SOP for Approving Transactions in Access On Line
Go To Website https://access.usbank.com
First time in you must register

USDA is organization Short name
Your user ID

Your password

Click Log in

Pull up your account by clicking on the right side of the screen “Account Activity Select an Account”.  It will be your credit card number.
Transaction Management Page under “Billing Cycle Close Date”,
choose All from the drop down box
click search.

Click on Trans Date to open a pending transaction
Be sure that the accounting code is correct. 03 (ARS) 10 (FY) is listed, then the rest of the accounting code shows as 015442 and then the last three digits of your accounting code. This # will be different if you use soft funds 
If you have multiple accounting codes–add accounting lines and complete each line, including amount and accounting code.

If your accounting code is incorrect, 

Click on the Allocation Tab
Change the accounting code on the allocation line, (and Save) if you receive an error, after Line of Accounting Box click on the drop down (magnifying glass), delete 54 (delete because too many items to search on) in the same box, enter in the correct accounting code, 
Click on search, 
Click on select (The 54 will reappear and that is ok)
Click on save allocation
To enter correct BOC code –
2523 - Training (SF-182’s)

2570 - Registration Fees

2542 – Honoraria

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

2670 – All Other purchases

Click Allocation Tab
Change BOC on the allocation line,(and Save), if you receive an error, On BOC(4) Click on drop down (magnifying glass)
Type in correct BOC code 

Click on search

Click on select

Click on save allocation
No Longer put your CATS number using the Allocation tab
No longer need to fill out User Line Items Tab
Click on the Comments Tab
Field One – only for check writers (Tax ID Number)
Field Two – Enter the Agency Reference Number, which is what we call the CATS log number. However, use your first initial, last name and sequential number from CATS (i.e. JDOE00045)

Field 3 only for check writers (vendor name, address, and wavier #)
Field 4 Complete date received

Field 5 Enter complete description of item, if item appears to be an item that can be used for personal consumption (i.e. food, refrigerator, cameras), explain it’s use (i.e. hamburger to feed insects)

Click Save Comments
Click on Summary Tab
Click approve 
Click approve again on next page (First time or when switching approvers, you will have to select approver, click box for default)
Be sure to choose your supervisor as your default approving official.
On bottom of page, Click on back to transaction list
