Access Certification Instructions for BO/ABO
Log on:  https://access.usbank.com
Complete your logon information (REMINDER- org short name: Army). If you forgot your password, put in the org short name and your log-in ID. Hit forget password. Once you answer your authentication question correctly you will be allowed to change your password.  In the event you get locked out of your account you must call the bank at 888-994-6722.

Click on Transaction Management (upper left side of screen in blue box)

Select Card Account List , a small box with the word “role” above it should appear, use the drop down arrow and select role as Certified BO and than hit SELECT  (In the absence of your card holder you can complete the card holder portion of the certification but you must change the role to card holder).
As the BO a list of all your card accounts should come up, select the account you wish to work with. (You select the account by clicking on the last four of the account number you wish to certify). 

After you click on the last four of the account number it should bring you to a page titled Transaction Management Card Account Summary with Transaction List 

On this page, in the box for the Billing Cycle Close Date use the drop down arrow to select the current billing cycle close date which should be the first date on the list.  Once that date is in the box, hit the SEARCH button beside the box.
Your list of transactions for the requested billing cycle should appear (you may need to scroll down to see the list).  If the card holder’s portion of the certification process has been completed, than the status on all the transactions you see at this time should read APPROVED.   
You must final approved each transaction by placing a check in the small select box beside the transaction and than hit the approve button at the bottom of the page.  You must complete this process for each transaction, ONE AT A TIME.  
Once you have completed this process beside each transaction the APPROVED status will change to FINAL APPROVAL.

Go back to the blue box upper left hand corner of page, select Card Account List, once your account list appear, click in the small circle beside the account (one account at a time) go to the bottom of the list and click on Approve Statement immediately another page should appear with Agree/Disagree tabs check the Agree tab.
******FINAL STEP******

The card accounts list page should come back up with the following statement Certify MA/DA Statement, in a blue box, click on that box and immediately another page should appear with Agree/Disagree tabs, again select the Agree tab.
Certification Process is now complete.
After you have Final Approved go back to the top  of page, select Card Acct List, once your back in the card acct section  (make sure your in the right month)  you will click on the box that is just below the selected date and certify your MA/DA (the MA/DA box was green it seems to be blue today).  You are certified only when you see the black C with a check mark through
Note:  If you do not complete each of these steps than you have not certified; however, if you forget to complete the final step you can log back into access and go back to Transaction Management and than to Card Account List and proceed using the instructions above for the final step.
