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Enhanced Supplier Information Reporting for Vendor Classifications

This document provides instructions for using Access® Online Reporting to obtain summary totals for vendors by classification using Enhanced Supplier Information (ESI).  

U.S. Bank has worked with California’s Department of General Services - Small Business & DVBE Services to make a portion of the state’s vendor certification information available in Access® Online.  This information is displayed in the system integrated with your purchasing card activity using the Enhanced Supplier Information(ESI) feature.  

ESI in Access® Online uses Client Supplier Information records to store the information provided by DGS.  U.S. Bank regularly matches this Client Supplier Information by Taxpayer ID Number to Merchant Profile information from the card association.  With California’s data and the card data matched, you are now able to identify on-screen and in reporting those vendors with special certifications.
The following instructions outline how to obtain total spend amounts for certified vendors using the Vendor Summary by Socio-economic Indicator report.  Other reports and on-screen information is available using ESI, and further information is available in Access® Online Web-based Training at https://wbt.access.usbank.com/textonly/index.aspx.
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5. Under the Compliance Management heading, click to select the ‘Vendor Summary by Socio-economic Indicator’ report.





1. Start by logging in to Access Online: � HYPERLINK "https://access.usbank.com/" ��https://access.usbank.com/�





2. From the Home screen, where the Message from U.S. Bank is displayed, click ‘Reporting’ from the left menu bar.





3. After clicking ‘Reporting’ a list of available report categories is displayed.  The actual list may vary by user, but most options shown here are displayed to administrators, managers, and audit users.





4. To run the vendor summary reports, click ‘Tax and Compliance Management’.  If the option is not available, contact your purchase card Program Administrator.





6. On the report parameter page, we will set the time period over which the report will summarize, the Enhanced Supplier Information fields to include, and the hierarchy (group) of accounts to search against.





7. Start by selecting a date range.  The Cycle Close Date Range option will search for transactions in any U.S. Bank statements ending between the start and end months.  The Calendar Month Range will include transactions which posted from the 1st day of the begin month to the last day of the end month.





8. Change the Merchant Profile Source to ‘Both’ and click ‘Select Additional ESI’





9. On the Additional Enhanced Supplier Information (ESI) page, click and select field names from the left column, then click ‘Select Field(s) >>’ to make them active in the right column.





10. The State of California has provided additional supplier data in many fields. To review matched suppliers based on Small Business classifications, make sure to choose the following fields:


- Client Supplier Identifier


- DVBE


- MB


- MB/DVBE


- SB


- SB/DVBE











11. After clicking ‘Accept’, the system will return to the report parameters page and display the selected additional fields.





12. Continue scrolling down the parameters page.  The ‘Group Report By’ section allows us to select or refine the group of accounts for which the report is run.  If you have access to your whole agency or department under one hierarchy position, that hierarchy’s numbers will appear automatically in the Processing Hierarchy Position fields.





13. If you have access to multiple hierarchies, use the ‘Search for Position or Add Multiple’ link to select all the hierarchy you want to run the report against.





14. You can click ‘Run Report’ to get a file right away (go to Step 21.), or click ‘Create Scheduled Report’ to setup the report to automatically repeat (continue on Step 15.)








21. When running the report on-demand, a pop-up window will appear.  This window will remain blank while the report is running.  If this pop-up does not appear, or you get an error message or information bar which indicates pop-ups where blocked, please disable your pop-up blocker software, or add “*.usbank.com” to your list of allowed sites.





22. After the report has been generated and downloaded to your computer, a spreadsheet will open.  If you see the data but do not have all of the command buttons and menu bars available, save the spreadsheet to your computer and reopen it for full access.  For further assistance, call the U.S. Bank Access Online Help Desk at 877-452-8083.





23. Each row in the report will contain profile information and total spend amounts for each unique vendor where card activity took place. Each card vendor is denoted by a unique Association Merchant ID.  Some vendors with multiple locations may have multiple Association Merchant IDs, so even though the merchant name may be repeated, the total spend amounts and profile information will be specific to that location.





24. This report will display all vendors with an Association Merchant ID.  Suppliers who are matched to Client Supplier Information will have data in the Client Supplier Identifier column.  You can delete or filter rows with a blank Client Supplier ID to look at only matched suppliers.





25. Once the report output is displayed, we can sort the report to obtain additional total and sub-total amounts.





26. To quickly find a total amount for Small Business suppliers, click the ‘Data’ menu in Excel and choose ‘Sort’.  Choose ‘SB’ as the first sort criteria, and change the order to ‘Descending’.  





27. If a Sort Warning message displays, simply select the first option and click ‘OK’.  





28. Next, click the ‘Data’ menu again and this time, choose ‘Subtotal’.





29. Again for Small Business supplier totals, set ‘At each change in:’ to ‘SB’, use the function ‘Sum’, and add subtotal to the ‘Total Spend Amount’ field.  There are additional columns available for other totals, like Number of Transactions, etc.





30. After clicking ‘OK’, the spreadsheet will refresh with subtotal information.  Note the 1,2,3 boxes in the upper left corner of the spreadsheet (next to the column headings).








31. By clicking box [2], the detail rows in the spreadsheet will collapse, displaying only totals and subtotals.  In this example, there were 20176 transactions totaling about $10.5 million which match to a California Small Business.





32. To obtain totals for other classifications (MB, DVBE, etc.) simply repeat steps 26-31 and use the appropriate columns as the first sort criteria.








15. If scheduling the report, enter a file name to save the report using letters and numbers (no spaces or special characters) in the ‘Output Filename’ box.





16. In the Schedule section, choose a frequency (e.g. Monthly will generate a report once per month) and the day to receive the report (e.g. 2nd Day will deliver a file on the 2nd of every month).











17. Set a Scheduled End Date to a date in the future when you no longer want to receive this scheduled report (e.g. to receive reports for the next twelve months, set the End Year to one year in the future).





18. Check the ‘Include Me’ box to deliver the file to your own Data Exchange mailbox in Access Online.





19. Click Submit to confirm scheduling the report.  








20. Click ‘Yes, Save Report’ to save the report and run it on the selected schedule. When the report is generated, a file with the assigned name will be uploaded to Data Exchange in Access Online, where it can downloaded and saved to the local computer.
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