
Procurement Card: US Bank Online Transaction Approval Process 

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. To review your transactions, choose Transactions then Transaction Management. 

 

 

 

 

4. In the Transaction Management option, choose Transaction List. 
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Or (short cut option) 
 

2a. From your Dashboard screen under Quick Links. 

 

3a. Choose View Open Transactions 
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5. In the Transaction Management screen, the Billing Cycle Close Date needs to say 
Open. 
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6. Ensure your Accounting Code has the correct Smartkey and Spend Category. Click on 
each hyper link to update the Smartkey and Spend Category if needed.  

 

 

 

7. Once you click on the Account Code, a new screen will open to update the Smartkey and 
Spend Category. This feature will become locked once Accounting receives their report 
to pay the US Bank Bill. 

 

 

8. Click Save Allocations after update has been made.  
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9. In the same screen, click on the Comments tab. Enter your justification and description 
of the charge/purchase then click Save Comments.  
You can click Show All Comment History to view your comments. 

 

 

 

 

10. Click Back to Transaction List to return to Transaction Management 
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11.   On the Transaction Management screen click on the Paper Clip icon to attach 
receipts and attendee log. 

 

 

 

 

12. A new window will pop up when you click on the Paper Clip.  
Choose Add an attachment and click Save after attachment has been uploaded. 
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13. Transaction Management screen must show a PDF and Comments icon before 
submitting the transaction to your manager for approval. 

 

Once you have completed your uploads and updates, click the check box next to your 
transaction. 
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14. After you select the pending transactions, click the Approve button. 

 

 

15. In the next window, select your manager for Transaction Approval and click Submit. 
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16. After you have sent your transactions to your manager, they will show as Approved in 
your Transaction Management screen. 

 

 

 

 

 

 

 

 

 

 




