WASHINGTON HEADQUARTERS SERVICES (WHYS)
ACQUISITION AND PROCUREMENT OFFICE (A&PO)
OSD/WHS PURCHASE CARD PROGRAM

PURCHASE CARD ALERT NUMBER 50
(Issue date: 28 August 2008)

THIS ALERT IS APPLICABLE TO:

APPROVING OFFICIALS X

CARDHOLDERS X

SUBJECT: U.S. Bank Access Online Functionality Update August 2008

The purpose of this Purchase Card Alert is to notify accountholders of enhancements to the
Access Online System that have been generated by US Bank and are effective immediately.

The Access Online enhancements focus on upgrading and improving the “Reporting”,
“Transaction Management” and “Order Management” sections. Some of the new features
consist of updated drop-down menus in the “Transaction Management” and

“Order Management” sections. Also, in the “Order Management Section”, the word “order” has
been removed from the basic screen text and labels. For example, “Order Number” is now
“Control Number”.

Screen shots follow:
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Financial Management Report

The “Full Transaction and Order Detail” and “Transaction Detail” reports, located under the
Financial Management Report Section, will now allow the accountholder to check on dispute
status. Also, the users can track their disputed transactions throughout the dispute cycle until it is
resolved. When the user runs the “Full Transaction and Order Detail” report in the Microsoft
Excel output format, the report will show the content of the “Order Comments” fields.
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Transaction Management

While performing tasks within Transaction Management, users will notice new drop-down menus

instead of links as part of the toolbar for the “Manage” and “Manager’'s Queue” functions.



=Y ) NaturalySpeaking Tools Words Sound Help | Microphone is off ¥

A Create Order - Microsoft Internet Explorer provided by WHS

File Edit Wisw Favorites Tools Help "
Gﬁack - Iﬂ IEL‘ _;] /_3 Search :‘\7 Favores {4} - &3 ,15?_1 ﬁ 3
address ] https:ffaccess.ushank, com{cpsApp1 {LISBComSsrvlst M- ERIEERL
Google |G- v G000 B -~ €% bookmarks~ Sioblocked 5 Check » - [ 52nd to- () settings—
Personal | Business | Institution ~
BUDGET AND FINANCE (WHS)
In Order Management,
users will need to select
Order Maintenance “Order” from the “Create”
Create Order
Aran-dnwn menti tn creata
Account Information
Reporting
My Personal Information
Uze this form to create an Crder that may be available for automatic andfor manual matches to transactions.
“= reguired
Home Collapse All Create Order from Existing Order
Contact Us
[-] Information Retumn to top | o to Save
General
Cantral Murnber: ® b013924823 Date: 0g/27/2008 Creation Date: 08/27¢2008
Status Open Source: [ |
Business Unit: Invoice #: Document #
Reguestor Marme: * Transaction Method Code: | In Person v Autharization Mumber:
Financials
[ credit order
Amount: 1] TaxAmount: 0.00 Freight Amount: 0
Source Currency. U.5. Dallar | Source Currency Amount. Property Book: * Yes v
UID Required: * Mo Contract Payment Method: * | Mo+ Miscellaneous Amount
Contingency Operations:
Merchant
Nama: L/
£ >
&] javascript:submitForm( frmavbar', 'CreateOrderInitFromNavBarRequest); S 4 Internet

P - ] _—
14 start [ ¥ oragongar t.. | TIDRAFTP-CARDALER.. G ¢ &'jl B 10:18 AM

Order Management
While performing tasks within Order Management, users will notice new drop-down menus instead of links as part
of the toolbar for “Create” and “Manage” functions.

Please refer to the screen shots above which illustrate the Order Management toolbar changes within Access
Online.

If you need have any questions, please contact Janette Ray at (703) 695-8666.

We hope you will continue to tell us when we are doing a good job of satisfying your needs as
well as when we need to improve our efforts. You may submit your comments through the ICE
Program at 1CE Purchase Card Program or send them directly to the Program Manager at
Claudia.colvin@whs.mil.




