US Bank Access Online Frequently Asked Questions (FAQs)
1. How do I locate my outstanding transactions in US Bank Access Online?

Answer:

If you are unable to locate your transactions, please navigate to the Transaction Management and Transaction List screen and change the Billing Cycle Close Date from ‘Open’ to ‘All.’   The system will display the transactions posted in the system up to six billing cycles. 
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2. How do I fix a transaction that has already been included in a GL Extract?

Answer:

After a transaction is included in a GL extract, it can no longer be modified in US Bank Access Online (AXOL).

Once a transaction is reallocated, where the accounting code and/or Budget Object Code (BOC) have been modified and final approved, the following AXOL fields, (Line of Accounting, BOC, Goods Received Date, Item Description, etc.) can no longer be modified. 

3. How can the accounting code and BOC be changed if a transaction has already been included in a GL Extract and cannot be fixed in AXOL?

Answer:

If the accounting adjustment needs to be made, consult your Budget Technician or Budget Analyst.  They will then check FMMI SU procedures if an adjustment can be made in FMMI.  

4. How do I know if a transaction has already been included in a GL Extract?

Answer:

Look for the message “has been included in a GL Extract” on the Allocations Tab.  The GL extract will populate usually the next business day after the transaction is reallocated, disbursed, and final approved.
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5. What are the[image: ]and pad lock symbols mean?

Answer:

The pad lock symbol does not truly indicate that the transaction is locked.  It will populate as soon as the transaction is approved.  Rely on the Allocations tab to check the transaction availability status. 

The [image: ] symbol will populate as soon as the accounting code and/or Budget Object Code (BOC) are changed.
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6. Can I go back to fix the transaction that has not been included in a GL Extract?

Answer:

If a transaction is not reallocated and its accounting code and BOC are not changed when initially approved, then it will not be extracted to the GL and therefore it can be reallocated to change the accounting code and/or BOC in AXOL any time after its initial approval and final approval for up to 6 billing cycle close date.  

7. How do I go back to fix a transaction that has already been Approved?

Answer:

If a transaction has not been “Final Approved” by your Approving Official (AO), then it is available for modifications.  Follow the steps below to edit the transaction.

1. First select the transaction and click on “Pull Back” button.  
1. Once the transaction has been pulled back, click on the Accounting Code link.  The Allocations tab will open.
1. Click on the “Magnifying Glass” next to the Line of Accounting to search for a valid value.
1. Once the accounting information is updated, click on Save Allocations button to save changes. Forward the transaction to your AO for approval.
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8. How do I go back to fix a transaction that has already been Final Approved?

Answer:

[bookmark: _GoBack]If a transaction has not been GL Extracted, then it is available for modifications.  Follow the steps below to edit the transaction.  

Step 1:  Approving Official will:
1. Log into Access Online.
1. From the left column navigation bar, click on Manager Approval History, select the transaction, and click on Pull Back button to pull it back from history.
1. Click on Manager Approval Queue, select the transaction, and click on Reject button to reject it to the Cardholder.

Step 2: Cardholder will:
1. Once the transaction has been rejected, the Cardholder will log into Access Online and navigate to the Transaction List.
1. Click on the Accounting Code link next to the transaction in question.  The Allocations Tab will open.
1. Click on the Magnifying Glass next to the Line of Accounting to search for a Valid Value.  Select the code.
1. Select the appropriate accounting code.
1. Click on Save Allocations to save changes.
1. Approve and forward the transaction to your Approving Official for approval.
1. Notify the AO that the transaction is pending for his or her approval.  Note:  The final approval shall be done quickly to avoid receiving a pre-suspension notice.
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