[Hbank

SinglePoint’ real-time payments
Quick start guide

Save your organization time and money

Real-time payments are accessible 24/7, unlike ACH or wire transfers, which means
they’re always on and available. Payments up to $1 million post and settle in real time so
not only can you fund your U.S. Bank commercial card program, you can use your cards
immediately. Plus, reduced processing times and a lack of costly wire fees translates into
real savings for your organization.

This guide provides instructions to help your organization get started using real-time
payments to fund your commercial card programs.

Get started with real-time payments
Enable real-time payments functionality in SinglePoint

Find the unique ID(s) associated with your commercial card

Send real-time payments to fund your commercial cards

Enable real-time payments functionality in SinglePoint
Download and complete the U.S. Bank Real-Time Payments Questionnaire and
Payments Authorization Form

Download the real-time payments
questionnaire and payments authorization Ebank

form. Complete and return both . Bank Real-Time Payments (RTP*) @
documents to your Treasury Management
Representative.

sary to implement your RTP
y. Incomplete forms may cause a

Remember, the standard real-time payment S s Zhesie

limit is $1 million. If your organization
needs a limit above $1 million, use the
Comments/Additional Information
section to request a limitup to a
maximum of $10 million.

After submitting the forms, Treasury
Management Client Integration will let
you know when setup is complete. Setup
typically takes up to five business days.

Quick tip
Account Number: 173103688185

Routing & Transit Number (R/T): 091000022

Reference Information: Unique ID
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https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/Real-Time%20Payments%20Transmission/Real-Time%20Payments%20Request%20Packet/Real-Time%20Payments%20-%20RTP%20Questionnaire.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/Real-Time%20Payments%20Transmission/Real-Time%20Payments%20Request%20Packet/Real-Time%20Payments%20-%20RTP%20Questionnaire.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/ZZZ_Document%20Links/Payment%20Authorization%20Form%20(combined)/Payment%20Authorization%20form.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/ZZZ_Document%20Links/Payment%20Authorization%20Form%20(combined)/Payment%20Authorization%20form.docx

SinglePoint real-time payments: Quick start guide

Enable real-time payments on selected accounts

Once setup is complete, your System
Administrator must enable real-time @bank [ g

payments through SinglePoint. To do so,
.
complete the following steps:
. . . _Information Repoting - §jnglePoint LaunchPoint
1. Log in to SinglePoint. Posilve Pay 9 _ _
T Welcome to your customized LaunchPoint page. Thi

Real-Time Payments throughout SinglePoint with a task list and informatiof

2. On the left-hand navigation, select
LaunchPoint (44 New) Bank Messages

System Administration. Dashb ~ | IMPORTANT: Global Bank Message
System Administration | Book Transmission just happened

" System Administratipn
Document Xchang: Your Tasks Delete Checked
TemvaGma [ AnRITPrequesifor for $1.11 is pe
Senvice Guide

Help With SinglePoint

Customer Service Your Messages Delete Checked

You received an RTP payment with fransac
20201007042000013T2BRRRRO0007662029
for $10.01. This exceeds your threshold.
[] You received an RTP payment with transact
20201007042000013T2ERRRR00007662020
for §10.10. This exceeds your threshold.
O You received an RTP payment with fransaci
20201007042000013T2BRRRR0O0007662019

3. Find the user you wish to update, ensure
Modify is selected in the Available
Actions column and click Submit.

4. No action needed on the Step 1 screen.

Click Continue to Next Step at the

bottom of the page.

Real-Time Payment Services

Allow user to access Real-Time Payment services

5. On the Step 2 screen, add entitlements

Al pprove Real-Time Payments
Initiate Request for Return of Funds

Iniiate Real-Time Payments
role |Approve Request for Retum of Funds. V| IR |RTP User Audt Report
. Iniiate Request for Payment

for the user that are appropriate for their  gusssamm esmmenmenes
’gandliesuumm RFI [ Assign» ] ’T

Retum To Top

6. After completing or validating
entitlements, click Continue to Next

Step at the bottom of the page.

Help wit

7.0n the Step 3 screen, ensure the useris  Modify User: Assign Accounts

Assign Accounts to User: Step 3

e nt It | ed fo r a cco u nts t h at t h ey n eed to “To assign accounts that this user will be entitled to view and perform services on, click the checkboxes next to those
. accounts. All accounts are selected by default.

access. Accounts with the check mark A0t efons 1 oo ik ot e T e o

next to them are entitled to that user. vserio

Coninuo o o Scp [ 5. ]

Accounts 1- 50 of 59 ‘Account Number (2]

Select All

Account Name ~ Account Number  Enfitlement

Bank Name

D US Bank Indiana 12679 2679 View/Modify
E US Bank Indiana 1849 1849 View/Modify
I E US Bank Indiana 35122 3122 View/Modify
D US Bank Indiana 30035 2035 View/Modify
O US Bank Indiana 19599 3590 Viewodity
¥4 US Bank Indiana 11849 1849 ViewModify
8. For each account that should be enabled
I @ US Bank Indiana 15122 5122 View/Modif
. . Yol
on real-time payments, select the View/ 78 Bark e o5 s Vel
’ O

Modify link on the right side of the table.
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SinglePoint real-time payments: Quick start guide

9. On the View/Modify Account Services View / Modify Account Services for User
page, ensure the Real-Time Payment o 0t Y o et o,k

Services section is checked.

User D Account Name - Account Number
KAREN3

External Messaging Services

/] Atiowr user to manage their external messages on this account
Information Reporting Services

[ Allowr user to access Information Reparting services on this account

] Atlow user to access Email Reporting Services on this account
Positive Pay Services

] Atiow user to access Positive Fay services on this account

Real-Time Payment Services

[] Attow user to access Real-Time Payment services on this account

VantagePoint Services

1" Allow user to access VantagePoint services on this account

[J Allow user to access Manage Transactions on this account

Save and Close || Cancel ]

10. Once the account level entitlement is 5 e
validated, click Save and Close. e

11. Repeat steps 7 to 10 for each account
that should have access to real-time
payments. Once the accounts are set
up, click Continue to Next Step at the
top or bottom of the page.

12. Review user level limits and ensure they =~ ydity user: Payment Limits

Help with this
are appropriate. | |

Enter the user's limils for each service listed below.
Allfields are required.

UserID
AMELIE1

Real-Time Payments

Transfer Type Initiate Limit Approval Limit Number of (7]

Approvals Required

one-Time Payment §[10000000 | 10000000 ] [1 v
B — Si00000 | 000000 | [ =
"~ Request for Retur of Funds NA NA 1 2

Daily Cummulative One-Time Payments  §[9,999,999,999.99 §9.099.999,999.99 NA
Daily Cummulative Request for Payments  §[9,099,099,099.99 §{9.999.999,999.99 NA

[rreview ana sove ]| socx X Cancer

13. Once completed, click Preview and
Save to complete the setup.

Preview and Save
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Find the unique ID(s) associated with your commercial card
Note: This step is critical. You must include your card program’s unique ID in order to
correctly fund your commercial cards using real-time payments.

1. Sign in to U.S. Bank Access® Online.

Access’ Online

Comtact s

Login

4. Click the
Login
button.

Welcome to Access Onlin
Please enter the information balow a
- = required

Organization Short Name:~

User ID:-

Password:*

Eorgot your password?
Register Online

Aclivate Your Card | Change Your PIN

. Type your organization short name.

2. From the Account Information page,
select Flex Data Reporting under
Reporting.

System Administration
~Account Agministration
Payment Plus

Reporting

Program

0
Transaction Management

Enhanced Suppler
Management
Account nformation
Data Analytics
Reporting
+ Program anagement
« Fiancial Management

General program management activities and
monitor company policy compliance.

Financial Management
Monitor expenditures, track variances and
manage account allocations.

Supplier

- Supp

* 12x 3na Comprance
Management

 Admnistration
 Global
* User Actity Audit Reporing
 Report Scheduier
* Flex Data Reporting
* Gustom Reports

Data Fxchange

My Personal Information

Home
Email Center
Payment Analytics
Contact Us

Tsining

These reporls manage supplier refationstiips,
support supplier negotiations, and manage
spending by category.

Compliance Management
Estimate sales/use tax, track spending for
1099/1057 vendors, and perform other
regulatory reporting

Report Scheduler
View and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhoc reports.

Custom Reports
Create and configure custom reports.

Administration
These reports allow administrators to support
system functionality.

Global
Analyze spending for global reports.

User Activity Audit Reporting
Caplures user actions taken within Access.
Online inlo a standard 1eporl

3. Click Create a New Report Template
and select Account.

My Saved Report Templates | _Create a Nev: Report Template |

Create a New Report Template
Select a 'base report' data template and additional data template(s) (optional) from the
a new report template.

PRIMARY REPORT DATA

O Transaction

Create a report based on transaction
information

ADDITIONAL DATA

@ Account

Create a report based on account information

O Purchase Order
Create a report based on order information

O Payment Instruction

Create a report based on payment instruction
information.
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4. Under Report Parameters, check the
option for Account Unique ID. The
Account ID and Account Number fields
are automatically checked; you can
uncheck the defaults or leave as is.

Select Report Columns
[ setectan [ Show Only Selected

[-]Hierarchy [ SelectAll for Hierarchy

[] Account Hierarchy Position

Include these Processing Hierarchy names in report:
[ Select Al [0 Processing Hierarchy Bank Name

Account ID
Account Number

Account Unique ID

5. Select Filter for Content from the tabs
above.

[ Select Report Data I Filter for Content I Sort by Criteria Set Report Layout

6. Enter your Account Hierarchy Positions
and select Managing as the Account
Type. Click Run Report.

Use the Search for Position option if
you do not know your account hierarchy
information.

Selected Filters,

Filter Criteria

Bak — Agenl Company  Dwsion uevanmem.l

Account Hierarchy Position

‘Search for Position or Add Multiple

Hold down the Gt key to make multple selections
Account Status (A z

Open
(Closed

Account Type

7. Open the report that’s produced. The
Account Unique ID(s) will be displayed
within the report. If your organization
has multiple managing accounts, there
will be a separate unique ID for each
managing account.

For security purposes, the real-time
payment process uses the unique ID

value instead of the account number. The

unique ID value will not change and can
be used each time you make a real-time
payment.

If you are unable to find the unique ID
value in Access Online, contact your

Corporate Payment Systems Relationship

Manager or Customer Service.

A B c o] E

Blent Name
eme Co 123
\cme Co 456

Acco%at Number  Account ID
1234 7123456789012
6789 567690123456

Account Unique ID
"1234567890123456
"A567690123456759

Account Name
Acme Travel Card
Acme Purchasing Card
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Send real-time payments to fund your commercial cards

How to send a real-time payment

1. Log in to SinglePoint.

2. Click Real-Time Payments in the left-
hand navigation. This will display the
Real-Time Payment Activity page.

Information Reporting

Lockbox - Image Look

Real-Time Payments

3. Click the Send a real-time payment link.

(Ebank.

_AcHadatenalsenees  Real-Time Payment Activity
ACH Origination

_ BookTransfers  Belowis a list of yourincoming and outgoing Real-Time Payment and Request for Payment acti
Check Payables the Filter Resulls menu, enter ane or more parameters and click Apply Fiters.

Image Access Send 3 realtime payment

Information Reporting Filler Results ¥

Issue Maintenance
Pasitive Pay

4. Select a funding account number from
the Account Number — Account Name
list.

5. Enter an amount in the Amount field.

6. Manually enter the required information
in the Other Party Information section or
click Add from Address List to choose a
previous recipient.

Required information:
Name: U.S. Bank

Account Number:
173103688185

Routing & Transit Number (R/T):
091000022

Click Search for Routing Number and
enter at least three digits to search for a
routing number. Check Save to Address
List to save the U.S. Bank address for
future use.

Input the unique ID value into the
Reference Information field. Your
payment will not post correctly if the
unique ID value is not included.

You must include the full 16-digit unique
ID with the leading zero. Failure to do so
will result it posting errors.

7. Click Continue.

To return to the Real-Time Payment
Activity page, click Cancel.

Send Real-Time Payment

To send a reakime payment, select and enter information in the fields and click Continue.

* = required field

Account Wumber - Account Hame* Amount*
Select A 5

Other Party Information

Name® Add from Address List

Account Number*

Routing & Transit Number (RiT)* Search for Routing Number

Sireet Humber Sireet Wame

Address Line 2

\
City Stale Zip Code
[ | [select v

[0 save to Address List

Additional Information

Remittance Memo 2]

Reference Information

Elecironic Address Type (2]

Additional Information

Remittance Mema

Reference Information

Electronic Address Type 2]
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How to approve a payment
1. Log in to SinglePoint. (hank

Note: The person that submitted the real-
time payment request can’t approve it. A
different user must approve the payment.

2. Click Real-Time Payments in the left-
hand navigation. This will display the
Real-Time Payment Activity page.

3. Within the Action column of the (hank
applicable transaction, click Approve.

view Details | ve | View History |
Delete
4. To approve the transmission click Confirm Approve Real-Time Payment oo s ace
Approve. e v S s e B S B e S
) e
To return to the Real-Time Payment Ot arty lformaton
Activity page without approving the i
. . 153910/
transaction, click Cancel. P T—
Additional Information
Remittance Memo (]
Reference Information (2]
Approve || Canel |

How to view real-time payment reports

1. Log in to SinglePoint. Real-Time Payments

2. Click View Payment Activity under

Real-Time Payments in the left-hand Send Payment

navigation. This will display the Real- menrt
Time Payment Activity page. I
4 y pag Manage Address List
View Reports
3. Click Filter Results to expand filter ReskTIme PaymeRthTiLY =

options. Selections include amount
ranges, incoming/outgoing, transaction
type and status. After choosing your
filters, click Apply Filters.

4. If applicable, enter a Beginning Date and
Ending Date. Click Search.

Real-time payments post the following
business day in Access Online but are
available immediately for commercial card
program use.
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