
Procurement Card: US Bank Online Transaction Approval Process 

Approving Manager 

1. Web Address: https://access.usbank.com  

 

 

 

2. Successful Login will bring you to the Dashboard. 

 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccess.usbank.com%2F&data=05%7C02%7C%7Cd768b594347645faa58908dc3d616c33%7C29eb4092cc454f0089bca444189b8fca%7C0%7C0%7C638452736512641871%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=WS27HUemI%2BTqe23AJdNfPLn5QCZb2Cnc%2FXNuvoH%2Fyis%3D&reserved=0
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3. Choose Transactions then Transaction Management. 

 

 

 

4. Choose Manager Approval Queue. 
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5. Review Transactions: 
a. Transaction is allowed and follows policy 
b. Smartkey and Spend Category are correct 
c. Receipt is attached and any additional required documents 
d. Notes explain transaction and provide justification 

 

 

 

 

 

6. Valid transaction must have a PDF and Comments icon.  
a. Lines with missing icons MUST be rejected for correction.  
b. Transactions that are NOT authorized, ie Furniture, Chemicals, Companies that 

take POs, MUST be documented as non-compliance. Manager is required to 
follow up with card holder regarding non-compliance. Multiple findings will 
result in card privileges being revoked. 
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7. Select the Pending transaction and click Approve. 

 

 

8. To approve, select I approve these transaction(s) and no further approval is needed. Then 
click Submit. 
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9. To Reject a transaction for modifications, choose the correct area. Note that corrections 

have a limited time and all approvals must be completed no later than the 10th of the 
month. 

 

 




