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ETSU Approval Guide

The purpose of this guide is to assist 
approver’s in the new US Bank Access Online 
approval process.  Instead of signing off on a 
paper statement each month, every approver 
will electronically approve cardholder 
transactions.
Also, a cardholder cannot final approve their 
own transactions.  The transactions must be 
approved by someone one level up from the 
cardholder.
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Logging In - https://www.access.usbank.com/
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Organization Short Name:  ETSU
User ID:  Procard Adminstrator will give you your User ID
Password:  

ETSU

Presenter
Presentation Notes
Logging InThe first time you log in to Access Online, and every 60-90 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 I Agree button to continue. (The license agreement is not shown in this section.) Instructions:Type your organization short name (ETSU), your user ID, and your password in the corresponding fields. The fields are not case sensitive.Click the Login button. Tip! After your third failed login attempt, you can use the Forgot your password? link to reset your password. Also, if you do not know your organization short name, contact your manager.

https://www.access.usbank.com/


Forgot Your Password
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Forgot your 
password?

ETSU

Presenter
Presentation Notes
Forgot Your PasswordIf 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:Click the Forgot your password? link.  The Login: Forgot Password screen displays.Tip! After your third failed login attempt, you can use the Forgot your password? link to reset your password. 



Forgot Your Password
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ETSU

Presenter
Presentation Notes
Forgot  Your PasswordInstructions:Type your organization short name (ETSU)Type your user ID.Click the Continue button.



Forgot Your Password
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Presenter
Presentation Notes
Forgot Your PasswordInstructions:Type the response to your authentication question.Click the Continue.�



Forgot Your Password
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Presenter
Presentation Notes
Forgot Your PasswordInstructions:Click Send a Code button.



Forgot Your Password
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Presenter
Presentation Notes
Forgot Your PasswordInstructions:Wait for the email to arrive with your code.



Forgot Your Password
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Presenter
Presentation Notes
Forgot Your PasswordInstructions:Enter your authentication codeClick the Continue.



Forgot Your Password
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Presenter
Presentation Notes
Forgot Your PasswordInstructions:Type your new password two times.Click the Continue button.



Navigation Basics
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Please note:  
Every year a Corporate 
Card Annual fee will be 
accessed to each card 
in the anniversary 
month the card was 
obtained.

Presenter
Presentation Notes
Navigation BasicsThe following screen elements are important navigational features.Message area—The Home page displays bulletin-board-type messages customized to each client, 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. (See the next slide.)Quick links and transaction display—Depending on your organization’s setup, your users may be able to use quick links to go directly to key tasks. They may also be able to review a quick summary of your current account information (e.g., billing cycle close date, payment due date, balance, credit limit, and recent transactions.Tip! For security reasons, if you are not active in Access Online for 15 minutes, the system logs you out of your session automatically. 



My Personal Information
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Contact 
Information

Presenter
Presentation Notes
My Personal InformationThe 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.  Instructions:Click the Contact Information link. A screen displays that lets you update your contact information. 



Email Notification

13

Click on Email 
Notification to 
set up reminders

Presenter
Presentation Notes
My Personal Information: Email NotificationThe email notification function sends you an email when you have transactions to approve 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.
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The email notification function sends you an 
email when you have transactions to approve 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.



Example of Email Notification
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An approver has until the last day of that 
month to approve a transaction when the 
transaction posts on or before the  20th of 
the month.  If a transaction posts after the 
20th, an approver has until the last day of 
the next month to approve.

Approving Transactions
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Click on Transaction 
Management to go to 
approvals.
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Click on Manager 
Approval Queue



Manager’s Approval Queue 
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Approvers can approve two ways: 
1. You can click on “Check All Shown” then click on approve
2.  You can click on a Trans Date to see more detail, then 
click on approve on that page.



Detailed Transaction Information-Summary
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Detailed Transaction Information-Approval History
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Click on 
attachment to 
see receipt for 
item(s) bought.

Attachment of 
receipts are 
provided by 
each cardholder.



Detailed Transaction Information
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If this is not the correct index and /or account code, click 
the allocations tab to update this information.  This must 
be updated prior to approving.



Transaction Final Approval
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Presenter
Presentation Notes
Transaction Final-ApprovalInstructions:Leave the default approver or search and select another approver. Click the Approve button.



Transaction Approval
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Once an approver has approved the transaction, the approval status will go from 
Approved to Final Approved.

Presenter
Presentation Notes
Transaction Approval



Web-based Training
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Presenter
Presentation Notes
Transaction Final-ApprovalInstructions:Leave the default approver or search and select another approver. Click the Approve button. 
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Click on Manage 
approvals for more 
information.


	ETSU Approvers Guide
	ETSU Approval Guide
	Logging In - https://www.access.usbank.com/
	Forgot Your Password
	Forgot Your Password
	Forgot Your Password
	Forgot Your Password
	Forgot Your Password
	Forgot Your Password
	Forgot Your Password
	Navigation Basics
	My Personal Information
	Email Notification
	Slide Number 14
	Example of Email Notification
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Manager’s Approval Queue 
	Detailed Transaction Information-Summary
	Detailed Transaction Information-Approval History
	Detailed Transaction Information
	Transaction Final Approval
	Transaction Approval
	Web-based Training
	Slide Number 26

