US Bank

FSSI Leakage Report



Log into Access Online — click on Reporting on the left hand column
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@g—_—* Message(s) from Access Online

Welcome to Access Online! Stratch your program limits and streamiine payment processes with Access

Request Status Gueue Online, our innovative program management and reporting tool. This wet-enabled toot offers a feature-rich
Active Work Cueue platform that can be easily configured and deployed fo meet your unique needs. Access your payment
System Administration solutions anytime, anywhere with Access Online.

Account i

Paynient Phis

OGrder Management Bistwenue sur Access Onfine! Repoussez les limiles de votre programme &t simplifiez les processus de
Transection Management paiement avec Access Online, notre outil novateur d'établissement de rapports et de gestion de programame.
Travel Expense Cet oulil Intemet offre une plate-forme riche en fonctionnalités qui peut tre aisément configurée et déployde
Management pour répondre 4 vos besains particuliers. Accédez 4 vos solutions de paiement en fouttemps, ol que vous
Enhenced Supplier soyez, avec Access Online.
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Once in Reporting, click on Supplier Management as highlighted below
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@g-nr Reporting
Program Management Tax_and Compliance Management m

Request Status Queve General program management activities and monitar Estirnate salesiuse tax, track spanding for 109811057 = |

Active Work Quretie compahy policy compliance. vendors, and perform other regulatory reparting.

Symtem Administration

Arcount Admdniatration Financial Management Administration

Paymertt Phre Manitor expenditures, track variances and manage account These reports allow administrators to support system

Order Management aliocations. functionalty.

Trangaction Menagement

Trawel Expore $ li 2 t Global

z.:&ﬂ_s; These reparts manage supplier relationships, support Analyze spending for global reports.
Enhancad Supplie supplier negotiations, and manage spending by category. ¥
Mar pp g h 2 Sp g by category.
Account iformation .
Reporting
* Program Management
* Fianciel Managerert Report Scheduler &
» Supcber Management “iew and maintain current scheduled reports. i
* Tax aivi Compliancs 4
Hanagenent Flex Data Reporting ;
* Admiistration Create and maintain adhot reports.
+ ool
* Report Sthedukr Gustom Reports
+ Fiax Data R Create and configure custom reports.
= Custom Reparts
Dota Exchange E
My Personal itosmation &
Contact Us o
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Click on Merchant Spend Analysis
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* Suppsier Managemant

+ Tax ami Compiancy
Wharagemsnt

* Admirsstration

* Global

+ Report Schecuer

* Flay Data Raporting

* Custom Reports

Dats Exchange
My Personat information

Contact Us

All of T sarving your

Detailed and summary spending information arranged by
merchant group or MCC and merchant name.

Merehant Spend / i in
Provides summary and detail Information for anatyzing
merthant spend activity by purchasing line ftem

Top Merchan

Top fby spend of by number of transactions) merchants by
merchant category group ar by MCC.

Administration

Level | Quality By Merchart
Summaty of population of Level 1l data {purchase 1D and
sales tax) by merchant.

Meti ist
Merchant demographic information for merchants with
trangaction activity within the requested time period.

it Thr Pr nap! n
Merchant demoagraphic infarmation ineluding Client Supplier
Information.

Travel Expenses

Statement transaction detall and itinerary information for
airline MCCs (specific to aitline MCCs only).

rlineiRail City Pair
Travel report that provides the number of trips between city
pairs for airling and/or rail.

Aldline Refund
Airline credht transactions with merchant and location
information (specific to airline MCCs onky).

Airhine Spendin
Provides summary information for alf airline spending by
WCCs.

Holgl Spenging
Provides summary information for all hotel spending by
MCCs.

Rental Car Soending
Provides summary information for ail rental car spending by
MCCs.

Business Expenses

Tempora i endin
This report provides summaty and detail inforrmation for
femporary senvices spending by agency.




-Select your Date Parameters

_Then Select “Merchant with Transaction Detail (Excel Only)” from the Report Type

-Manually type in all of your Vendor/Merchant Names and click the Add Button to add
them to the right hand column one at a time
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« Flex Dats Reporting
* Custom Reparts Merchants
Data Exchange
Werchant Names:
My Por LT To limit the results from the default of "all” enter a full or partial “beging with” merchant name and add itto the list.
Document imaging Dimensions
Contact Us Ll {independent Stationers inc

Wetrg Office Products LLC

Merchants

& Merchant Category Code Group:
Hold down the Cirt key to make muttiple selections.

¢~ Merchant Categary Codas:
To limit the results fram the default of *all” enter a MCC or search. Separate multiple MCCs by 3 comma and no spaces.

Searchfor

Merchant States;Provinces
Hoig down the Chi key fo make muitiple selections.
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-Select the hierarchy you want the data for, P card Bank 3058, 3059, or 8203

-Go to the bottom of the page and either click “Run Report
one time.
-Or, go ahead and schedule the report by selecting “Create
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Report Output

Excel

Output Parameter Page Placement:

Selection gefines the location of the Parameter Page details on the report output

Group Report By
To limit the results from the default of*all* enter a value or search.
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Bank: Agent Company.  Diision: Department
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-Select your Scheduled Report Parameters
-Report will be delivered via Data Exchange
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