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Approver Training
1. Log into USBANK at access.usbank.com

2. Select Transaction Management

3. Select Manager Approval Queue:

access.usbank.com


Corporate Card Reconciliation
4. Select Cardholder you are looking for or select all for all cards:

5. Scroll to bottom on page to see transactions:



Corporate Card Reconciliation
6. Choose pending next to the transaction you would like to work with

7. On transaction summary, select Transaction Line Items to see the transaction details if available



Corporate Card Reconciliation
8. Select the paperclip to ensure all documentation for the transaction is attached.

9. Once transaction has been reviewed, you will need to approve the transaction one of two ways:

a. Select approve on the summary tab



Corporate Card Reconciliation
10. Then select Approve:



Corporate Card Reconciliation
b. On transaction list, select the transaction(s) by putting a check in the box(es):

14. Select approve on the bottom.



Corporate Card Approval

If you have any questions, contact your Program Administrators:

Pat Walton
Lois Culwell

Casey Leffel

waltonp@apsu.edu
culwelll@apsu.edu

leffelc@apsu.edu

931-221-7573
931-221-7032

931-221-7434

mailto:culwelll@apsu.edu



