· Coordinator and Approving Official (AO) Registration
Step 1 – Navigate to https://access.usbank.com
*Step 2 – Specify your Organization Short Name (usda), User ID (first and last name) without a space (e.g., johnsmith) and Password (password1).

Step 3 – Click Login.

*Step 4 - Create a new password.

Step 5 – Review the license agreement and then click I Accept.

Step 6 – Click My Personal Information from the left side navigation bar.

Step 7 – Click Password. (Note:  Do not change your password.  Move to Step 8.) 

Step 8 – Scroll down to change Authentication Question and Response and Click Save. (Note: Generic Authentication Question is: “Pet’s Name” and response is: “Spot”.)
*Please note, if you are a cardholder, you need to have a different user ID, such as adding a 1 or number behind your first name, last name.  Your password can be the same as your cardholder password.
Once logged in to US Bank Access Online

click on:

     Transaction Management

     Manager Approval Queque
     Review line of BOC codes 

2523 - Training (SF-182’s)

2570 - Registration Fees

2542 – Honoraria

3141 – Sensitive Items (Laptops, digital cameras, cell phones, blackberries)

2670 – All Other purchases
If not one of these codes, reject it so it is sent back to user.
     Check All Shown

     Approve

    No further approval needed for these transactions

    Approve

