Your Last login was 072772015 CheckyourClientHome m
Rewr\lnm Message Center page often for messages
ool A S in the Message Center.

e Messaoe(s) rom Access Onling 1
Contact Us e
Traini Purchasing Quick Links
AccimMame: STEPHANIE M LEBLANC Manage Home Pa a5
Leaesnd 0 MANAGT Conie ir
Account Status: Open Manage Emadl Motfications
Bun Transaction Detail Repod
Statement Balance £0.00 Vigw Al Statements
Billing Cycle Close Date:  06/25:2015 Vigw Last Cvdle Transachions
! A snapshot |——  View Open Transactions

Home Curent Balance. @ $6.83 summary of your

ContactUs Cregt Limit @ $10,000.00 currentaccount Quicklinks t

Training salsieCt@ 5959117 information (e.g., Ll g e

Links ] billing cycle close to commontasks.

Last 10 Transactions Posted date, payment
| o728 WM SUPERCENTER #2045 due c_late,_balance,
| o728 WM SUPERCENTER #2045 creditlimit, and
| o724 WAL-MART #2046 recent
| 0724 WAL-MART #2046 transactions.

Navigation Basics
The following screen elements are important navigational features.

Disabled browser Back button—The browser Back button is disabled for security
reasons. If you use the Back button, the browser stores the web pages in a

temporary internet folder on your hard drive. To protect your information, you do not
want pages stored in this folder.

Message area—The Home page displays bulletin-board-type messages, such as
new functions available.

Left-Column Navigation Bar—This main menu bar contains links to all functions
and tasks available. Below the high-level tasks are the Home page link (available
from any screen to return to the screen displayed on this slide) and the Contact Us
link.

Quick links and transaction

Tip! For security reasons, if you are not active in Access Online for 15 minutes, the
system logs you out of your session automatically.
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Navigation Basics

Welcome to Access Online Chris Smit| Click the Messages from
Access Onlinelink to Selaction

Vour last login was 68027013
Event Drrven Notification nahah .I
Poyment Plus view messages. Enghs
Orger LAansgament Message Center

Transaction Mansgement

Enhanced Suppler Messageis) bom Access Onbne

u
Account information

T Quick Links

Reporting
Data Exchangs
iy Personat mfonmanon

Home
Contact Us
Training

Amount

Navigation Basics
To access messages, you simply click the messages link.
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Navigation Basics

Click the Messages from
Access Online link to
view messages.

Welcome to Access Online Chris

Your laat kogin was 08922013 Janguage Selecton
Event Drrven Hotific ation an English ||
Payment Plus
Order Management Message Center
Transaction Managoment
Enhanced Supplier Message(s) from Access Online
Management Message(s) from Access Online X
e One Card
Reporting .
Data Exchange This is sample Massage This i§ sample message exl The is sampse
My A 1284, CHRIS SUTH sage b for FRInIng purposes. This s sample rauning text
Account 10 123486750012
Home
G Us Cumrent Balance @ 5000
Training Credit Limat §1.000 00

Auailable Credt @ $1.000.00

VINNY VANUCCHIS

05724 HY VEE 1162 550,00
0513 STAPLES 00104018 52148
ove STAPLES 00104018 52195
o STAPLES 00104018 $47.78
i STAPLES 00104018 $51.12
0411 STAPLES 00104018 $5112¢CR
(2] COPY WORKS - DUBUQUE $3150
L] BEST BUY (0008789 5200 00
08 HY VEE 1162 550,00

Navigation Basics
The messages display. Simply close the window to continue.
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Click the Manage Home
Page Settings link to
customizeyour display.

Welcome to Access Online Chris Smith
Yorur last ogin veas 08027813

Message Center
Transacton Management

Account Information

Reportng One Card

My Porscnal information

Home
Contact Us

ble Coeds @B

Last 10 Transactions Posted

Navigation Basics

To manage your home page settings, click the Manage Home Page Settings link.
Select and deselect the options that you want to display as quick links on your home
page. Click Save when you are done.

To use the quick links on your home page:
Manage Contact Information—To manage contact information.
Manage Email Notifications—To set up email messages when key events occur.

Run Transaction Detail Report—To run a report that contains detailed information
about your transactions.

View All Statements—To view statements.
View Last Cycle Transactions—To view transactions from your last cycle.
View Open Transactions—To view open transactions.

Version 2-4 Proprietary and Confidential
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[Ebank

My Personal Information

U.S. Bank Access® Online

My Personal Information

| user D

Account Information
Reporting
My 1l

. P

* Account Access
* Manage Favorites
Home

Contact Us

o

Trainina

All of M3 serving your

’/I Changeyour Password
Password

Change your system password and create or modify an authentication response that will
be used when resefting a password

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

Email Notification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
access

Ad unts

Manage Accounting Code Favorites
Add favonites. enable favorites 1o be selected when reallocating and managing
allocations, and delete existing favorites

My Personal Information

Managing your personal information in Access Online is quick and easy. Keep in
mind that you need to change your password every 60 days.

Instructions:

Version 2-4

= Click the My Personal Information link in the Left-Column Navigation Bar.
= To change any of your personal information, click the appropriate link. For

example, to change your password, click the Password link.
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My Personal Information

U.S. Bank Access® Online

(Gbank.

My Personal Information

Transaction [user o
Account Information

Reportin

™ & Password

* Ace ccess
* Manage Favorites
Home

Contact Us

o

Trainina

All of M3 serving your

Change your system passy ContactInformation ication response that will
be used when resefting a p

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

Email Notification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
access.

Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favontes 10 be selecled when reallocaling and managing
allocations, and delete exisling favorites

My Personal Information

The contact information you provide is for your manager to contact you or for the
bank to email updates regarding Access Online. Because your organization relies
on this information, you should keep the information current. This contact
information is different from the billing information the bank assigned to your
account.

Instructions:

Version 2-4

= Click the Contact Information link. A screen displays that lets you update
your contact information.
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My Personal Information: Change Your Contact Information
Fields with a red asterisk are required by Access Online

University Services:
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Contact Information

@bank My Personal Information
——————— Change Your Contact Information
Account [user D smiszinne

Reporting

My Personal Information

Contact Us
Training

Organization Short Name: UMSYS
Functional Entitlement Group: CHF001

User ID Address

Entar the following information to update your User ID address
Note: To change your account address, please contact your Program Administratos

= regquired

First Namae:" LastMame:* [
[Stephanie [CeBianc fa

Address 1. * Address 2

Ty v I
HE Unsversd y Diive H

City. * StatelProvince: * ZipPostal Code: *
laugusta uE =] 330

Country: *
United Stales ¥

Phong Number” Fax Number
po76213099 [

Email Address * Secure Email Address (for sending the Card Sacurity Code)

}s!enhame m leblanc@maine edu
Other

[
[ seve Uaer Address J

Instructions:

Version 2-4

= Review and update any fields that are not correct.

= Click the Save button to save your changes.

= If you make a mistake while making your changes, you can click the Reset
button to set the fields back to the values that displayed when you first
accessed the screen. (You will lose all your changes.)
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Contact Information

All of M3 serving your

I-] Cardholder Account Address
Switch Accounts

Actdenmn 4 A ctoten m o O
AODGIES5 3 AGUIES5 <

5761 KEYO BUILDING

City State/Province: (if USA or Canada) Zip/Postal Code: (if USA or Cansda)
ORONO ME 04469-0001

Country.

UsA

Work Phone: Home Phone: Alternate Phone: Fax

207-621-3099 000-000-0000 9999999999

Email Address
STEPHANIE M.LEBLANC@MAINE EDU

<< Back to Personal Information

My Personal Information: Change Your Contact Information

At the bottom of the Contact Information screen is the Cardholder Account Address.

Cardholder Account Address. This address is the address used when creating
your card account in Access Online. This is the billing address for your account.

Version 2-4

Proprietary and Confidential 24



UNIVERSITY OF MAINE SYSTEM

University Services:
Strategic Procurement

Email Notification

U.S. Bank Access® Online

@bank My Personal Information

| user i

Account Information
Reporting
My

. P

* Account Access
* Manage Favorites
Home
Contact Us

Trainina

Password
Change your system password and create or modify an authentication response that will
be used when resefting a password

Contact Information | Email Notification
Update your user ID conta - =phone no., elc.)
Email Notification

Account Access
View access rights and user specific information, such as accounts and hierarchy level
access

© Add Accounts

o

Manage Accounting Code Favorites
Add favorites, enable favorites 1o be selected when reallocaling and managing
allocations, and delete existing favorites

All of M3 serving your

My Personal Information: Email Notification

The email notification function sends you an email when your statement is available
in Access Online. The notification is NOT automatically enabled for you. If you want
to be notified, you must enable the function in Access Online.

Instructions:

= Click the Email Notification link. The My Personal Information: Email
Notification screen displays.

Version 2-4
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Email Notification

(Ebank

My Personal Information
Email Notification

Account Information

Reporting

My Personal Information
* Password

[ user 0 smistisnc

To receive an email nobfication, selec the specdific process and corresponding scenarios, timing or accounts.
* = required

Email Address: *
hleph anie. m leblanc@maine. edu

Prefermed Output Language * ’ American English —I

Email Notification

Statemeni Nolificaiion
Seledt accounts below 1o receive email nobfication when a stalement is available in Access Online

Accounts associated directly to this user id

Account Number Account Name

Enabled vI STEPHANIE M LEBLANC  Cardholder

Accounts wewed through assigned hierarchies: Add Managing Accounts
Agg Cargholger Acoount

Account Mumber Account Mame Account Type

< Back to Par: | infoemat

My Personal Information: Email Notification

Instructions:

= Verify or type your email address.
= Select Enable or Disable from the Status drop-down list.
= Click the Save button.

Tip! You can only enable email notification for accounts you are entitled to access.

Version 2-4

Proprietary and Confidential 26



O

UNIVERSITY OF MAINE SYSTEM

University Services:
Strategic Procurement

Account Access

U.S. Bank Access® Online

(Ebank

My Personal Information

[ userin

Account Information
Reporting
My

+ Account Access
* Manage Favorites
Home

Contact Us

o

Training

All of @3 serving your

Password
Change your system password and create or modify an authentication response that will
be used when resefting a password

Contact Information

Update your user ID contact inf AccountAccess ne no., etc.)
Email Notification

Account Access =il

View access rights and user specific information, such as accounts and hierarchy level
access

Add A Nk

Manage Accounting Code Favorites
Aad favorites, enable favorites to be selected when reallocating and managing
allocations, and delete existing favorites

My Personal Information: Account Access

The account access function lets you know which accounts you currently have
access to in Access Online.

Click the Account Access link to see which accounts you currently have access to.

For record keepers, if are accounts which you need access or removal of access,
please contact the Procurement Card Administrator Stephanie LeBlanc 207-621-
3099 or send detailed information via email to Stephanie.m.leblanc@maine.edu.

Since the systems were quite different between U.S. Bank and JP Morgan Chase,
we are anticipating that changes will be necessary. We appreciate your patience
with this process.

Version 2-4
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(Ebank

Transaction Management

Account Access

U.S. Bank Access® Online

My Personal Information
View Account Access

Account Information
Reporting

Bl Dara ol
my Personal

!l
@

* Password
* Contact information
* Manage Favorites
Home
Contact Us
Training

All of 3 serving your

[ User ID: smieblanc

o ko SRk R SRS

Functional Entitlement Group; CHF001

These are the accounts and hierarchy entittements to which you have access.

AQD ACCOUTINS
Product Description Account Number Designated User UserID
Purchasing Card smieblanc

=< Back to Personal Information

Account Access

Account access information includes:

Organization Short Name—Identifies your organization in Access Online using a

unique code.

Functional Entitlement Group—Determines the Access Online functions that

assigned to your user ID.

Accounts—Lists the accounts assigned to you.

Tip! The account information on this screen is view-only. To change this information,
you must contact the Procurement Card Administrator Stephanie LeBlanc 207-621-
3099 or send detailed information via email to Stephanie.m.leblanc@maine.edu.

Version 2-4
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Account Profile

AccountProfile

dholder Account Profile

Seiih Acounn

Account information

* Statement

¢ Information

tname, address. and contact
Reporting

My Personal information

Sowte View tormation such as Account
Status, Hierarchy Position, Cycle Day, and Open Dale

Contact Us

Training

Detault Accoynting Code
View tha defaull accounting codé assignad lo the
account

Account History

Reques! Type  Update Method .

Setup Manual

Maintenance  Manual

ount Y
[ Card Account Humber 2774, CHASTIN J DORDING
Transaction Manage:
Select an tem below to view its conlents.

Authorizatio

i limit infarmation such as Cradit

Limit, Single Purchase Limit. and Available Credit

Finan

View e account 12-month history, T-year history
analysis, and 7-year history

ACMET1 Corporation

Cardholder Account Profile: Account Summary

The cardholder account profile gives you access to information about your account. All

account profile information is view-only.
Instructions:

= Click the Account Information link in the Left-Column Navigation Bar.

= Click the Account Profile link to display the Account Summary screen and

the five profile links.
The account profile links include:

Demographic Information—Cardholder name, address and contact information

Authorizations Limits—Account status and authorization limit information (e.g. credit

limit, single purchase limit, available credit)

Account Information—Additional information about the account (e.g. cycle day, open

date, and hierarchy information)

Default Accounting Code—Default accounting code assigned to the account

Financial History—Detailed history on the account’s financial events (e.g., number of

payments, times past due)

Version 2-4
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Account Profile

With the new U.S. Bank, it is no longer required to
issue a new PCard when a cardholder changes
departments and/or business units. Cardholders
and record keepers have the ability to charge
expense across all eight business units.

However, it is required that a Change of Account

aldaa a a a a al= a =Taal=1a

Card Administrator so that the cardholder’s account
can be moved, if necessary, to another business
unit, and default chartfield information can be
updated.

Access Online Lessons
Account Profile
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Account Profile

AccountProfile

dholder Account Profile

ACMET1 Corporation

__| Demographic Information |

o

Y

[ Card Account Number: ==-==ss=g T —
Transaction Manage
Account Information Select an flem below to view its con
» Statement

; DRemographic infrmation

View account name, address, and contact

Reporting

information

My Personal Information

ALCO! n] Inr'.fl'ni_]l:'n

View other account information such as Account
Status, Hierarchy Position, Cycle Day, and Open Date

Home
Contact Us
Training

View tha default accounting coda assigned to the
accoum

Account History

Request Type  Update Method

Last Updated
Manual
Manual

05052006 210713

Authorzabion Limits
View sutharization imi infarmation such ag Cradit
Limit, Single Purchase Limit and Available Credit

Financial History
View the account 12-month history, T-year history
analysis. and T-year history

Cardholder Account Profile: Account Summary

Instructions:
= Click the Demographic Informatio

Version 2-4

n link.
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Demographic Information

ACMET1 Corpe

Cardholder Account Profile
D graphic Inf

Payment Plus

s [ Card Account Humber =——-——"§774 CHASTIN J DORDING Saitor Accourty
Transaction Mansgement
Account Inl'orm:;qon Name
S — Hame: CHASTIN JDORDING
SSN:
Aaparing Date of Birth: 1273111900
My Personal Information Opiionai 1
Optional 2:
Home
Contact Us Address
Training Address 1: 200 S6THST
Address 2 EP-MN-L28C ATTN JJOHNSONHILLE
City: MINNEAPOLIS
State/Province: MN
ZipPostal Code: 55402-1403
Country: United States

Contact Information
Waork Phone: 612-973-0000

Home Phone:
Alternate Phone: §51-205-0000
Fax: 612-973-4444

Email Address: CDORDING@EACME COM

Demographics Comments:

=<Backto C Account Summary

Cardholder Account Profile: Demographic Information
The Demographic Information screen lists:
= Cardholder name
= Date of birth
= Address
= Contact information, including phone, fax and email address

The demographic information, like all account profile information, is view-only.
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Authorization Limits

Cardholder Account Profile

Account Summary

| Card Account Humber. ========§774, CHASTIN J DORDING Swilg

Transaction Management
Select an item below to view its contents

Account Information
* Statement Authorization Limits
View account name, address, and contact

Feporting k . -
My Personal Information Ao Authorization Limits
PR o View authorization limit information such as Credit
o - Limit, Single Purchase Limit, and Available Credil
Nome View other account information such as Account

e Status, Hierarchy Position, Cycle Day, and Open Date Financial Historny

View the account 12-month history. 7-vear history

Training analysis, and 7-year history

Default Accounting Code
View the default accounting code assigned fo the
account

Account History

Request Type Update Method Last Updated
Setup Manual 05/05/2006 21:07:13
Maintenance  Manual 050572006 21.07.13

Cardholder Account Profile: Authorization Limits
Authorization limits are also referred to as velocity limits.

Instructions:
= Click the Authorization Limits link.
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ACMET1 Comporation

Cardholder Account Profile
Limits

[cora mccomt mombes

Authorization Limits

Crodit Limit:

Fiscal First Mongh:

Standard Velocity Limits

i Dady Dolar:
Daity Transacson: 1
Cyche Dollar: 2400
Cycle Transaction: 1
Monthly Dollar: [}
Monthty Transacton o 3
Guarterty Dollar: 0
Cuarterty Transacton ] 0
Yearty Dollar: 50.000 0
Yearty Transacbon 2 00k 0

Custom Velocity Limits

Other Dollar: 6
Other Transacbon: 1 0

Retresh from Date:
Retresh To Date:
Days in Refresh Cycle:

Reter 10 Lanagng Account
Merchant Authorization
Controls:

Cardholder Account Profile: Authorization Limits

Your authorization limits depend are the limits which were approved on your
application.

Typically, authorization limit information includes:
= Account status (e.g., open, closed)
= Limits (e.qg., credit limit, cycle limit, single purchase limit)

= Any assigned merchant authorization controls (e.g., office supplies are
enabled for purchases)

The authorization limits information, like all account profile information, is view-only.

If you need to request a temporary or permanent increase to your limits, please
contact the Procurement Card Administrator Stephanie LeBlanc 207-621-3099 or
send detailed information via email to Stephanie.m.leblanc@maine.edu for the
appropriate form.
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Account Information

Cardholder Account Profile
Account Summary

| card Account Humber: === 8774. CHASTIN J DORDING

Transaction Management
Account Information
* Statement

Select an item below to view its contents

Infor

itgg VW B0COuI Tt Accountinformation
porsng nformation s

My Personal Information ’ Authorization Limits

View authorization limit information such as Credit

i ::IEW omler:la::coulnl information such as Account Limit, Single Purchase Limit, and Available Credit
A Status, Hierarchy Position, Cycle Day, and Open Date. . .. bictory
Training View the account 12-month history, 7-year history
A analysis, and 7-year history
fault A ntin
View the default accounting code assigned to the
account

Account History

Request Type Update Method Last Updated
Setup Manual 05/05/2006 21:07:13
Maintenance  Manual 05/052006 21:07:13

Cardholder Account Profile: Account Information

Instructions:
= Click the Account Information link.
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Account Information

ACMET1 Corporation

Cardholder Account Profile
Account iInformation
...........
Order Je
Transaction Management

[Cremmnmter ————71s Cugti i GoReS E=s Aoy

|
&

Account Status: * ~-OPED

Higrarchy Position

Arpoeting

Opin Date: N242003
Toeng Auth Start Date:

Tame fusth €t Onte-

Needs Actvation?

Current Balance:

Past Due Batance:

Prastic

Chechs:

Telecom:

Telecom Status:

Payment ethod Code:

Payment Method Description: <Hone=

Reporting Level

| 11 12 a3 ldd s e a7 |
(39850 00000 00000 00000 00000 00000 00000 |

Account information Comments:

22 Biack 8 Cardholder Actount Summar

Cardholder Account Profile: Account Information

» The account information screen displays general account information, such as
cycle day and open date. The screen also displays the processing hierarchy

position for the account.

» The managing account number is the centralized account number for the

business unit. This is not the cardholder account number.

* The open date is not the date that you activate your card, but the date which the

card account was generated.

» The account information data, like all account profile information, is view-only.

» The hierarchy position is used to determine a user’s access to accounts and the
company aka business unit the cardholder is assigned to. With transition from JP
Morgan Chase to U.S. Bank there may be a need to add, remove or modify the
hierarchy for account access. Please contact the Procurement Card Administrator
Stephanie LeBlanc 207-621-3099 or send detailed information via email to

Stephanie.m.leblanc@maine.edu.

» Once again, we appreciate your patience with this process.
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Financial History

Cardholder Account Profile
Account Summary

Payment Plus
Order Management
Transaction Management
Account Information

= Statement

| card Account Number: ======="-"§774, CHASTIN J DORDING

Select an item below to view its contents

Damaarachic Infarmation
View account name, address, and contact

Reporting information
My Personal Information

Account Information
View other account information such as Account
Status, Hierarchy Fosition, Cycie Day, and Open Date

Home

Financial History
View the account 12-month history, 7-year history

Training e - analysis, and 7-year history
A

View the default accounting code assigned to the
account

Contact Us

Account History

Request Type Update Method Last Updated
Setup Manual 05/05/2006 21:07:13
Maintenance  Manual 05/05/2008 21:.07:13

Cardholder Account Profile: Financial History

Instructions:

Version 2-4

= Click the Financial History link.
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Financial History

ACMET Corporation

Cardholder Account Profile

History
Payment P N—— . .
Order [[car Accouns Humtar ATT4, CHABTIN J DOADING i imen
T
Account Informanon 12 onen watery | 7 vear Watery Anyna | 7 vaar watory |
« Stalemnt
T 12 MO HISIN INCIMAS SCCUMUIAET SCCOUNT INTCAMABON 10F 12 IOVIoUS BANNG CyCies. EACN DIQH INCIUOS 10Ur AN CyCes of Nestory
Reporung
My Personal informatson
Home v 212
PR Humber of P a,ments o 0
L Total Payments $0.00 $0.00 $0.00
o Y
5000 5000 5000 50,00 50.00
o z z z z i
0.0 $0.00 000 $0.0
0 0 (] 0 |
0 5000 50 5000 §0.00
(Last Cash Advanc
Number of Cradits ] o [} ] 0 |
Total C §000 500 $0.00 £0.00 $0.00
Hus o ] ] ] 0 |
Total b $0.00 $000 0 000 000
insy $000  $0.00 $0.00 $0.00 $0.00 |
Late Charges 5000 5000 50 0 5000 50.00
Overlimd Fees S000 5000 5000 000 5000 |
Purchase Finance Chares 5000 5000 $0.00 $0.00 $0.00
Casn Agvance Finance Charges 000 $0.00 $0.00 $0.00 $0.00 |
B T e i o P, VPP PRIy P S PR S ]

Cardholder Account Profile: Financial History

The Financial History tabs provide information about the history of the account,
including 12-month history, seven-year historical analysis, and seven-year history.

* The 12 Month History tab contains financial history data for the past 12 months.

* The 7 Year History Analysis tab lists the number of times listed events occurred
during each year (grouped by billing cycle).

» The 7 Year History tab provides a yes/no indication of the listed events by
month/year.
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Default Accounting Code

Cardholder Account Profile
Account Summary

Payment Plus
Order M
Transaction Management
Account Information

[ Card Account Humber: =======§774. CHASTIN J DORDING

Select an item below to view its contents

* Statement
iy Cemogiaphic Information
B i View account name, address, and contact
eporting
My Personal Information ifosmston Authorization Limits
A nt information View authorization limit information such as Credit
Account information
T L mll_ Single Purchase Limit, and Available Credit
Homa View other au.uul'F:I Defauiit Accounting Code ’ ;
S Status, Hierarchy P| g M
V View the account 12-month history, 7-year history
Training

Default Accounting Code analysis, and 7-year history

View the default accounting code assigned to the
acocount.

Account History

Request Type Update Method Last Updated

Setup Manual 05/05/2006 21:07:13
Maintenance  Manual 05/05/2006 21:07:13

Cardholder Account Profile: Default Accounting Code

Instructions:
= Click the Default Accounting Code link.
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Default Accounting Code

nline University of Maine

Cardholder Account Profile

Default Accounting Code

Product: Purchasing Bank: 7129
Name: STEPHANIE M LEBLANC Agent: 1242
Status: "T-QPEN Company; ez

Default Accounting Code

Segment Name (Length)

| unso8 8850004 81000 00 820

Default Accounting Code Comments:

<< Back 19 Cardholder Account Summary

Cardholder Account Profile: Default Accounting Code

Your default accounting code is the accounting code a/k/a chartfield combination
that your transactions will be assigned when the transactions enter Access Online.

The default accounting code information, like all account profile information, is view-
only.

If a default accounting code does not display, then you do not have an assigned
default accounting code. If this information needs to be updated please contact the
Procurement Card Administrator Stephanie LeBlanc and provide the necessary
chartfield combination via e-mail to Stephanie.m.leblanc@maine.edu.
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University Services:
Strategic Procurement

Access Online Lessons

Online Registration Account Profile
Forgot Your Password Viewing Statements

LoggingIn Transaction Management

Navigation Basics Dispute Transaction

My Personal Information Web-based Training

= Viewing Statements
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Viewing Statements

U.S. Bank Statements are available online.

Policy requires that cardholders and/or
record keepers review card account

integrity of the statement and transactions.

NEW: With approval of expenses at the
transaction level and the inability of
cardholders to self-approve, it is no longer
required that cardholders and managers
physically sigh monthly statements.

Access Online Lessons
Viewing Statements

Version 2-4
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Viewing Statements

Account Information
Cardholder Account Statement

Payment Plus
Order Management
Transaction Management

.-‘.f;i;ou*' information

fcaca Number: 8774, CHASTIN J DORDING

To view a statement select a cvcle and click the "View Statement” button. Please Not
be used for remittance of payment; it is for display purposes only

A t Profile
°"" L Select Billing Cycle:

ng [0sr28112 =]

Hy onal Information

Cardholder Statements

Viewing Statements

Statements for the past three cycles are available. Your statement is available the
day after the cycle end day. Thus, statements will be available on the 26™, since the
cycle end day is the 25™ of every month.

Instructions:
= Click the Account Information link on the Left-Column Navigation Bar.
= Click the Statement link.
= Select the cycle date from the drop-down list.
= Click the View Statement button.

The statement displays in a new browser window as a portable document format
(PDF) file.
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Viewing Statements

Tt Ry Code 06 15

CUSTOMER SERVICECALL

SO0-144.5051

s e s £

e .
P 1 e

Viewing Statements
You can save, print, and email a PDF file.

Print or save the statement by clicking on the Print or Save button in the Adobe®
Acrobat Reader tool bar.
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Access Online Lessons

Online Registration Account Profile
Forgot Your Password Viewing Statements

LoggingIn Transaction Management

Navigation Basics Dispute Transaction

My Personal Information Web-based Training

» Transaction Management
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Transaction Management

* Per the Purchasing Card Administrative Practice
Letter (APL), it is the required that transactions be
final approved within 14 days of the transaction
posting date.

¥ PN L, - £ 8 -
w = w A" " L

knowledge and approval before the transaction.

Please note a listing of University APLs can be found
at: http://www.maine.edu/about-the-system/system-
office/finances/administrative-practice-letters/

Access Online Lessons
Transaction Management

» Transactions over $125 require written knowledge and approval before the
transactions by the approver manager/HR supervisor.

» Transaction $500 and above require written knowledge and approval before the
transaction by the approver manager/HR supervisor, campus business officer
(CBO)/CFO, and Procurement Card Administrator.

» Blanket approval for cardholders to purchase items below $500 can be granted
by the approver manager/HR supervisor. The authorization must be in writing by
the HR supervisor, contain the cardholder, the amount authorized, dated, retained
on file, and provided to the Procurement Card Administrator. The authorization
can only be issued and effective for the current fiscal year.
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Transaction Management

Transactions which have not been final approved
within 28 days will be reviewed for extraction into
the general ledger using the chartfield combination
assigned to the transaction at that time. Following

department’s responsibility to journal expenses, if

necessary, to the proper chartfield combination(s).

Transactions are only available for
extract up to a limited number of days.
After that period, they are not
extractable and would require a manual
journal into PeopleSoft.

Access Online Lessons
Transaction Management
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Transaction Management

Please note that transactions which require manual
extraction following 28 days from the posting date
will be audited and may result in the suspension
and/or termination of a cardholder’s account.

Receipt upload functionality will be coming. In the

retained on file for each and every transaction.
Once the receipt upload functionality is available
more information will be provided.

Access Online Lessons
Transaction Management
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Transaction Management

New! Transactions can now be allocated across all
eight business units.

As reminder, all pending transactions within JP
Morgan Chase PaymentNet must be reviewed and

approved by August 17", At which time,

= ' - a¥a - - P
w - w - w

chartfield combination. It will be the department’s
responsibility to journal exported transactions to
the appropriate expense accounts.

Access Online Lessons
Transaction Management

Version 2-4
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Viewing Transactions

U.S. Bank Access® Online University of Maine

@bank Linkto transar.‘:tjonmanagementfunction.
T Language Setection
Account Information American English j‘

Reporting
My Personal Information M.SSIG' Center

Hame
ContactUs
e Quick Links
STEPHANIE M LEBLANC Manage Home Pa a5
oot ID s Coited i
Actount Stalus Open Manage Emad Mobfications
Quick link to transactions. Bun Transaction Detail Regon
Statement Balance $0.00 Vigw All Statements
Biling Cycie Close Date:  06/252015 View Last Cecle Transachons
Vigw Open Transacions
Cument Balance. 5883
Credt Limit 510,000.00
Availatie Creat $9.991.17
Last 10 Transactions Posted
Posting Date [ Amount
| o724 WM SUPERCENTER #2045 $414
| 072 WM SUPERCENTER #2045 $460
| o724 WAL-MART #2045 $832CR

| 0724 WAL-MART #2046

S414CR

Viewing Transactions
You can access a list of transactions in two ways:

One—Using the quick links on your home page (if available) to go directly to a list of
transactions.

Two—Using the Transaction Management high-level task.

Instructions:

= Select the Transaction Management high-level task on the Left-Column
Navigation Bar.

= Click the Transaction List link on the screen that displays.

You can view a list of your transactions for the current (open) cycle and the past six
closed cycles, as well as available details for each transaction. (The amount of
detail information depends on the level of information the merchant passes with the
transaction.)

Version 2-4 Proprietary and Confidential 51



O University Services:

UNIVERSITY OF MAINE SYSTEM Strateg ic Procurement

Transaction Management

= Transaction list

= Transaction chartfield reallocation
= Transaction approval process

= Disputes

Transaction Management
Key tasks in transaction management include:
= Viewing the list of transactions

» Reallocating a transaction to a chartfield combination different from the
assigned default chartfield

= Transaction approval process: transaction approval by cardholder or record
keeper and final approval by the supervisor

= Disputing a transaction

Tip! Final approval of transactions is not permitted by a subordinate of the account
cardholder. Also, cardholders can not final approve his/her own transactions.
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Transaction Management

= Jump into Live Environment

* Requirements:
= Validate the purchase

= [nput within Comments tab the purpose of the
purchase

= Verify and/or input the valid chartfield
combination(s)

= Approve and forward to HR
Supervisor/Approver Manager for Final
Approval

Transaction List: The transaction list has three sections that you can navigate
using the + icon (to open a section) and the — icon (to close a section). This feature
lets you view only the section you want to.

The three sections are:

Card Account Summary—Includes account number, account name, billing cycle
selection and account status. You can select a specific cycle or all cycles.

Search Criteria—Includes search fields that you can use to filter and view-only the
transactions you want to see (e.g., only transactions over $1,000).

Transaction List—Includes a list of transactions that meet the cycle selection and
search criteria. The next slide shows your transaction list.

The transaction list displays a list of transactions, including approval status,
transaction date, posting date, merchant name, transaction amount, and accounting
code. You can click the date link (in the Trans Date column) to access additional
detail.

Instructions: Click the date link (e.g., 05/20) in the Trans Date column.
Approval History Tab: Displays approval actions taken on a transaction.

Comments Tab: It is required that you enter in the Purpose of Purchase. If
necessary, enter in the Emergency Justification. Click Save Comments.

Allocation Tab: This provides the ability to reallocate a transaction to a chartfield
combination other than the default.

Summary Tab: Provides the ability to print, dispute and approve a transaction.
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Access Online Lessons

Online Registration Account Profile
Forgot Your Password Viewing Statements

LoggingIn Transaction Management

Navigation Basics Dispute Transaction

My Personal Information Web-based Training

= Dispute Transaction
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Dispute a Transaction

Transaction Management
Select 3 Dispute Reason

Dispute a Transaction

Instructions:
= Select the dispute reason radio button.
= Review the additional instructions (e.g., Print, Signature)
= Click the Select button.

= Follow the on-screen instructions for adding comments, signing and
forwarding the dispute form to the bank.

Tip! The more detailed your comments, the better your chances of resolving the
dispute quickly.

Version 2-4 Proprietary and Confidential 55



it University Services:
RSV OF MANE STETEN Strategic Procurement

Our Payment P

Welcome to Access Online Chris Smith

Your last login was 08022013 Language Selection
ot i Boiacton [Amercan Engish 5]
Payment Plus
Order Mansgement Message Center
Transaction Management
Enhanced Supplier Messageis) from Aceess Onling
Management - -
:ccmlhfo(munon One Card b..nlch.)-ccouri Quick Links
Data Exchange L Idanags Home Pags Settings
My Personal Information RECNAm Manags Contact Information
Accou 10 Manags Email Notiications
:m: = Current Buiance: @ $0.00 Rus r_?usacn.:- Detad Repon
Training Gredit Limit 51,000 00 View Last Cycle Transactions
Avadable Credit @ $1.000.00 View Open Trangactions
Last 10 Transactions Posted
Posting Date Merchant 0
0527 VINNY VANUCCHIS 55295
0524 HY VEE 1162 $50.00
05/13 STAPLES 00104018 $2148
418 STAPLES 00104018 52199
o STAPLES 00104018 S47.78
i STAPLES 00104018 $51.12
o STAPLES 00104018 $5112CR
04109 COPY WORKS - DUBUQUE $3150
0409 BEST BUY 00008789 $200 00
04/08 HY VEE 1162 $50 00

0 information

Disputes Demo
Click the Transaction Management high-level task.
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Payment Plus
Order Management
Tran

1 Management
d Account List

* Transaction List

Account Information
Reporting
My Personal Information

Home
Contact Us
Training

Transaction Management

Card Account List
View y inf for all C. Ider Accounts

Search Card & nt L
Allows you to provide your own search critena first
before any results are presented

Vigw Previous Cycle
Presents the Cardholder Account list for the
pravious cycle

Transaction List
View, review, allocatereallocate and add comments to
transaction infarmation

Vigw Previ
Presents the Transachion list for the previous
cycle

View Pending Transactions
Presents the pending ransactions list

Vigw Uinmatched Transactiong
Presents the unmalched transactions list

ACMET1 Corporation

Disputes Demo

Click the Transaction List link.

Version 2-4
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ACMET1 Corporation

Transaction Management
Card A s Yy with Transaction List

Payment Plus
Prder Management
Transaction Management

Card Accounl Number: ***====*==§774 CHASTIN J DORDING itk Asssya

-1 Card A 5 Yy

fleporting

jy Personal Information Account Mumber ® 8774 Outstanding Orders: $189045 3
Account Name: CHASTIN J DORDING Unmatched Transactions $20.3328909

flome Billing Cycle Close Date Im]‘

[Contact Us

Irraining Total Transactions: 56,385.66 26 Final Approved Transactions: 537320 1
Reallocated Transactions: $4.980 36 7 % Final Approved Transactions: 5.8% 38%
% Reallocated Transactions T79% 26.9%

Opan Ascount

[+] Search Criteria Bekas o ko
I-1 Transaction List Batm 1o top
Racoeas 1 -

Fage 111

Chash A1l Shawn | Unshgo Al Ghown

s Maich Trans Posfing Merchant City/State Amount

DA Date
] Pending 0607 UNITED ELECTRIC #7649 651-582-3900, MN  $170.04
r Approved 0807 WERNER ELECTRIC ST CLOUD  320-2535440, MN STe.8T
r Approved 0607  MUSKA LIGHTING CENTER ST PAUL, MN $917.46

Disputes Demo
Click the top-most transaction’s date link.
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ACMET1 Corporation

Transaction Management

Payment Plus

Order Management

Transaction Management
* Card Account List

Account Information

Reporting

My Personal Information

Home
Contact Us

Training

Tr: Detail

Card Account Number, *========="§774_ CHASTIN J DORDING atloh A "

e | Cand Acct Lisd

Transaction Summary

Status Maich e Po i chant Cit P e Amount Detal © Purchase iD
06/06 0607 UNITED ELECTRIC #7649 651-582-39 170.04 03-0218
@ pisguses T Miptnes &b Excaption B Reaticcates
i Summary I Match I ASocatons [ User Line tems [ Tax Data r Comments r Agproval History |
The Summary tab shows high-level transachon information
To change the review status, click the "Mark as Reviewed™ bufton
To approve and forward the transaction, click “Approve.”
To initiate a dispute. click the "Dispute” button.
Transaction Reference Information
Date: 08062012 Billing Cycle: Open
Purchase ID: 03-0218 Posting Date: 06072012
Total Amount: 170.04 Reference Number: 4T85435303800301
Memo Post: Yes Authorization Number: 055679
Sales Tax: 10.38 Extract Date(s)
Freight 0.00 Most Recent Standard
Financial Extract:
Merchant General Ledger Extract:
Hame: UNITED ELECTRIC #7549 Payment Extract:
City, State/Province: 651-582-3900, MN
Transaction Type: SALES DRAFT Currency
MCC Code: 5869 Billing Currency: U.S Dollar
MCC Description: OTHER DIRECT MARKETER  Source Currency: U.S. Dollar

Disputes Demo

Click anywhere on the screen to advance.
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To initiate a dispute, dick the “Dispute” bution

Transaction Reference Information
Date: 06062012 Billing Cycle: Open
Purchase ID: 03-0218 Posting Date: 0810712012
Total Amount: 170.04 Reference Number: 4765435303800301
Memo Post: Yes Authorization Number: 055679
Sales Tax: 10.38 Extract Date(s)
Freight: 0.00 Most Recent Standard
Financial Extract
Merchant General Ledger Extract:
Hame: UNITED ELECTRIC #7649  Payment Extract:
City, State/Province: 551-582-3900, MN
Transaction Type: SALES DRAFT Currency
MCC Code: 5969 Billing Currency: U.S. Dollar
MCC Description: OTHER DIRECT MARKETER  Source Currency: U.S. Doltar
Source Currency Amt:  170.04
L o s reviewea ] { prict Transacson 3
Dispute Sales Draft Requests

Dispute information only reflacts the iast dispute filed
for this transaction. More information available in

Dispute History

none

I+] Dispute History

=< Ir: Li]

Click the Dispute button.
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Transaction Management

Payment Plus
[Order

Select a Disp

ACMET1 Corporation

| Card Account Number. *======-=3774, CHASTIN J DORDING

Transaction Management
* Card Account List
Transa: Lis
JACCount INformaton
Reporting
My Personal information

Home
Contact Us
Training

umber

Amount u
4765435303800391

170.04

UNITED ELECTRIC #7648

Select a dispute reason from the list below. If you need more information about this transachion, you may
eQuest 3 copy of the sales drafl

My account was charged for this transaction and...

¢ Unauthorized
| did not authorize the charge
¢ Unrecognized
| da not recognize the charge
¢ Merchandise Retumed
I'have not received credit for the returned merchandise
¢ Merchandise Not Received
I have nol received the merchandise
¢ Services Not Received
I have not received the senices.
Credit Not Received
I have not received credit toward my account
¢ Cash Not Received
| g4 not receive casn from the ATM
¢ Alteration of Amount
he receipt does not malch the amount posted
¢ Inadequate Description
the description does not give enough information
¢ HNot As Described
he merchandise | received does not malch the description from the merchant

Additional ems Required

Print. Signature

Print, Signature

Print, Copy of Receipt
Print, Copy of Receipt

Print, Copy of Receipt

Print, Copy of Documentati

Disputes Demo
Click the radio button for Unauthorized.
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Transaction Management

ACMET1 Corporation

* Card Account List

Account information
Reporting
My Personal information

Home
[Contact Us
Training

Select a Disp Reason
Payment Plus e = T DORONG
Hares | Card Azcount Humber 8774, CHASTIN J DORDING ]
Transaction Management

Reference Number

Amaount

Trans D Statement

-
Déne2012

UNITED ELECTRIC #7649 170.04

4765435303800391

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

o0y of 1 rafl

My account was charged for this transaction and...

&)
| did not authorize the charge
Unrecognized
| do not recognize the charge:
¢ Merchandise Returned
I have not received credit for the relumed merchandise
¢ Merchandise Nol Receved
| have not received the merchandise
¢ Services Not Received
I have not received the senices
¢ Credit Not Received
I have not received credil toward my account
¢ Cash Not Received
| gid not receive cash from the ATM
= Alteration of Amount
the receipt does not malch the amount posted
¢ Inadequate Description
the descripbion does nol give enough information
¢ MNot As Described

e marrhandics | rarakad dsas nat malrh tha daecrintinn fram tha manrhanl

Additional tems Required

Prink, Signature

Print, Signature

Frint, Copy of Receipt
Print, Copy of Receipt

Print, Copy of Receipt

Drint Fane of Dassmantat

Disputes Demo

Click anywhere on the screen to advance.
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The des ulnien does nol e enouoﬁ Thlormaton
¢ Not As Described

the merchandise | received does not malch the description from the merchant. Print, Copy of Documentati
¢ Quality of Service

the senice | recelved does nol malch the descriplion from the merchant
¢ Duplicate Processing

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

| had paid by other means such as a cash or check Print, Copy of Receipt
¢ Credit Posted as a Purchase

it should have been a credit o my account. Print, Copy of Receipt
c R o

I had cancelled the purchase. The merchandise has been returned o the merchant
~ C

| had cancelled the purchase. This is a recurring transaction such as a monthly senice
¢ Cancelled

I had cancelled the purchase
¢ Transaction Posted to Closed Account - Recurring Transaction

this account has been closed. This Is a recurming transaction such as a monthly senice
 Transaction Posted to Closed Account

T
iz account has been dosed

¢ Defective - ShippedRetuned

ihe shipped merchandise | received was defective. The merchandise has been retumed to the merchant.  Print, Copy of Shipping Imvg
¢ Defective - Shipped

the shipped merchandise | received was defective Print, Copy of Shipping Imv
Defective

ne merchandise i received was geieciive.

none of the above reasons fit my need to dispute this ransaction

Disputes Demo
Click the Select button.
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ACMET1 Corporation

Transaction Management
o R : Unauthorized

Payment Plus

[ Card Account Number. *=ss=s=§774 CHASTIN J DORDING ]

Order
Transaction Management
* Card Account List

Account Information
Reporting
My Personal information

Home
Contact Us
Training

Trans Date Statement Date Amount  Reference Num
06/06/2012 UNITED ELECTRIC #7643 170.04 4765435303800391
Unauthorized

My account was charged for this transaction and | did not authorize the charge.

@ this form, click

This dispute reason requires a physical sig ofthe C After ¢
“Continue” for a printabile version of the form

Requestor Name* Requestor Phone Number®

F hastin Smith I

Comments.*

I |
=

Disputes Demo

Click in the Requester Phone Number field.
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ACMET1 Corporation

Transaction Management

Payment Plus

Dispute R A horized

| Card Account Number. *======-=3774, CHASTIN J DORDING ]

[Order
Transaction Management
* Card Account List

3
JACCount INformaton
Reporting
My Personal information

Home
Contact Us
Training

Amount

06/06/2012 UNITED ELECTRIC #7648 170.04 4765435303800391

Unauthorized
My account was charged for this transaction and | did not authorize the charge.

This gispute reason requires a physical sig of the C . After ¢ g this form, click
“Continue” for a printable version of the form.

Requestor Name:* Requeslor Phone Number*

[Chastn Smith 121231234

Comments.*

- =
<<Back i ispute Reason

Disputes Demo

Click in the Comments field.
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ACMET1 Corporation

Transaction Management

Dispute R : Unauthorized
P P
sl [Card Account Number._~—==-3774_CRASTIN ] DORDING ]
Order
Transaction Management
* Card Acs . it
Ca d _.cDul'T L.E TransDate  Sia Jate erc Amount efe C
X 06/06/2012 UNITED ELECTRIC #7649 170.04 4765435303800391
Account Information
Reporting
My Personal Information Unauthorized
My account was charged for this transaction and | did not authorize the charge
Home A =
This gispute reason requires a physical sig ofthe C After ¢ g this form, click
Contact Us Continue™ for a printable version of the form
Training

Requestor Name:" Requestor Phone Number*

[Ehastn Smith 121231234

Comments.*

1 cancaNed Bis sevics in May =

Contiras

Disputes Demo

Click the Continue button.
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Transaction Management
Dispute Reason: Unauthorized

0 Reguest has been successiully completed.

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

Fax Number:

701-461-3463

Mailing Address:

Customer Services

PO, Box 6344

Fargo, ND 58125-6344

¥hen finished printing, you can go to the ransaction detail

Account Number: 4246040011253475

Tran Date S M Nurnber

0472372007  DAN@A2007 042072007 UNITED ELECTRIC #7649 170.04 24692167108000612793118

Unauthorized
My account was charged for this transaction and | did not authorize the charge.

Requestor Name: Requestorn Phone Number:
Chris Doe 123121

Comments:

I cancelled this service in May

Cardholder Sianature (required to process this dispute)

Disputes Demo
Click the transaction detail link.
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Payment Plus

Prder Management

f ransaction Management
* Card Account List

ACMET1 Corporation

Transaction Management
Transaction Detail

Account Humbsee: *====*===3774 CHASTIN J DORDING

coount
teporting
[y Personal information

ome
fontact Us

, State/Pron
FASTENAL COMPANY MNSTC  320-252-3655, MN

tatus Match

D picutes COMatcres & Exonption B Resiiccates

Summary r Match [ Alocatons [ User Line tems I/ Tax Data [ Comments [ Agproval History l

The Summary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed™ bufion.
To approve and forward the transaction, click “Approve *
Toview the dispule's details, click the Dispute History link

Transaction Reference Information
Date: 0éms2012 Billing Cycle: Open
Purchase ID: 342 Posting Date: 08072012
Total Amount: 80543 Red 4765437303733388
Memo Post: Yes Authorization Number: 095066
Sales Tax: 49.16 Extract Date(s)
Freight: 0.00 Most Recent Standard

Financial Extract:
Merchant General Ledger Extract:
Name: FASTENAL COMPANY Payment Extract:

MNSTC

City, State/Province: 320-252-3655, MN Currency
Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
MCC Code: 5999 Source Curmency: U.S. Dollar

Disputes Demo
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TR PUSL TES il
Sales Tax: 4816 Extract Date(s)
Freight: 0.00 Most Recent Standard
Financial Extract:
Merchant General Ledger Extract:
Name: FASTEMAL COMPANY Payment Extract:
MNSTC
City, State/Province: 320-252-3855. MN Currency
Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
MCC Code: 5999 Source Currency: U.S. Dollar
MCC Description: MISCELLANEOUS AND SPECIAL  Source Currency Amt: 805 43

ik s Reviewed X hoprore 3 prn Transscton 3

Dispute Sales Draft Requests
none

Dispute information only reflects the last dispute filed

for this transadtion. More information available in

Dispute History.

Dispute Reason.  Unrecognized Charge
Dispute Date: 05172012

Dispute Post Date:

Resolution Date.

Requestor Name:  Shared Support
Dispute Status Unresolved

I+] Disp History

Tran: n

Click the Cancel Dispute button.
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Are You Sure?

Payment Plus
Order Management
Transaction Management

Card Account List

Account 0sNMTR012 08052012 08072012

You have chosen to cancel the dispute filed for the following transaction

Dispute Date Trans Date Posting Date Merchant Amount Reference Number

ACMET1 Corporation

Reporting
My Personal Information

Unrecognized Charge
Home Client does not recognize this charge
Contact Us
Training Cancellation Comments

Yes, Cancel Dispute Ho

Disputes Demo
Click in the Cancellation Comments field.

Tip! The Cancellation Comments field lets the user add comments about why the

user is cancelling the dispute.
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ACMET1 Corporation

Our Payment Products  Logout

Are You Sure?

Payment Plus

Order Management

Transaction Management
* Card Account List

You have chosen lo cancel the dispute filed for the following ransaction:

Dispute Date Trans Date Posting Date Merchant Amount Reference Number

P 051772012 06/052012 080772012 80543

Reporting
My Personal information

Unrecognized Charge

Nome Client does not recognize this charge
Contact Us
Training Cancallation Comments:

!Sen.uu.- reauthorized

Disputes Demo
Click the Yes, Cancel Dispute button.
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Transaction Management

Payment Plus
Order Management
Transaction Management
* Card Account List

Account information
Reporting
My Personal information

Home
Contact Us

Training

Tr Detail

ACMET1 Corporation

O Request has been successhully completed

Transaction Summary

0805 08T

FASTENAL COMPANY MNSTC  320-252-3655, MN

342

Disputed CO Matcres &b Excaption

A* mealiccates

i Sumr\rr Uaich I Alocatons [ User Line Rems [ Tax Dats r Commants [ Approval History

Transaction
Date:
Purchase I0:
Total Amount:
Memo Post:

Sales Tax:
Freight:

Merchant
Name:

The Summary tab shows high-level ransaction information

06052012
342
80543
Yes

4916
0.00

FASTEMAL COMPANY
MNSTC

To chanoe the review status_ dick the “Mark as Reviewed” bufton
To approve and forward the transaction, click “Approve.”
Toview the dispute's details, click the Dispute History link

Reference Information

Billing Cycle: Open

Posting Date: 06072012
Referance Number: 4765437303733388
Authorization Number: 095065

Extract Date(s)
Most Recent Standard
Financial Extract:
General Ledger Exiract
Payment Extract:

Disputes Demo
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THET POST: Tes TOTRATITN WOMGeT: Uosuss
Sales Tax: 49.16 Extract DII'{S]
Freight: 0.00 Most Recent Standard
Financial Extract:
Merchant General Ledger Extract:
Name: FASTEMAL COMPANY Payment Extract:
MNSTC
City, State/Province: 320-252-3855, MN Currency
Transaction Type: SALES DRAFT Billing Currency: S Dollar
MCC Code: 5999 Source Currency: U.S. Dollar
MCC Description: MISCELLANEOUS AND SPECIAL Source Currency Amt: 80543

Dispute

Sales Draft Requests
none

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

Dispute History

Dispute Reason
Dispute Date
Dispute Post Dale:
Resolution Date
Requestor Name
Dispute Status:

Unrecognized Charge
05172012

Shared Support
Unresoved

I+] Dispute History

TIr;

Click the Plus Sign icon for Dispute History.
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Tame: FASTENAL COMPANY Payment Extract:

MNSTC
City, State/Province: 320-252-3655, MN Currency
Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
MCC Code: 5000 Source Currency: U.S. Dollar
MCC Description: MISCELLANEOUS AND SPECIAL  Source Currency Amt: 80543
o as Reviewod R hoorove 3
Dispute Sales Draft Requests

none
Dispute information only reflects Me 1ast gispute Med for is

More in Dispute History

Dispule Reason.  Unrecognized Charge
Dispute Dale: 05172012

Dispute Post Date

Resolution Date:

Requestor Name: Shared Support
Dispute Status. Unresolved

Dispute

I-1 Dispute History

— Dispule  Reso spute Status ¢ Reaso Spute = Cancena
Dispute Date oo pate Date Dispute Status  Dispute Reason Cancoliea CONCEREABY oo on
05172012 Shared Support  Unresolved Unrecognized Charge Yes Chastin Smith ‘S;:‘;in_

€ ¥ o Tran 0 List

Disputes Demo
Click the Back to Transaction List link.
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Transaction Management
Card A s

Payment Plus

Order Management
Transaction Management
* Card Account List

Account Information
Reporting
My Personal Information

Home
Contact Us

Training

Yy with Tr: tion List

Our Paymen

Card Account Number: ****=**===§TT4 CHASTIN J DORDING

-] Card Account y

Account Number @ 8774 Outstanding Orders $1,80045 3
Account Name CHASTIN J DORDING Unmatched Transactions $203328000
Bateg Cocis Close Oic[ 02— T

Total Transactions $6,385 66 26 Final Approved Transacions: 537320 1
Reallocated Transactions $4.080.36 7 % Final Approved Transactions: 5.8% 8%
% Reallocated Transactions 77.9% 26.9%
® Cpen Accourt

[+] Search Criteria Batum io 1og

=1 Tr: List Batun to tog

Facseds 1-1201

Chag Al Shown | Ynghad All Shown

Select Status Approval Status Match Trans
DA pate

» (@ Pending 06/05

ing Merchant

0607 FASTENAL COMPANY MNSTC

City/State

320-252-3655, MN  $805.43

ACMET1 Corporation

(W) Reviewed (0) Discusea () Matched ML Exoe

Ghak All Shown | Uncheck Al

Rucoeds 1.1 el 1

A% Resliocated (i) () Trans Detsil Level

Disputes Demo

The status now indicates that the transaction is in dispute.
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Access Online Lessons

Online Registration Account Profile
Forgot Your Password Viewing Statements

LoggingIn Transaction Management

Navigation Basics Dispute Transaction

My Personal Information Web-based Training

= Web-based Training
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Web-based Training

Access Online Web-based Training

(Quick Login
Please enter the WBT password:
Registera newaccount
- button. You mustregister
Registered Users andlogin as a registered
Please enter your email address Not Registerad for the Wp’ usertocreatea Iearnlng plﬂn
. - and become certified.
Why Should | Register?
Plaase snter your personal password. /
Register Now!
Forgot your password?
Please enter the WBT password

The Access Online Web-Based Training

The web-based training (WBT) is a detailed training resource on Access Online functions.
The WBT includes:

= Interactive lessons

= Detailed user guides

= Quick references

= Recorded instructor-led classes
= Interactive simulations

= Final exam and certification

Use the WBT to train yourself on the system and print user guides and quick references to
use as your work. You can also bookmark the WBT to access when you need help.
Passwords change every two months.

Instructions:

= New users need to register in order to participate in the certification process. To
register, click the Register Now! link.

= Registered users log in by typing their e-mail address, personal password and
current WBT password and clicking Go. Registered users can click the Forgot
your password? link to use the WBT authentication to reset their personal WBT
passwords.

= You can use the Lesson Only Logon field to access the lesson content only.
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Web-based Training

Click a Question Markicon
forinformation on a topic.

ta sed Training

Howdo 1.7

| | ng Plan Overview
Chck 3 bnk below 10 8dd traning resources 1o your
learmng plan fcomplete Training

Get Started Using Access Online @

Manage Accounts and Users
e — Go to Training
Work with Transactions ® i Selecta topic link to get
| started.
Work with Orders @
Wark with Paumante ["Co to My Leaming Plan |
e sl dincensitash deeriii
Announcements

Manage Approvals  (®
I WHT Certific st

Watch the Announcements
section for update information
and links to updated content.

A4

dune 8, 2012

The Access Online Web-Based Training

You can build a learning plan by logging in as registered user, selecting resources
(e.g., lessons, guides) . A learning plan lets you keep track of your progress. You
can also click a topic link and the immediately open a resource (e.g., a quick
reference) to get a quick answer.

Instructions:

Version 2-4

= Click a Question Mark icon to learn more about a topic.
= Open a topic link to select training resources from each tab.
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Web-based Training

Access Online Web-based Training

‘Howdo I...? | [ My Learning Plan Overview
Chck a bnk below io add ir; g Y
g pan

Get Started Using Acd

Get Started Using Access Online

Manage Accounts an

Work with Transsctiol Selecttraining resources from

Work with Orders | Cardhoiger-inbiated Accourt Setup each Ofthe tabs‘

—

Manage Approvals SRS )
—— ===I When you are done,

d Run R w iR 2
|cuatand funReeq =) click Finishand Go to
My Learning Plan.

Access Online Web-Based Training
Review the Announcements section for information in content updates. Click a link
to go directly to the updated content.
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Haorme Ga o Areess Onling

My Learning Plan

Remaining
Get Started Ullng Access Online

Completed

| Your selected lessons,

classes,and
simulations display
here.Open a topic area
to see them listed.

Manage Accounts and Users

Remove

Web-based Training

My Saved Documents

Your selected user
guides and quick

. <__ referencesdisplay here.

Access Online Web-based Training
Log out

Click Start Training
to beginthe
lessons.

—

Stan Trawsng!

Add More Training Content

Access Online Web-Based Training

Your learning plan lists your selected resources, saved documents, and completed
resources. From this screen, you start training and complete certification of

completed topics.

You can also access user guides, quick references, and simulations.
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Access Online Questions?

Contact:
Stephanie M. LeBlanc

207-621-3099 / Stephanie.m.leblanc@maine.edu

Administrative Practice Letters:
http://www.maine.edu/about-the-system/system-
office/finances/administrative-practice-letters/

Access Online:
https://access.usbank.com/

Access Online Web-based Training (WBT):
https://wbt.access.usbank.com/

Procurement Card Information Page:

http://www.maine.edu/about-the-system/system-office/strategic-
procurement/procurement-card-information/
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