
P-Card On-Line US Bank - Instructions for Account 

Coding, Descriptions, Approvals, and Final Approvals
 Log on to https://access.usbank.com/
· Org Short Name is – som (to help you remember this – it stands for State of Maine)

· If you are a new user - Log in to your account using the user ID I sent you.  Password is Temp1234.
· You will be required to set your own password and accept the terms and conditions on your first log-in.
· Go to your Transaction Management
· Go to Transaction List (keep in mind that transactions take 1-3 days to post)
· To be sure you see all transactions – change open to all and click search
Here is a picture of what you will see – be sure to click search…..
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· Click the DATE of the individual transaction you are working on:
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There are four tabs – click the ALLOCATIONS tab. [image: image3.png]



·  This is the screen you will now see:
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Save Alocations.




· This is one line of accounting code – just change it to the coding that is appropriate (if you are not sure – check with your Manager or Service Center)
· The coding MUST be correct in order to pay the bill when the cycle closes.

· * If you wish to SPLIT the accounting coding across more than one, please click on “Add Alloc”.  If you need more lines, repeat this until you have enough lines.
· You must have an object code. Always use capital letters.
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· Then, this is what you will see:
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· You can split by dollars or percentage.

· You can save this line of coding as a favorite to use again in the future – scroll to the far right and ‘Add as a favorite’; then ‘name’ it.

· When you have completed the accounting codes– You MUST scroll to the far right and put in your descriptions.  This is critical for auditing purposes and is a mandatory requirement to have a P-Card or Travel Card.
· You must insert a meaningful description; scroll back to the left; click “save allocations”.  Be sure every transaction/expenditure has a matching hard copy invoice/receipt that you will turn in to your Service Center.
· If this purchase is from a Master Agreement, the MA # MUST  go in the description field.
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· This field is 40 characters.

· Then scroll back to the left, click ‘save allocations’; 
· Then, click the SUMMARY tab:
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· Go to the bottom and click ‘Approve’

· Your ‘final approver’s’ name should come up; click ‘Approve’.  A system generated automatic message is sent to your final approver.
· If your final approver’s name does not come up – click select approver; leave box empty and click enter; choose your final approver; set as default approver; select approver; then click approve.

· Approvals can be done anytime (daily, weekly), but MUST be done at the close of the Billing Cycle.  See P-Card calendar on the Purchases – Procurement Card Website.

· You are done when ALL your transactions read “Final approved”.

· FINAL APPROVERS – Go to Transaction Management – Manager Approval Queue – click on the transaction – click approve at the bottom – BE SURE to then click “no further approvals needed” – then click approve.  See example:
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