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Corporate Card Reconciliation
1. Log into USBANK at access.usbank.com 
2. Select Transaction Management

3. Select Corporate Card



Corporate Card Reconciliation
4. Select View Pending Transactions:

5. Choose Billing Cycle Close Date you are wishing to review:



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 allocations tab to reallocate transaction

9. If not using the default FOAP, change your accounting information to the current FOAP. 
If multiple FOAPs are being used, select ADD for each additional FOAP and put the amount beside each one.



Corporate Card Reconciliation
10. Select the paperclip to attach all documentation for the transaction

11. Once the transaction has been reallocated and receipt attached, you will need to approve
it one of two ways:

a. Select approve on the summary tab (to approve each transaction separately)



Corporate Card Reconciliation
12. Then select Approve if you did make the transaction:



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
to approve all selected 
transactions at once.



Corporate Card Reconciliation
15. If you did not make the transaction, you will need to dispute the transaction. 
Click on pending beside the transaction.

16. Select the Summary tab



Corporate Card Reconciliation
17. Then select Dispute. 
This will take you to 
another screen where 
you will choose why you 
are disputing the 
charge.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

