
 1 
 

PROCARD CARDHOLDER QUICK GUIDE 

Navigation : https://access.usbank.com 

Viewing and Approving Procard 

Key in the following information:    
Organization Short Name: TUCSUN 
User Id: 
Password: 

Click on Transaction Management to 
view pending transactions. 
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PROCARD CARDHOLDER QUICK GUIDE 

Viewing and Approving Procard 

Viewing and Approving Procard 

Click View Pending Transactions for a 
list of all charges ready to be approved. 

3150 
Suzie Sunshine 

The Card Account Summary with 
Transaction List is the default 
view. 
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PROCARD CARDHOLDER QUICK GUIDE 

Viewing and Approving Procard 

Viewing and Approving Procard 
 

In the Search Criteria from 
the Card Account Summary,  
use any of the fields to narrow 
search, if needed.  
 
Click Search. 

Click on one of the following links 
to reallocate and/or add a requisi-
tion number: 
 
Approval Status 
Trans Date 
Account Code 

Suzie Sunshine 
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PROCARD CARDHOLDER QUICK GUIDE 

Viewing and Approving Procard 

Viewing and Approving Procard 

The Transaction Summary 
will display.  Tabs can be 
selected to view information.   
The Transaction Line 
Items tab was selected to 
see detail information from 
an Office Max order. 

Use the Comments 
tab to enter more detail 
about the transaction. 
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PROCARD CARDHOLDER QUICK GUIDE 

Viewing and Approving a Transaction 
 

Single Line Reallocating a Transaction 

Use the magnifying glass 
to change the chartfield. 
 
Click Save Allocation. 

High level information 
about the transaction is 
located in the Summary 
tab. 
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PROCARD CARDHOLDER QUICK GUIDE 

Multi Line  Reallocating a Transaction 
 

Multi Line Reallocation Transaction 

To add an additional 
chartfield string, Click 
Add. 

An additional line(s) will dis-
play with the default chart-
field.  Make necessary chang-
es. 
 

Click Save Allocation. 
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PROCARD CARDHOLDER QUICK GUIDE 

Approve a Transaction 

Approve a Transaction 

 
 
 

From the Transaction List, select the 
checkbox next to the transactions(s) to 
be approved.  
 
 Click Approve to complete the  
transaction. 
 
Note: The Check All Shown link can 
be used to approve all transactions. 

Click Select Approver to 
Search and Select a default 
approver from list. 



 8 
 

PROCARD CARDHOLDER QUICK GUIDE 

Approve a Transaction 

Approve a Transaction 

Enter all or part of the Approver’s name. 
 
Click Search for results. 
 
Use the Back to Approve  
Transactions to navigate back to Approve 
Transactions. 

Select an Approver by clicking on the 
radio button.  
 
Click Select Approver. 

Note: Select Set selection as your default approver 
or the system will automatically generate a default 
approver after approver is used 4 times consecutively. 
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PROCARD CARDHOLDER QUICK GUIDE 

Approve a Transaction 

Approve a Transaction 

To forward the transaction to the 
approver. 
 
Click Approve. 

A confirmation of approval will 
appear on the Transaction 
Management page. 
 
Approved will display in 
 Approval Status next to the 
transaction. 
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PROCARD CARDHOLDER QUICK GUIDE 

Approve a Transaction 

Pull Back (reopen) a Transaction 

If no approver is selected, the 
following error will display. 

There are two ways to retrieve a 
Pull Back Transaction: 
 
1.  From Search Criteria, use the 
Approval Status drop down to 
select transaction that are Pulled 
Back. 
 
Click Search. 
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PROCARD CARDHOLDER QUICK GUIDE 

Pull Back (reopen)  a Transaction 

Manage a Rejected Transaction 

2.  Select the check box next to 
the approved transaction . 
 

Click Pull Back. 
 

Suzie Sunshine 

From the Search Criteria in Transac-
tion Management: Card Account 
Summary, select Rejected in the Ap-
proval Status. 
 
Click Search. 
 
Note: Rejects can be retrieved 
through the Transaction Management 
page like Pull Backs. 
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PROCARD CARDHOLDER QUICK GUIDE 

Reject Transaction 

Dispute a Transaction 

Click on Reject to display the 
Transaction Detail.  The approver 
will have selected a reason for the 
reject.  Make changes and resubmit 
for approval. 

Use the Back to Transaction list to 
return to the Card Account Sum-
mary Transaction List. 

From the Transaction List, click on 
the Transaction Date next to the 
transaction to be disputed.  The 
Transaction Detail—Summary tab 
will display. 
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PROCARD CARDHOLDER QUICK GUIDE 

Dispute a Transaction 
 
 
 
 

Dispute a Transaction 

Click Dispute. 
 A list of reasons for 
dispute will display.  
Choose one.  
 
Click  Select. 

Type requestor’s name and 
phone number in fields.  Enter 
any additional comments. 
 
Click Continue. 
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PROCARD CARDHOLDER QUICK GUIDE 

Dispute a Transaction 

Cancel a Dispute 

Print, Sign and Fax or mail to US 
Bank.   
 
Send a copy of the dispute to 
Accounts Payable with monthly 
statement. 

From the Transaction List, click on 
the Transaction Date link, the 
Transaction Detail—Summary will 
display. 
 
Note: the D in status field indicates 
disputed. 
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PROCARD CARDHOLDER QUICK GUIDE 

 Cancel a Dispute  
 
 
 
 

Cancel a Dispute  

Make sure the transaction is 
still unresolved. 
 
Click Cancel Dispute. 

In Cancellation Comments, 
type in an explanationl. 
 
Click Yes, Cancel Dispute. 
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PROCARD CARDHOLDER QUICK GUIDE 

View Approval History 

View History Approval 

Select Final Approval for a history of 
approval.     

A history of the actions will 
display. 
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PROCARD CARDHOLDER QUICK GUIDE 

Print Statement 

Print Statement 

Select Account Information from 
the Transaction Management 
screen. 

Select Cardholder Account 
Statement. 
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PROCARD CARDHOLDER QUICK GUIDE 

Print Statement 
 
 

Print Statement 

Select a Billing Cycle. 
 
Click View Statement. 
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PROCARD CARDHOLDER QUICK GUIDE 

Important Information: 
 
Access Online Help Desk (877) 887— 9260 
       Resetting User Ids 
 Resetting Passwords 
 
24– Hour Customer Service (800) 344—5696 
 No personal information code needed 9999 
 Lost, Stolen, or Fraud 
 
Purchasing Card Program Administrator: 
 General Website Navigation 
        Balance Inquiry 
  Disputed Items 
  Declined Purchases 
        Credit Limit increase email: 
          tloren@csun.edu        (approvers need to   
                                                     ask for increase) 
 
  
  
 
 
  
 


