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Online 
Registration

Logging in:
Log into US Bank 

(Access Online)

Welcome to Access Online
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Notifications



Transactions



Transactions
Select: (1) Transaction List – All Transactions (2) Billing Cycle Date to view (3) Click Search



Transactions - Reallocate
Click on Reallocate.  The Cardholders Default Cost Center is shown. 
Make needed changes to the cost center in the editable boxes. 
Changing ONLY the Speed Type will not auto populate the cost center.



Transactions - Reallocate

Budget Reference:
BP2026
GRANT



Reallocating Split Transactions



Reallocations- Comments

Give a detailed description of the purchase using the

5 W’S (Who, What, Where, When, Why)



Transaction- Attachments
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PCard Holder Approval



Printing Transaction Detail Summary 



Printing Transaction Detail Summary



Signatures & Uploads (PS)

Required Signatures for Approval:

• Cost Center Manager or Supervisor
• Department CBA/DBA

Upload to PeopleSoft:

•   Signed Transaction Detail Summary
•   Back-up documentation 
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Contacts

Name Email Phone Ext

Accounts Payable accountspayable@uhcl.edu 2130

PCard Administrator
Pallavi Tetali



Thank
You.

Accounts Payable | University of Houston-Clear Lake


