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Purchasing Card Administrator Program

The intention of thisnanualis to serve as a reference guide for agency Purchasing Card Program
Administrators (PAs). Thisanualmay beupdatedand modified as necessary, so it is suggested that
agenciesrefertothe NAT 2yl 5SLI NLIYSYyd 2F ! RYAYA&AGNI A2y Qa 6!
website periodically to ensure that they are using the most recent version. Agencies should refer to the
following link for any updated versionsttps://gao.az.gov/publicationpurchasinecards

Agencies may contact the GAO for additional assistance or guidance. All GAO contact information is
included in thedContact Informatiog section of thismanual

ManualObjectives

1 Understand the roles and responsibilities of agencyPA
9 Learn the basic functions of card processindlanUS Bank website application, Access Online.

With the following information, the Agency Card Administrator will be knowledgeable in a few of the
basic expected duties and responsibilitieshaf agencyPA9 I OK | iBt&nyalpic@dures will be
somewhat different and tailored ttheir specific agacy needs and process flow.

US Bank Card Program and Administration
Py byl A& GKS {GFGS 2F ! NRT2ylFQa OdaNNByid ONBRAG
card type:

A Purchasing CargiTo facilitate the purchase of goods and services @anprovide an
efficient method of paying for these goods and services, GAO makes a purchasing
card, known as the-Bard, available to agencies.

There are two distinct forms of activity for which theCRard may be employed: purchase activities and
paymert activities:

A Purchase fnsactionc Involvesthe acquisition of goods and, as part of the
purchase transaabin, also incurs an obligatioA. purchase transaction is similar to
an individual using a credit card to acquire merchandise in a store. It &@mad
that many, if not most, of thetate employees to whom a-Bard is issued will be
authorized to use it in this waysuitable candidates to receiae”-Card to conduct
purchase transactions would be employees who spend a good deal of time out of
the office and may be required to make purchases in the field. Relatively low
spending limits are appropriate for these types of transactions.

A Payment Tansactionc InvolvesY | { Ay 3 LI 8YSyid 2y | @SyR2NDa
previously acquired goods or s&®s.A payment transaction discharges an
obligation to the seller of the underlying goods or services and incurs a
corresponding obligation to the financialstitution issuing the cardlhose who
receive the RCard to conduct payment transactions are likely taiese
LINRE OS & & A y Taccbufits paphlle/trarisaetiorRelatively high spending
limits are suitable for these types of transactions.
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A Managing Account is a mastcount at the agency levéll card accounts flowpito the Managing
Account to dtain their account structureThe Managing Account provides an overall credit lforithe
product at the agencyeach card assigned to that Managing Account is assigned a portion of the total
Managing Account limiTheManaging Accounts are assigned a Bank, Agent and Company number
combination, which is unique for each agermyd card typeMost agency credit card products only

have one Manging Account for each produdflanaging Accounts canka up to two weeks to estdish
and need to beestablishetefore card accounts can be set up underneath.

Managing
Account

Card Card Card

The Agency Head should appoint one arenemployees as a®ard APat which point, &ormGAQ3C
(Purchasing Cdrand Travel Card Agency Program Administrator Authorization) is completed by the
agency and sent to th6 AO afinoperations@azdoa.goThe newagencyPAs)will be directed tathe

TraCorp Learning Platforta takethe gppropriate Computer Based Training(s) (CBispequiredUpon
GSNAFAOIGAR2Y 2F O2YLX SlAzy 2F GKS /.¢ GNIAYyAy3d:
Access Online website to the negencyPAS).

AgencyPAs can utilize the US Bank Access Online website to:

View account information (demographics, account limits, etc.)
Issue new cards

Cancel or inactivate existing cards

Change cardpending limits

View reports

View monthly statements

View and manage cardholder account profiles

Dispute transactions

3 N L S N L S

AgencyPAswill use an Organization Short Namesohiaz (for the State of Arizona) and must have a
'aSNJ L5 FYyR LIaagz2NR G2 | O00Saa !{ .ly1Qa ! 00Saa
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US Bank Access Online webditips://access.usbank.com/

(Ebank. Access Online
There is wekbased training available for Azgs Online. The

training canbe found at the following link: ot Welcome to Access Online!
https://wbt.access.usbank.com/ oo _

Please enter the information below and login to begin.
For training materials related tagencyPAs, log in under * = required
Commercial (PA) using the username ansgispeord provided on Organization Short Name:*

. . . . stofaz
the screenThe training site also contains user manuals, Quic

Reference Guides (QRGS), interactive tutorials, and recorded
classes to asst with using Access Onlirdot all training topics
shown on theUS Banlite are used in th&ate of Arizona card
program.

User ID:*
mrsmith

Password:*

AgencyPAs are responsible for the successful implementation of thedgaogram at the agency level.
Some of the primary responsibilities are:

Purchasing Card account set ups andufes

Retention of application and agreement forms (in the event of an agency audit)
Monitor active purchasing cards against active employees within agency

Set Purchasing Card account limits

Past Due Account Monitoring

Monthly monitoring of Purchasing Ghiransaction activity for inappropriate and
unusual charges

Knowledge of SAAM sections pertaining to Purchasing Card accounts

I D B B D

>

State agencies must understand and follow the policies and procedurésef@urchasg Card
programs AgencyPAs must be familiar with thexpplicableGAO State of Arizona Accounting Manual
(SAAM) sections and related fornihe SAAM is made up by Topic (##) and Section (##). A list of
applicable SAAM and related forms appears bdihig list is not all inclusive):

SAAM 453% P-Card General Policies and Procedures

SAAM 4536; P-Card Agency Responsibilities

SAAM 453% P-Card Cardholder Responsibilities

SAAM 457Xk Reviewing FCard Transactions

SAAM 403% P-Card, CTA and Fleet Cémndentives

Form GAGPCG101¢ State of Arizona Purchasing Cardd@&d) Cardholder
Application and Agreement

Form GAGC¢ Purchasing Card and Travel Card Agency Program Administrator
Authorization Form

A State Procurement Code and applicable Procurementsijniels provided by SPO

I v > > D

p>

A full list of SAAM is located lattps://gao.az.gov/statearizonaaccountingmanuatsaam a list of all
GAO forms can be found kattps://gao.az.gov/publications/formsand SP@elated instruction can be
found athttps://spo.az.gov/
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TheGAOmaintains the relationshipetweenthe US Bink and all the state agencigSAO provides
technical and process support to the state agencies on the following topics:

AgencyPurchaseCard Administrator maintenance

User access to the US Bank Access Online application

Setup of Purchase Card2 yf @ AF | 3Sy O0& ! RYAYAAGNT 2N F
Statewide Policy and/or application to a specific scenario

ACH Setup iAZ3600 facilitate proper payment posting to appropriate US Bank

account

oI D B

New Agency Purchasing Card Account Set Up

Agencies thahave not previously set up an existing cardholder account in the US Bank Access Online
website should contact the GAO Statewide Purchasing Card Administrator for assistance when the
agency needs to ias P-Cards A Managing Account must existrfeach tye of card, for eachtate

agency lefore any cards may be issuekktting up a Managing Account candalp to two weeks to
complete.Once a Managing Account is establisie@ard accounts may be set up by dgencyPAIf

they have in Access Online, or in emergencies, they may be set up by the
Statewide Purchasg Card Administrator at GADhe RPCard Managing &ounts must be set up by a US
Bank Representative and GAO needs to be aware of the set up in order to establisltoaadsrdss ID

in AZ360in order for payments to US Bank to electronically post to the appropriate account.

P-Cardswill be set up once a fully completérmGAGPC101 (Stateof Arizona Purchasing Cafe
Card)Cardhdder Application and Agreemenis filled out by the cardholder and signed by the

appropriate person(s)AgencyPAs will verify that the application is completerior to entry on the US
Bank, Access Online website.

Using the US Bank website, complete the following steps:

1. Select theAccount Administrationlink from the menu on the left side

2. On theAccount Administrationscreen, under th&€ardholder Accountsection,select the
CreateNew Cardholder Accourink.

3. Onthe Create New Accourgcreen, enter the following in their respective fields:

a. IntheProduct (Bank¥ield, selectPurchasing 1425(or Purchasing 7129for any
new Managing Accounts set up after May 2026jn the drop down menu

i.  IntheAgentfield, type in the four digit agency number for the Managing
Account that the card will be set up under

i. IntheCompanyfield, type in the five digit company number

iii.  Clickanywhere on thescreen and thescreenwill update.

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArogram?
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iv.  Scroll down to thesend a Physical Ca¥flith This Account?ield, and select
Yesfrom the drop down menu.

v.  Selecthe Nextbutton at the bottom of the screen
4, Complete theCreate New Accoungcreen.
a. IntheAccount Ownef) lformation section:
i.  IntheNamefield, enter information from the applic¢en.

ii. IntheOrganizationalName (optional)field, leave blank or as defaulted
value

b. In theMailing Addresssection
i. Inthe address information fields, enter information from the application.
Note that this is the work address where statements wilheeled and PO

boxes are permitted.

i. IntheWork Phonefield, enterthe work phoneinformation from the
application.

iil. In the Email Aldressfield, enterwork email addressformation from the
application.

iv.  IntheOptional 1field, enterthe Employee Identification Numb€eEN of
the cardholder

v. IntheAZEINield, enterthe EIN of the cardholder.

c. IntheLegal Informationsection:

i.  Inthe legal name fields, enter the names listedtba O I NR K SbcRIS NI &
Security Card

ii.  ThelLegal Residence Addre8slds detailwhere thecardholder physically
resides and a PO Box shoualdl be entered The Legal Residence Address
field consists of the follow-Badio button options:

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArogram3d
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A Not Providedc Do not use.

A Use Mailing Address Sekct if the Legal Residence Address
matches the Mailing Address entered previously.

A Enter a Different Addresg Select if the Legal Residence Address
does not match the Mailing Adess entered previously, and then
complete the address fields that generate

d. In theAuthorization Limitssection:

i In the Account Credit Limifield, enter theCredit Limit Amounfrom Form
GAGPC101

i. IntheSingle Purchase Limjbptional)field, enter the amount set by the
dzd S NI & NdtedlGhis@alue is left blank, it will defanit the Account
Credit Limitvalue

According to SAAM 4535, Purchase transactions sections 2.1, 2.1.1 andile8s a written

exception is granted by the SeaComptroller, the spending limit for any single purchase transaction

shall be established by the agency but shall not exceed: Five thousand dollars ($5,000) for monies to be
expended out of an appropriated fubdor dTen thousand dollars ($10,000) for mes to be expended
outofanonl LILINB LINRA F 6 SR Fdzy Rdé

e. ClickNext
5. On theCreate Uset.oginscreen

a. SelectYeson the 2radio button screen if the agen®Awill be entering the User ID
for the cardholder.

b. SelectNoon the 2radio button screen if the cardholder will be entering their own
User IDafter the setup process has been completed

c. ClickNext
6. Review all cardholder information.

7. ClickSubmit

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArogram9
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After the RCard setup has been completed:

1. Notify the cardholder that the card has been requested and is expected to txedisgithin
7-10 business day®Vhether it is mailed to thegencyPAor the card holderis determined
by the Managing Account Setup rules.

2. Send a copy of the completed application and agreement form(s) to the GAO at the
finoperations@azdoa.goemailwithin three (3) business day$ completing the online
process detailed in the previous steps.

3. The @ency shall retaithe original application and agreement forms in accordance with
applicable record retentionequirements and must be available for audit if requested.

4. Once theP-Cardis set up, notify the employee that they will need to activate the card once
they receive it. In order to activate they card, they will need to c80Q-344-5696, then
input:

a. Thefull 16-digit account number.
b. The zip code Thiswill be the billing address that was entered on file

c. UponrequestfoiKS fFad n RAIAGE 2F (GKS S8Y NRK2f RS
provide 0000

Closing Purchasing Card Accounts

When employees leave gate agency, their purchasing card must be canceled as soon as possible. It is
very important not to allow employees who have left their agency to be able to make charges between
the separation date and the date that US Bank is notified of the terminafioprevent an interruption

to business activities, agencies should have appropriate backup cards or request a new card for another
employee as soon as possible to ensure setup and delivery. Purchases charged on the card by anyone
other than the assignedustodian should be avoided if possible.

Using the US Bank website, complete the following steps:

1. Select theAccount Administrationlink from the menu on the left side

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArogram10
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2. On theAccount Administrationscreen, under th&€ardholder Accountsection,select the
Maintain Cardholder Accouniink.

3. TheFind Accounscreen will generate.

4. On theFind Accounscreen:

a { SINOK F2NJ 4KS O NRK2f RSNJ 0@ cdu @umibet & G F 2 d:
ovyzaild O02YY2y 2LIiA2y0o 2NJ 4KS O NRK2f RSNDa

b. ClickSearch

5. Users will therdirectedto the desired account or will bgresented witha list of accounts to
choose fromAn acountcan be viewed bgelecting thecorrespondingadio button.

6. ClickConfirm

7. On theAccount Profilescreen in theAccount Overviewsection click thepencilicon next
to Account Status

a. IntheNewfield select eitheoption from the drop down menu

i. T9Terminated Use thizo permanently close the cardhis option is used
when an employee leaves agency.

i.  V9Voluntarily ClosedUse this to put aemporary closure on the cardhis
option is used when an employee is awayan extended period of time
(e.g.extended medical leave, maternity leave or military lave

b. ClickNext

c. Review the new amunt status.

d. ClickSubmit

Account Maintenance
Existing accounts can be modified by agdhéy. Modifications can be made to update:

A Account status
A Account credit limit
A Account owner information

Using the US Bank website, complete the following steps:

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArograml1
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1. Select theAccount Administrationlink from the menu on the left side

2. On theAccount Administrationscreen, under th&€€ardholder Accountsection,selectthe
Maintain Cardholder Accouniink.

Ebank Access Online

] [

Chat With Us

Log Out

Request Status Queue
Active Work Queue

Account
Administration

+ Cardholder Accounts
Transaction Management
Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Home
Email Center
Contact Us

Training

Account Administration
Cardholder Accounts

" Create New Cardholder Account
Set up a new cardholder account by specifying
the product, demographic information, account
information, accounting codes and authorization
limits.

" Set up Cardholder Accounts with Shared Info
Create templates with shared information and
then apply them when creating new accounts.
Create a New Template
Maintain Existing_Templates

" Unlock Cardholder Account
Reset a cardholder’s account if locked out during
Online Registration.

" Maintain Cardholder Account
Update demographic information, account
information (change account status), accounting
codes and authorization limits on a cardholder
account.

* Maintain Multiple Cardholder Accounts
Update demographic information, account
information, accounting codes, and authorization
limits on multiple cardholder accounts by:
Selecting Hierarchy Position
Selecting_Individual Accounts

3. TheFind Accounscreen will generate.

4. On theFind Accounscreen

a. { SINOK F2NJ GKS OIF NRK2f RSNJ o6& @K
O2YY2y 2LJWiA2Yy0 I N

6vyzal

b. ClickSearch

2NJ GKS OF

BEbank. Access Online

ChatWith Us  Leave Account Profile

Log Out

Search Criteria

Account Profile

Find Account

Show/Hide Search Criteria

Use the criteria to search for a specific account. ()

b

I Cardholder Account Number

I Cardholder Account Unique 1D
6-digit number

Cardholder Account ID

12-digit numbe

Cardholder First Name

Cardholder Last Name

I adoa hrd|

Internal Use OnADOAc GAO
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5. Userswill thendirectedto the desired account or will bgresented witha list of accounts to
choose fromAn acountcan be viewed bgelecting thecorrespondingadio button.

Results Show/Hide Data | Choose Sort Options Results 1to 3013

Cardholder Account ID Cardholder Account Unique 1D Account Status Account Name
417235000136 0304-6472-1854-3861 T9 - Terminated ADOAHRD TRAVELACCT 2GS
Product
CTs

[0} Cardholder Account ID Cardholder Account Unique 1D Account Status Account Name
612095116151 0304-6106-1834-2288 Open ADOA HRD NON EMP TRAVEL

—

Product
CTs

6. ClickConfirm

7. The Account Profilescreen willgenerate

ACCOU nt PI‘OfI|e Switch Accounts

@ MICHELLE D BETHUNE

Product Account Processing Hierarchy i Managing Account
Purchasing Unique ID: i Show Al Hierarchy Names Name: AZ DHS
ID: Unique ID: N/A i
Number: ID:
" Number:*
Organization Name (optional) i Optional 1 (optional) Optional 2 (optional)

8. Scrolldownan®f A O (SKESJ 4y R & & Y/Acgofint Gverviedskclah. G K S
9. In the Account Overviewsection theagencyPAcan make the following modifications:

a. Account Statug; Click the pencil icon tdase the cardholder account

b. Credit Limitg Clickthe pencilicon to nodify cardholdercredit imits.

c. View Statementsc Click the View Statements hyperlittkview current and past
statements

Internal Use OnlADOA; GAO 10/10/2023 Puchasing Card AdmiArograml3
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© Account Overview

Summary (i) Payment Information (i)
Account Status Open # Statement Balance $0.00
due on 12/31/9999

Credit Limit $10000 »

Current Balance $0.00
Available Credit $10000

Statement Close Date 11/06/2019
Single Purchase Limit $0

() View Statements
Cash Withdrawal Limit 0%
Expiration Date 02/2022

View Financial History

“ 7

ik & Rviewdhélo@®2dzy i hgy SNRA LYy T 2N

M

10. Scrolldownr Yy R Of# O
section.

11. Inthe! OO 2 dzy (i Infonyt®MNsECEON theagencyPAcanmodify the following
account owner information

@ Account Owner's Information

A Mailing Address

A Email Address Soctal Securty Number
A Work Phone

A Personal Phone Mailing Address

A AZEIN

Email Address

Work Phone Personal Phone

Additional Phone (optional) Fax Number (optional)
0000000000 999999999999999999

z

12.{ ONRtt R26y+HI| BB LDYRO B & ¥Keaf Infainatioddctos. §( K S

Internal Use OnlADOA; GAO 10/10/2023 Puchasing Card Admirrograml4



Manual

13. In theLegal Informationsection, theagencyPAcanmake the following modificatian

a. Legal Residential AddressAddress can be © LegalInformation

modified if necessary and if it is different from Account Assignment
the Ma|l|ng AddreSS Individual

Legal Name (i

Date of Birth (optional)
_—

Legal Residential Address # (i

Purchase Card Account Payments to US Bank

The Vendor Number to be usedAZ360vhen making payments to US Bank on the Purchase Card
Account is (With signifying the agency-8igit codd. The Address ID is sgb by

the GAO and is unique to each Purchasing Card Managing Account. It also includes ACH/EFT banking
information so payments are directly postedl the correct account number.

If an agency/department is unsure of the Address ID to use when isBéimgents, please contact the
GAO afinoperations@azdoa.gae obtainthe correct Address ID.

Transaction Management
To view previous and pending transactions, including ones that maylbe initestatus.

Using the US Bank website, complete the following steps:

1. Selectthe Transaction Managemenink from the menu on the left side

2. On theTransaction Managemerdgcreen, undethe Select Producsection, clickhe
Purchasing Cardption.

Internal Use OnlADOAC GAO 10/10/2023 Puchasing Card AdmiArograml5
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O0Ebank Access Online

Active Work Queus

Transaction
Management

= Ly mpy
Account Information
Reporting
Dashboard

Data Exchange

Reguest Status Queus

System Administration
Account Administration

Transaction Management

Select Product

Please select a product line to manage from the list below:

Purchasing Card

Corporate Card/One Card/Other

My Personal Information

Home
Email Center
Contact Us

Training

3. View transactions by selectirggther:

a. Transaction List

b. View Previous Cycle

c. View Pending Transactions

Ebank Access Online

L] >

Chat With Us Log Out

Request Status Queue
Active Work Queue
System Administration

Transaction Management

A t Admini
Transaction

Management

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

I Product: Corporate Card/One Card/Other

Switch Products ]

Home
Email Center
Contact Us

Training

Transaction List

View, review, allocate/reallocate and add comments to triinsaction information.

View Previous Cycle

Presents the Transaction list for the previous cycle.

View Pending Transactions
Presents the pending transactions list.

4. TheCard Account Summary with Transaction Lssteen opensindshows all charges and
payments.

a. Limit search results by changing the options ia &illing Cycle Close Datfop

down menu.

Internal Use OnADOAc GAO
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b. Clickthe appropriateTransDatelink to obtain details regrding a particular
transaction.

Transaction Management
Card Account Summary with Transaction List

Product: Purchasing Card Switch Products
Card Account Number: Switch Accounts
Card Account 1D:

[-] Card Account Summary

Account Number:
Account Name:

Total Transactions: $0.00 0
Reallocated Transactions: $0.00 0
% Reallocated Transactions: 0.0% 0.0%

@ Open Account

i+1 Search Criteria Return to top

-1 Transaction List Return to top

Records 1- 13 of 13

Check All Shown | Uncheck All Shown
—

Select Statusl| Trans J Posting Merchant City/State Amount Detail & Trans Unique ID
@_ @ [ Date j§Date

10/31 §10/31 PAYMENT - 201910291075671 00000, A $1,75760 PY 03046106183422¢
09/27 Jo9r27 PAYMENT - 201909251049113 00000, A $1,830.32 PY 03046106183422¢
09/15 J09/16 ALL VALLEY TRNSPRTN 602-302-6868, AZ $25.00 @ 03046106183422¢
09/13 J09/16 KIMPTON HOTEL PALOMAR PH PHOENIX, AZ $136.21 (0] 03046106183422¢
09/11 J09/13 HYATT REGENCY PHOENIX 8885884384, AZ $136.21 @ 03046106183422¢
——

5. On theTransaction Detaiscreen, m the Summarytab section, @isputebutton is provided
at the bottom of the pagén the event a transaction needs to be disputed

Internal Use OnADOA; GAO 10/10/2023 Puchasing Card Admiprograml7
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Transaction Management
Transaction Detail

Product. Purchasing Card
Card Account Number:
Card Account ID:

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail &+ PurchaselD & Accounting Code (i)
10§31 10/31 PAYMENT - 201910291075671 00000, A 1757 .60 PY -1

@ Disputed @ Reallocated g Reallocation Locked

Summary |l Allocations | TaxData
The Summary tab shows high-level transaction information
The review status cannot be changed because the review day limit has been reached.
Transaction Reference Information (i)
Date: 10/31/2018 Billing Cycle: 11/06/2019
Purchase ID: Posting Date: 10/31/2019
Total Amount: 1757 60 PY Reference Number: 74798269304000000000179
Memo Post: (i) Mo Authorization Number:
Sales Tax: 0.00 Most Recent Extract Dates
Freight: Financial Extract:
General Ledger Extract:
Merchant Payment Extract:
Name: PAYMENT -
201910291075671 Currency
City, State/Province: 00000, A Billing Currency: U.S. Dollar
Transaction Type: PAYMENT Source Currency: U.S. Dollar
Merchant Category Code Source Currency Amt: 1.757.60
(mccy: 0
MCC Description:
Print Transaction
1 Y
Dispute Sales Draft Requests (i)

« none
Dispute information only reflects the last dispute

filed for this transaction. More information available
in Dispute History.

=]

[+] Dispute History

Cardholder Account Information

In the Account Information sectioagencyPAs may vew Cardholder Account Statements gmabfiles,

or Managing Account Statements and profiles. They may also look up reasons for declined transactions.

AgencyPAs can pullindividual Cardholder Account Statements for tregiency as needed.
Using theUS Bank website, complete the following steps:

1. Select theAccountinformation link from the menu on the left side

2. On theAccount Informationscreen, under thé&tatementsection, select th&€ardholder
Account Statementink.

Internal Use OnlADOA; GAO 10/10/2023 Puchasing Card Admirograml8
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Ebank. Access Online

Request Status Queue Account Information

Active Work Queus
System Administration
Account Administration

Transaction Management
| Account Information Statement
» Statemnent YWiew account statementisj.

= Account Profile

Repaorting I =« Cardholder Account Statement I

Dashboard .
Data Exchange L] Managmg Account Statement

My Personal Information =« Diversion Account Statement

3. TheCardholder AccounStatement (Search & Select an Accoupgge will generate.

4. Inthe Cardholder Account Searcection

a. { SINOK F2NJ 4GKS OIFNRK2f RSNJoe (GKS flad 7T2d:
6Y2aid 0O02YY2y 2LJiA2y0 2NJ GKS OF NRK2f RSNRa
b. Clickssarch

Cardholder Account Statement
Search & Select an Account

View Diversion Account | View Managing Account

Cardholder Account Search

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

Account Number (Last 4):

L 1

Account Unique ID: (i)
OR | |

Last Name: First Name:
OR | | | |

Social Security Number:

R |

5. Account statements will opeim PDForm. AgencyPAs maythen save print and/or forward
by email.

Internal Use OnADOA; GAO 10/10/2023 Puchasing Card AdmiRrogram19
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Account Statements

MICHELLE D BETHUNE

Account Unique ID: (i)
Account ID:

View account profile

2020

(") 05/06/2020 (PDF)

2019

(") 11/06/2019 (PDF)

| Account Number:

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

() 03/06/2020 (PDF)

Individual statements show activity at tiedividual card account level, versus the Managing Account
level. Individual card level statements are available for the Purchasing Card Accounts which are paid at
the Managing Account level, not the Individual card account level, which is why these stasem

indicatee @a9ah {¢! ¢9a9b¢ hb[,Z¢é¢ 5h bh¢ wO9alLc¢ t!
BEbank.
DEPT OF HEALTH SERVICES
U.S BANCORP SERVICE CENTER
P. O. Box 6343

i
LiokE  Fargo, ND 58125-6343

R LT 110 SR APLLLLENY LT FTALTLRY LT PRI 11| LR L B LT
000001300 01 SP 0.560 108481179352653 P

PHOENIX AZ 85008-6037

TRAN
DATE

TRANSACTION DESCRIPTION

REFERENCE NUMBER

ACCOUNT NUMBER
STATEMENT DATE
TOTAL ACTIVITY

05-06-20
$ 54.97

"MEMO STATEMENT ONLY"
DO NOT REMIT FAYMEMT

MCC AMOQUNT

04-08 04-07 WALMART.COM 8009666546 800-966-6546 AR

PUR ID: 32520240 TAX: 0.00

5310 54 .97

Internal Use OnADOAc GAO 10/10/2023
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Note: All Purchase Card Accounts are paid via ACH using the appropriate Vendor Number
GAGK S OK | 3Sy(
Purchase Card Managing Accounts are paid directly to US Bank by the agency.

(PCARDxxx001) andthe Addb 4 & L5 | &a?2

OAl G SR

Accessing a Cardholder Account Profile

AgencyPAs can view the following vital cardholder account information:

A Hierarcly informationg To view bank, agency and company information. These
numbers are unique to each type of card and agency.

A Account Statug Shows the status of the card, such as Open, Voluntary Closed, etc.

A CardLimitsq Shows the overall limit and singleghase limit.

A

are due.

>

statement are sent.

Statements and Current BalanaeShows the purchase activity and when payments

Mailing Address and Contact information for the cardholg&hows where

AgencyPAs can view individual cardholder account profiles for their agency as needed.

Using the US Bank website, complete the following steps

1. Select theAccountinformation link from the
menu on the left side

2. ClickCardholder Account Profilénk.

Request Status Queue
Active Work Queue
System Administration
Account Administration
+ Slatermnen
+ Account Profile
Reporting
Dashboard

Data Exchange
My Personal Information

3. The link vill direct a user to theCardholder
Account Profile (Search & Select an Account)

page.

4. In theCardholder Account Seardection

a. Search for the cardholder by the last

Home
Email Center
Contact Us

Training

Account Information

Card Account Number:
Card Account ID:

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

» Managing Account Statement
= Diversion Account Statement

Account Profile
View account demographics, limits

I. Cardholder Account Profile I

» Managing Account Profile
= Diversion Account Profile

F2dzNJ RAIAGE 2F GKS OF NRK2t RSNDRE | 002 dzy

Ol NR K Zakt Brffl Ki¥ dame.

b. ClickSearch

Internal Use OnADOAc GAO 10/10/2023
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5. In thecardholderAccount Profilesection, the Administrator can view most of the vital
account informatiorby scrolling down the page

A Hierarchy information

1 002dzvi | 2t F

A Account Status
A Cardand Single Purchase Limits
A Statements and Current Balances

Internal Use OnADOA; GAO 10/10/2023 Puchasing Card AdmiRrogram22




























































