U.S. Bank Access® Online: View Transactions Quick Reference

View Transactions

You can use this quick reference guide as
a fast reminder of the basic steps for
viewing transactions.
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1. Click the account number link, if
available via the Account Activity box
on the Client Home page.
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Wiew, review, allocateireallocate and add comments to
transaction infarmation.
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2. Select the Transaction Management
high-level task.

3. Click the Transaction List link.
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4. Select a different cycle, if desired.
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5. Open the Search Criteria area and
then specify search criteria.

6. Click Search.
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7. On the list of transactions, click any

linked item to access the detail tabs.
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Transaction Summary
Status Match Tran Date Posting Date Merchant City/State Amount Pur
o4mg 04/08 ATD AMERICAM CO 215-5761000, PA $960.59 I]‘E
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Summary Ntmed Order rmlmtlons rUser Line Items r/Commenu r/ADDVDVHI History
The Summary tab shows high-level transaction information
To change the review status, click the "Mark as Reviewed" button.
To approve the transaction, click "Approve"
Transaction Reference Information 2
Date: 04/08/2006 Billing Cycle: 04/03/2006+4
Purchase ID: 05631 Posting Date: 04/09/2006
Total Amount: 960.99 Reference Number: 471630000#[
Authorization Number: 084532
Metno Post:  Yes
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8. Select any tab to view additional

detail.

»>Learn More: Formore
detailed information, including detailed
information about each tab, refer to the
Transaction Management web-based
training lesson and user guide available
at:

https://wbt.access.usbank.com

Contact your Program Administrator for
the most current passwords.
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