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Real-time payments
Finding your commercial card’s unique ID

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 you find the unique ID(s) associated with your U.S.
Bank commercial card(s).

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

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

Access’ Online

You must fill in all three fields.

Contact s

Welcome to Access Onlin

Login

Please enter the information below agfogin to begin

* = required
Organization Short Name:*

ur organization short name.

Eorgot your password?
Register Online

Activate Your Card | Change Your PIN

Reporting

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

Program

General program management activities and
monitor company policy compliance.

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

Supplier

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

Quick tip
Account Number: 173103688185

Routing & Transit Number (R/T): 091000022

Reference Information: Unique ID
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3. Click Create a New Report Template
and select Account.

My Saved Report Templates | Create a New 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 ADDITIONAL DATA

O Transaction

Create a report based on transaction
information

@® 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.

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
[ select A [ Show Only Selected

[-IHierarchy [ Select All for Hierarchy
[] Account Hierarchy Position

Include these Processing Hierarchy names in report:
[JSelect Al [ 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.

m m m Cieate Scheduled Report

SR | b Gt | St Gt S Ao |

Fitering allows you to sef limits for the content of the report. Below ara th data filds you elected to fter on. To lmit the fesults from the defaulf of "
select, search & select, or fillin the critsria box(es) to define the report output.

Selected Fiters Filter Criteria
T AGE Company OvRe Depe
Account Hierarchy Position ]

‘Search for Position or Add Multiple

Account Status

Account Type
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A | B | c D | E
7. Open the report that’s produced. The necout Nams necdRivumor posartn  [rozmrt nseto  pientome
Account Unique ID(s) will be displayed i Pz Car aroo e e Vi

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 1D
value in Access Online, contact your
Corporate Payment Systems Relationship
Manager or Customer Service.
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