WEBSITE: ACCESS ONLINE

https://www.access.usbank.com/cpsAppl/AxolPreAuthServiet?requestCmdld=login

**Program runs best in Internet Explorer
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BEbank. Access Online

Contact Us.

Login Welcome to Access Online!

Please enter the information below and login to begin

Organization Short Name:

User ID:
hawley1

Password:

Login

Forgot your password?

Register Online

Organization Short Name: MWSU

User ID: hawleyl (You Created this when you registered your account)

Password: One that was created when you registered your account. Should be 14
Characters. (Upper & Lower Alpha numeric with a special character) You can also use a
special phrase if you like. This pass word should be good for a year.
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@ Welcome to Ac...

0BEbank. Access Online

B

Log Out

Transaction Management

Account Information Welcome to Access Online Hawley Rumpf

Reporting

My Persanal Information Your last login was 11/28/2016

Language Selection:

Home Message Center

Contact Us Message(s) from Access Online

Training
One Card Quick Links

Manage Home Page Settings

Acct#/Name . ,3339_ Manage Contact Information
Account ID 416139031891 Manage Email Notifications
Account Status: Open Run Transaction Detail Report

Statement Balance:  $410.26
Billing Cycle Close

Date: 1117/2016

View Current Statement

Current Balance: @  $0.00
Credit Limit: @ $3,000.00
Available Credit: @ $3,000.00

Last 10 Transactions Posted
Posting Date Merchant

11/02 OFFICE DEPOT #610
10/06 OFFICE DEPOT #5610
09/15 AMAZON MKTPLACE PMTS

Amount
$410.26
$62 96
$1584

@ Information

View All Statements
View Last Cycle Transactions
View Open Transactions

This screen provides you :
Statement Balance

My Current Balance

Last 10 Transactions Posted (no matter what cycle they were in.)

Click on Transaction Management in top left hand corner.
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The screen you should now see is below:

://access.ushank.com/cpsAppl/AxolComServet ransaction Management

File Edit View Favorites Tools Help

B3
[Ebank. Access Online Log out

Transaction -

Management Transaction Management
* Transaction List

‘Account Information

Reporting
My Personal Information Transaction List
View, review, allocate/reallocate an formation
Home
Contact Us View Previous Cycle
K Presents the Transaction list for the previous cycle
raining

Click on Transaction LIST ( BOLD BLUE)

Now you will see this screen Below:

{2 nhttpsy//www.access.usbank com/cpsAppL/AxolComsServiet O ~ & Identified by Entrust C (@ Card Account Summary wit.

S5 &) week [ Mortgage Calculator @, Amazon.com RY] https-appsmissouristate... @) Pinterest & U.S. Bank Access® Online ... & Welcome to Access Online [ Missouri Western State Un...

I -
@bank Access’ Online Chat With Us  Log Out

e oawoe Transaction Management
System Administration Card Account Summary with Transaction List

Account Administration

Card Account Number: "mmmegza,_ Swich Accounts

Management Card Account ID: 718121000668

* Transaction List
Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

-1Card A t y
Home
Email Center Account Number: [0} ...9923
Account Name:
Contact Us
Training Billing Cycle Close Date: [Open . w
® Open Account
[+1Search Criteria Return to top
-1 Transaction List Return to top
Records 1-10 of 10
Check All Shown | Uncheck All Shown
Select Status Trans Posting Merchant City/State Amount Detail © Trans Unique ID Purchase ID
@ Date Date
] 07/23 07/24 STAPLS7310409170000001 877-8267755, TX $4.47 @ 03757121185775162020-07-2400003 0000000000000¢
< >
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Click on the Billing Cycle Close Date: Select date and then hit the search button located next to
it.

I! (2 httpsy//www.access usbank.com/cpsAppl/AxolComServiet £ ~ @ US. Bank National Association [U.. & | (@ card Account Summary wit. ! E iiiii

ortgage Calculator @, Amazon.com Y] nttps--apps missouristate... @ |Pinterest &] U, Bank Access® Online ... &) Welcome to Access Online ] Missouri Western State Un..

- B A

Ebank. Access Online ChatwihUs Lo Out
e e Transaction Management
System Admimstrtion Cardl A s y with T ion List

Account Administration

Card Account Namber: '“"9923‘_ Suith Accounts

Management Card Account ID: 718121000668
 Transaction List

‘Account Information
Reporting
Dashboard
Data Exchange
My Personal Information

[-1Card Account Summary

Home

Email Center Account Number: o) ..9923
Account Name: DANA HALL-GERTNER
Contact Us
All
Training Billing Cycle Close Date: |Open w int Activity
07/17/2020
© Open Account 06/17/2020
05/18/2020
04/17/2020
———  {03/17/2020
[+1Search Criteria 02/17/2020 Return to top
01/17/2020
12/17/2019
1111812019 Beumtoon
10/17/2019
Records 1- 10 of 10 09/17/2019
Check All Shown | Uncheck a1 s{08/20/2019
Select Status Trans Posting Merchant City/State Amount Detail © Trans Unique ID Purchase ID
@ Date Date
[m] 07/23 07/24 STAPLS7310409170000001 877-8267755, TX $4.47 @ 03757121185775162020-07-2400003  0000000000000¢*
< >

Now you should be able to see all of your transactions within this Billing cycle.

(2 httpsy//www.access.usbankcom/cpsApp1/AxolComServlet 0D~ US. Bank National Association [Us. & | (2 Card Account Summary wit.

i ©) week ortgage Calculator 8, Amazon.com Y] https-appsmissouristate... @] Pinterest &) Us. Bank Access® Online .. & Welcome to Access Online [ Missouri Western State Un...

Reporting A
Dashboard

Data Exchange

My Personal Information

-1Card Account Summary

Home
Email Center Account Number: o)
Account Name:
ContactUs
Training Billing Cycle Close Date: |04/17/2020 v m

® Open Account
[+] Search Criteria Retumtotop
-1 Transaction List Return to top

Records 1-50f 5

Check All Shown | Uncheck All Shown

Select Status Trans Posting Merchant City/State Amount Detail © Trans Unique ID Purchase ID
@ Date Date
>0 04/16  04/16 PITNEY BOWES PI 844-256-6444, CT $249.95 @ 03757121185775162020-04-1600001 3100101137
»[] 04/14  04/15 MIDWEST CENTRAL OUTDOOR  SAINT JOSEPH, MO $53.49 03757121185775162020-04-1500001
>0 04/08  04/10 MENARDS ST. JOSEPH MO ST. JOSEPH, MO $14.94 @ 03757121185775162020-04-1000001
»[] 03/31 04/01 AMZN MKTP US*PW53P5KK3 AMZN.COM/BILL, WA $24.99 ® 03757121185775162020-04-0100001  00000000000000000
» [ 03/20 03/23 USPS PO 2871340508 SAINT JOSEPH, MO $6.95 @ 03757121185775162020-03-2300001 None

@ Disputed @+ Reallocated @, @ Trans Detail Level

Check All Shown | Uncheck All Shown

Records 1-5of §
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Click the box next to the transaction under Transaction List; CHECK ALL SHOWN (If there were

multiple transactions it would automatically put a Check mark in each box.

Hit the Reallocate

(& Card Account Summary wit.

iy &) week [ Mortgage Calculator @, Amazon.com RY] nttps-appsmissouristate... |@| Pinterest €] U.S. Bank Access® Online .. & Welcome to Access Online [ Missouri Western State Un.
Home

A
Email Center ) ...9923
J— O
Training iling Cycle Close Date: |02/17/2020 v m
Return to toj
Return to toj
Records 1-5of 6
Check All Shown | Uncheck All Shown
Select Status Trans Posting Merchant City/State Amount Detail € Trans Unique ID Purchase ID
@ Date Date
O 04/16 04/16 PITNEY BOWES PI 844-256-6444, CT $249.95 @ 03757121185775162020-04-1600001 3100101137
O 04/14 04/15 MIDWEST CENTRAL OUTDOOR  SAINT JOSEPH, MO $53.49 03757121185775162020-04-1500001
O 04/08 04/10 MENARDS ST. JOSEPH MO ST. JOSEPH, MO $14.94 @ 03757121185775162020-04-1000001
O 03/31  04/01 AMZN MKTP US*PW53P5KK3 AMZN.COM/BILL, WA $24.99 @ 03757121185775162020-04-0100001 00000000000000000
O 03/20 03/23 USPS PO 2871340508 SAINT JOSEPH, MO $6.95 @ 03757121185775162020-03-2300001 None
@ Disputed @+ Reallocated @, @ Trans Detail Level
Check All Shown | Uncheck All Shown
Records 1-5of 5
©2020 U.S. Bank Accessibility Policy
v
< R20 08 00h20200808-1458 __col 8 08-13-2070 114011 GDT >

2.Reallocate
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Now you will see this screen below:

*Remember that not all of the page fits on one screen so you will need to use your scroll bars
on the right of the page and on the bottom of the page.

**If multiple transactions you will refer back to this step and complete until all transactions

are coded.

= mw/mmammkmm/c_ ‘Bark National Association [U... & @ Transaction Management -

=5 &) week @ Mortgage Calculator @, Amazoncom httpsﬂappsmlsscuristale @ | Pinterest & U.S. Bank Access® Online .. ] Welcome to Access Online [ Missouri Wester State Un.

Card Account Number: Switch Accounts 2
Card Account ID: 71812100066
Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
= the "Add Alloc” link
After modifying the allocations, click the "Save Allocations" button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the
"Remove Transaction(s)" button.
* = required
Remove Trans Date Merchant Amount Alloc%  Accounting Code - Segment Name (Length)
Trans FUND (4) D(1) ORGN (5) D2 (1) ACCOUNT CODE (5) D3 (1) PROGRAM (3) D

O 04/16/2020 PITNEY BOWES PI $249.95 Add Alloc 1102 30001 - 71000 62

O 04/14/2020 MIDWEST CENTRAL OUTDOOR  $53.49  Add Alloc 1102 33010 - 71000 71

O 04/08/2020 MENARDS ST. JOSEPH MO $14.94  Add Alloc 1102 33010 - 71000 71

O 03/31/2020  AMZN MKTP US*PW53P5KK3 $24.99  Add Alloc 1102 16807 - 71000 11

O 03/20/2020 USPS PO 2871340508 $6.95 Add Alloc 1102 33010 - 73000 71
<< Back to Transaction List

Accessibility Policy
R20.08.00020200808-1458  col 8  08-13-2020 11:47:23 CDT v
< >

Note: You will no longer be using Index codes so you will need to know the full
FOAP/accounting stream to post your transactions to the budget. | can set defaults for you,
but you must remember that if you are purchasing for a different budget you will need to
change that in the system.

On this screen you must always put in the FUND, ORGN, ACCOUNT CODE, PROGRAM, and
DESCRIPTION.

**Also note you need to skip all D Segments. Never change anything set up in these boxes. It
must always stay a DASH (-).
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Using the scroll at the bottom moves the page to the right and the side scroll bar moves the
page down to view other transactions.

(2 nhttpsy//www.accessusbank.com/cpsAppl/AxolComServiet £ ~ @ Us.Bank National Association [U.. & | & Transaction Management -

iy &) week [ Mortgage Calculator @, Amazon.com RY] nttps-appsmissouristate... |@| Pinterest €] U.S. Bank Access® Online .. & Welcome to Access Online [ Missouri Western State Un.

ERTNER Switch Accounts

aunting information to allocate the
+ to additional accounting codes, click

re Allocations™” button to save changes.
ing "Remove Transaction(s)"

Amount Alloc%  Accounting Code - Segment Name (Length)

FUND (1) D (1) ORGN (5) D2 (1) ACCOUNTCODE () D3 (1) PROGRAM () D4 (1) DESCRIPTION (75)
SPI $24995  AddAlloc [ o FE — F — F ‘
TRALOUTDOOR ~ $5349  AddAlloc [ ] [ ] F— F [ F [
JOSEPH MO $1494  AddAloc [ o F y— E . |— [
5*PW53P5KK3 $2499 AddAlloc [ o [ ] E 1 [ F [ F— [
340508 $6.95  AddAlloc [ O — F 1 | - — |_ [

Accessibility Policy

R20.08.00b20200808-1458  col 4  08-13-2020 09:54:48 CDT

Continue coding all transactions until your page is complete.
FUND ORGN ACCOUNT CODE PROGRAM DESCRIPTION

Skip D columns! (do not remove the dash)
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(@ Transaction Management -

&' week [FF| Mortgage Calculator @, Amazon.com || htps--appsmissouristate... @ | Pinterest & U.S. Bank Access® Online .. & Welcome to Access Online ] Missouri Western State Un.

Card Account Number: "+ Switeh Accounts 2
Card Account ID: 718121000668
Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click
= the "Add Alloc" link
After modifying the allocations, click the "Save Allocations" button to save changes.
Exclude transactions from the save by selecting "Remove Transaction(s)"
checkboxes and optionally clicking the
"Remove Transaction(s)" button.
* = required
Remove Trans Date Merchant Amount Alloc%  Accounting Code - Segment Name (Length)
Trans FUND (4) D(1) ORGN (5) D2 (1) ACCOUNT CODE (s) D3 (1) PROGRAM (3) D

O 04/16/2020 PITNEY BOWES PI $249.95 Add Alloc 1102 - 30001 - 71000 - 62

O 04/14/2020 MIDWEST CENTRAL OUTDOOR  $53.49 Add Alloc 1102 - 33010 - 71000 - 71

O 04/08/2020 MENARDS ST. JOSEPH MO $14.94  Add Alloe 1102 - 33010 - 71000 - 71

O 03/31/2020 AMZN MKTP US*PW53P5KK3 $24.99  Add Alloc 1102 - 16807 - 71000 - 11

O 03/20/2020 USPS PO 2871340508 $6.95 Add Alloc 1102 - 33010 - 73000 - 71
<< Back to Transaction List

Accessibility Policy
v

R20.08.00b20200808-1458  col 8  08-13-2020 11:47:23 CDT

REMEMBER to Scroll over to type in Description for every purchase.

(& Transaction Managemen

iy &) week [ Mortgage Calculator @, Amazon.com [] nttps--appsmissouristate... |®| Pinterest &) U.S. Bank Access® Online .. &] Welcome to Access Online [ Missouri Western State Un.

Switch Accounts I 2
allocate the
ng codes, click
‘0 save changes.
tion(s)"
mount Alloc %  Accounting Code - Segment Name (Length)

FUND (4) D(1) ORGN (5) D2 (1) ACCOUNT CODE (5) D3 (1) PROGRAM (3) D4 (1) DESCRIPTION (75)
249.95 Add Alloc 1102 - 30001 - 71000 - 62 - |Postage for Mailroom
$53.49 Add Alloc 1102 - 33010 - 71000 - 71 - ISpring for mower
$14.94 Add Alloc 1102 - 33010 - 71000 - 71 - lAsphaIt joint compound for McCarthy Dr
$24.99 Add Alloc 1102 - 16807 - 71000 - 11 - |Supp|ies for Laptop Webcam (CSMP)
$6.95 Add Alloc 1102 - 33010 - 73000 - 71 - |Box for mailing of IRS form
Accessibility Policy
v

»20200808-1458 col 8  08-13-2020 11:47:23 CDT
<

Always hit the SAVE ALLOCATIONS button at the bottom.

8|Page



[

<< Back to Transaction List

Acce:

Once the above is done the system will take you back to the page below:

Click on Print Account Activity.

Transaction Management
Card Account Summary with Transaction List

092 Switch Accounts
Card Account ID: 718121000663

Card Account Number: =

@ Request has been successfully completed.

[-1Card Account Summary

Account Number: o] ...9923

Billing Cycle Close Date: Print Account Activity

® Open Account
[+) Search Criteria Retum fo top
-] Transaction List Retun to top

Records 1-10 of 10

Check All Shown | Uncheck All Shown

Select Status Trans Posting Merchant City/State Amount De

A pop up window should appear as below. This is what you will need to print out as your
Expense report. (Make sure your pop up blocker is off)
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a ” @ https.//www.access.usba... D v ﬂ U.s. Bank..O

(& WebFOCUS Report | 70} ¢ 603
pod
=3 Z::}_I week Mortgage Calculator @ Amazon.com https--apps.missouristate... | @ |Pinterest Z::}_I U.5. Bank Access® Online ...
-

[Ebank.
O

Hame: DAMAHALL-GERTHER

Trans Dats Merchant Kame Trancaoton Total Scurcs Cursnoy  Currsnoy Amount
Pocting Dabs Cty, StatsProv.
Allosaticn Amount Asoounting Cods
menamo USPE PO 2871340508 1085 usD 635
iz BAINT JOSEPH, MO
2] 19012-33010-73000-71 -Scorfor maing of IR form
[eee e o] AZN METP 2t usD 43
USPWEIPSIOG
DT AZN.COMEBILL, Wk
EE ) 19012-16807-T 100011 ~Supples for Lapann Webcam (SN
[0 o] MENASDE 5T, Ham uso 434
JOSEPH MO
[T ST, JOEEPH, MO
HIFET 1912-33010-T1000-71 ~Asphak joimt compound for McCarthy Dr
Daiaomg MIDWEST CENTRAL =) usD 40
oUTDOCR:
Dyisamo SAINT JOSEPH, MO
$349 1302-33010-T1000-71 -Spring for mowes
Disamo PITMEYY BOWES FI #240.85 usD Ma55
DaiSamn BE4-2S5-5448 CT
F4895 1902300017 1000-52 Fostage for Malimom
Aottty Totas Purchaces Payments
0.2 w0 w00
Cardholder Name: Signaturs
Bupervicor Name: Signaturs

%

Print out Expense Report/ Cardholder Activity Report : This can be sent PDF as well.
Sign and Date

If you have charges make sure to attach all itemized receipts and forward to next level for
signature.

When all signatures and receipts are acquired for to Hawley Rumpf in Accounting Services,

Popplewell 220 by the due date provided.
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