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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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U.S. Bank Access” Online

Request Status Queue
Active Work Queue
System Administration
Account Administration

Welcome!

Transaction Management

Enhanced Supplier
Management

Account Information
Data Exchange
Reporting

My Personal Information

Home
Contact Us

bank,

U.S. Bank Access” Online

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Management

Enhanced Supplier
Management

Account Information
Data Exchange

My Personal Information

Reporting

Program Management
Genetal program management activities and monitar
company palicy compliance

Financial Management
Manitor expenditures, frack variances and manage account
allocations

Supplier Management
These reports manage supplier relationships, support
supplier negotiations, and manage spending by category.

Scheduled Reports
View and maintain current scheduled reports.

Flex Data Reporting
Create and maintain adhot reports

|
Message from U.S. Bank

Personal | Business

You are viewing Access Online, the latest innovation in our complete set of commercial card tools. Access
Online is aweb-anabled program management and reparting toal offering a feature-rich platform that can be
easily configured and deploved to meet the unigue needs of our clients. Cur clients have the ability to
implement the features and functionality that best support andior enhance their business processes.

Access Online harnesses the power of the Internet within a secured environment bringing our clients anline
access to their payment solutions amtime, anwhera.

When our clients are ready, sois Azcess Online.

* Log Out

Tax and Compliance Management
Estirmate salesiuse tax, track spending for 10891057
vendors, and perform other regulatory reporting

Administration
These reports allow administrators to support systam
functionality.

Global
Analyze spending for global reports

1. Start by logging in to Access Online:
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.
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U.S. Bank Access” Online

Request Status Queue
Active Work Queue
Systemn Administration
Account Administration
Transaction Management

Enhanced Supplier
Management

Account Information
Data Exchange
Reporting

My Personal Information

Active Work Queue
System Administration
Account Administration
Transaction Management

Enhanced Supplier
Management

Account Information
Data Exchange
Reporting

B

My Personal Information

Home
Contact Us

Tax Management

Sales and Use Tax by State
Summary of transaction and tax paid amounts on a state-hy-
state hasis.

Sales and Use Tax by State with Tax banagernent Detail
Summary of transaction and tax paid amounts on a state-hy-
state basis, leveraging Access Online tax estimation
functionality.

Tax Accrual Model
Supports the use ofVisa's hest practice tax model {for sales
and use tax estimation).

Tax Accrual Model with Tax Manadernent Detail

Supports the use ofVisa's hest practice tax model {for sales
and use tax estimation), in conjunction with Access Online tax
estimation functionality.

TarAccrual Model By Accounting Code with Tax Management

Tax and Compliance Management

Compliance Management

Unrnatehed Transaction Analysis for Forrm 1088-MISC
Transactions where a merchant profile was unavailable at
the time of reporting. This reportis used to research
additional merchant infarrmation for 1098 reparting

Wendor Surmmary by Socio-econarmic Indicatar

Summary and detail of expenditures that have occurred with
vendors classified as minority vendaor types {minority,
woman-owned, veterans, and small husiness).

Wendor Summary for Form 1089-MISC
Surnmary of expenditures and vendor profile infarmation for
"Form 1089 - MISC" reporting to the Internal Revenue Semice.

Tax and Compliance Management

Vendor Summary by Socio-economic Indicator

* Log Out

By default this report will return all results associated with blank fields, unless otherwise noted. To limit

results, enter specific critetia in blank fields,

= required

Date
 Cycle Close Date Range: @ Calendar Month Range:

[T Enable Cycle Day

' Posting Date Range:

' Transaction Date Range:

Begin Month  Begin Day  Begin Year . End Month  End Day  End Year
[ =] [= = Jewor =] ° [ar =] [ =] [z008 =]

Merchants

Selections will add columns to the report output

Merchant Profile Source:

Bath j Select Additional ESI

Enhanced Supplier Information (ESI)

|Assaciation

=lections.

11
Prefarrad
Suspended
Contracted x|

Merchant States:

5. Under the Compliance Management
heading, click to select the ‘Vendor Summary
by Socio-economic Indicator’ report.

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 1% 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’
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Tax and Compliance Management
Vendor Summary by Socio-economic Indicator

Additional Enhanced Supplier Information (ESI)

Select up to 20 additional ESIl Fields to be included in this repart. To add a field to the "Selected ESI Field{s)" list, select the field in the "Additional ESI Fields"

list and click"Select Field(s)". To remove a field from the "Selected ESI Field(s)" list, select the field and click "Remove Field(s)". When you are satisfied with
yaur selection(s), click "Accept'.

Hold dawn the Cirl key to make multiple selections.

Additional ESI Fields:

Selected ESI Field(s):
Require a 1094 Form

Client Supplier [dentifier

OWBE
B
SBA Participant Ind MBIDYEE
Secondary MAICS Code 5B
Secandary MAICS Code Description SBIDVBE

Secondary SIC Code
Secaondary SIC Code Description [l

Service Disabled Owned

Srmall Business Adrinistration Gerfification Expiration Date_ v

==Back to Vendor Sumrmary by Socio-econornic Indicator

K| |>|j

B 0 [ [ A Noamme
=10lx|
| Address Ié‘] https:.l'.l'aj Go | "
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File Edit View Favorites Tools Help
Q-0-NRhlPes
Merchants ;I

Selections will add columns to the report output.

Merchant Profile Source:

Both S Select Additional ESI

Selected Additional ESI Fields:
SB/DVBE

Client Supplier Identifier
DYBE

MHE

MBIDWBE

5B

Supplier Type:
Hold down the Cirl key to make multiple selections.

Preferred
Suspended
Contracted Ll

: |
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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.




Sort Report By

|Merchant Mame-ES|

M

@ Ascending Order
" Descending Order

| [ Sort

@ Ascending Order
" Descending Order

& Ascending Order
" Descending Qrder

| [mo Sort =]

@ pAscending Order
" Descending Order

Report Qutput

Excel

Group Report By
Ta limit the results from the default of "all" enter a value or search.

(Gl Frocessing Hierarchy Position:

Bank: Agent: Company: Division: Depanment:

IM:25 IUUU1 I I I Search for Position or Add Multiple
(@] Reporting Hierarchy Position:

Bank: Level 1: Level 2: Level 3: Level 4: Level & Level & Level T

1425 |o4oss  Joooon | fooose [

Search for Position or Add Multinle

[ “FRosct 3 Groato Schoduied Report

Create Schedule Parameters
Create Schedule Parameters

Edit the infarmation below, and click the Submit button.

Report Name: Yendor Summary by Socio-economic Indicatar

Qutput Filenarme:

ISmaIIBusiness

Feport Description:
|ESI Yendor Summary by Socio-economic Indicator

* Log Out

Schedule
Report Frequency: Month of Period:  Day of Period: Forthe previous:
Monthy =] | =l |zndpay =] [iMonth =]

Scheduled Start Date:
Start Manth  Start Day  Start vear

f4er =] |25 =] [2008

Scheduled End Date:
End Manth End Day Endear

fou =] [31 =] [2009

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.)

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. 2" Day will deliver a file on the 2™
of every month).




Schedule
Report Frequency. Month of Period:  Day of Period: For the previous:
[monthy =] | = |zndbay =] [1month ]

Scheduled Start Date:
Start Month  Start Day  Start Year

Scheduled End Date:
End Month End Day End Year

[qer =] |1 =] Je008

jour =] |31 7] |zuug

Recipients

Search for Usars W Include Me

Mo Users Currently Selected

L Submit X Reset J
Are You Sure?

Doyou want to change the following fields inthe SmallBusiness repaor:

Field Old Value New Value

EMAIL PREFEREMNCE
START MOMTH
OUTPUT FILEMNAME
START YEAR

START DAY

EMD DAY

RUMN INTERWVAL
OUTPUT FORMAT
EMD MOMNTH
SCHEDULE DESCRIPTION
SCHEDULER

EmMAIL ADDRESS
RUM DAYS

IMNCLUDE ME

EMD YEAR

DATAX PREFEREMCE

OMERROR

4

SmallBusiness
2008

1

H

M

EXCEL

7

ESl Wendor Summary by Socio-ecanamic Indicator
ACMETS patallocate
AllenEacme.com

2

Y

2009

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.

L= vosSave Roport R Mo |
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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.
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IE_] File Edit \Wew Insert Format  Tools Data  Window  Help Type aguesktion for help = o @ X
NEEHRILIVE L 2B-F/9-0- @ Z-3% B0 -0
arial -10 - B L UE|E=EHS$ % > WM == H-O-A-B

Al - # berchant Mame
A B | c | 5
1 |Merchant Name Merchant Name - ESI Merchant Street Address Merchant Street

[ 2 |JIM S TIRE SERVICE INC

| 3 |JIM S TIRE SERVICE INC

| 4 |MICRO LEAGUE INC

| & |MICRO LEAGUE INC

| B |HOFFMAN TECHNOLOGIES

| 7 |HOFFMAN TECHNOLOGIES
8 |HOFFMAN TECHMOLOGIES

[ 9 | HOFFMAN TECHNOLOGIES 22. After the report has been generated and downloaded to your computer, a spreadsheet

| 10 |MICRO LEAGUE INC will open. If you see the data but do not have all of the command buttons and menu bars

%m:ggg tgigﬁg mg available, save the spreadsheet to your computer and reopen it for full access. For further

13 [MICRO LEAGUE ING assistance, call the U.S. Bank Access Online Help Desk at 877-452-8083.

[ 14 |HEAVY EQ - AM TRANSIT

%:'PG”SESUFCEIL"%N%ESE 23. Each row in the report will contain profile information and total spend amounts for each

17 [NETWORKER SERVICES unique vendor where card activity took place. Each card vendor is denoted by a unique

| 18 | SELECT BUSINESS PRODUCTS Association Merchant ID. Some vendors with multiple locations may have multiple

19 S SURPACE LLC Association Merchant IDs, so even though the merchant name may be repeated, the total
I\ — spend amounts and profile information will be specific to that location.

Ready

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.




@_] File Edit Wiew Insert Format  Tools Data  Window  Help Type aquestion forhelp + o & =
NEHRSAVEI K LA-F/9-0-8 -4 % @) 1w -0
= A2 i wf -TCIRI SéRV%CEE I b T
X i b 1 ?| X =
5 | sort 21 = | N
1 |Merchant Mame | Sort by erchant Street Address Merchant Street 1
| 2 [TCR SERVICES 1 T ascending i044 RUFFNER ST E046 RUFFNER
| 3 |TCR SERVICES i + Descending i044 RUFFNER ST 5046 RUFFNER
|4 |SAN LUIS PRINT & COPY | ity RS SOUTH ST STEE 265 SOUTH STF
[ 5 |SAN LUIS PRINT & COPY ! o DE5 SOUTH ST STEE 265 SOUTH STR
| B_|CULVER ARMATURE & MOTOR | QS 020 X ST 3020 ¥ STREET
|7 |CULVER ARMATURE & MOTOR 2 e Tt 5 020 % ST 3020 % STREET
|8 |comsco N | " |oveE o 39 BUTTE ST 539 BUTTE ST.
| 5 |oRVAC ELECTRONICS | |ME = - Bttt B45 E ORANGETHORPE AVE 1645 E. ORANG
10 |FERM HYDRALLICS INC | .| ° Descendna 233 HASSETT AVE 1233 HASSETT
|11 |K & T TRUCK REPAIR (Lt mses £18 OMEC CIR 3618 OMEC CIR
|12 |KARL'S HARDWARE | & Headerrow " Mo header row 700 DIAMOND ST 2700 DIAMOND
|13 |BISHOP AUTOMOTIVE CENTER [ 50 M TU SU LN 950 TU SU LANE
| 14 |BISHOP AUTOMOTIVE CENTE | options... | ok | cancel | PEONTUSULN 950 TU SU LAN
15 |DRAGONFLY GARDENS | 1160 CAMYOMN YIEW DR 21160 CANY O
%mﬁgg ggtt:g:gm EEEQ:E im 25. Once the report output is displayed, we can sort the report to obtain additional total
(18 |« GAS and sub-total amounts.
19 [DESIGN TIME & TILE
0 l2nHMITT RIS wALLEY SERTIL. | . . . . . .
M 4 b H\WFServiet / 26. To quickly find a total amount for Small Business suppliers, click the ‘Data’ menu in
R Excel and choose ‘Sort’. Choose ‘SB’ as the first sort criteria, and change the order to
‘Descending’.

Sort Warning___— NN x| 27. If a Sort Warning message displays,

Thie Fallowing sart key may not sort as expected becauss simply select the first option and click ‘OK’.
it contains sorme numbers Formatted as bext:

Client Supplier Identifier
What waould wau like ko do?
£+ Sork anything that looks like a number, as a number:

™ Sork numbers and numbers skored as kext separately

(] 4 I Cancel Help
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Iﬂ_’] File Edit ‘iew Insert Format  Tools Data  Window  Help
NEHRSQAIVE % BE-F| 9-06- 8 x-5] %] ﬂ.q}ltlﬂ%v.@juﬁ
il -10 - B I UEE=E S % 0 W% E ~o-A-B
A w2 B Merchant Mame m

A | _ C
pa Atk chane i erchant Street Address

e044 RUFFNER 5T
5044 RUFFNER 5T

Merchant Street:‘
5046 RUFFNER
5046 RUFFMNER

Merchant Mame
TCR SERVICES kS =
TCR SERVICES

Use function:

g e

SAMN LUIS PRINT & COPY

SAN LUIS PRINT & COPY
CULVER ARMATURE & MOTOR
CULYER ARMATURE & MOTOR
COMSCO INC

ORWAC ELECTRONICS

FERM HYDRAULICS [NC

K & T TRUCK REPAIR

Add subtatal o

iSum j

|_ Murnber of Credit Transactions «
V

Mumnber of Transactions

v Replace current subtotals

YRS SOUTH ST STEE

265 SOUTH 8T STEE

0020 X 5T

0020 X 5T

539 BUTTE 5T
B45 E ORANGETHORPE AVE
233 HASSETT AVE

5618 OMEC CIR

265 SOUTH 5TF
265 SOUTH 5TF
3020 x STREET
3020 = STREET
938 BUTTE 5T.

1645 E. ORANG
1233 HASSETT
3618 OMEC CIR

[ Page break between groups
v summary below data

Remove Al l (0] 4 I Cancel

STV O T TR BN ARITY ATTT(Y

| 12 |KARL'S HARDWARE
| 13 |BISHOP AUTOMOTIVE CENTER
| 14 |BISHOP AUTOMOTIE CENTE
| 15 |DRAGONFLY GARDENS

B [MAACD COLLISION REPAIR AN

i

2700 DIAMOND ST
5a0 M TU SU LN
Hal M TU SU LN

11680 CANYON WIEWY DR
MENATT AWE

2700 DIAMOMD
950 TU SU LANE
950 TU 5L LANE

21160 CANYON
15 AATT AWE

=

(0N

s

%Eﬁ? COLLISION REPAIR AN E‘ 28. Next, click the ‘Data’ menu again and this time, choose ‘Subtotal’.
15 |DESIGN TIME & TILE D . _ _ .
20 ISEHITT RiIs vALLEY SERTE. 0l 29, Again for Small Business supplier totals, set ‘At each change in:’ to ‘SB’, use the

H 4 F MH["\WFServlet

function ‘Sum’, and add subtotal to the ‘Total Spend Amount’ field. There are additional
columns available for other totals, like Number of Transactions, etc.

Ready




1Tk
E‘_ﬂ File Edit View Insert Format  Tools Data  Window  Help Type aquestion forhelp - _ & x
NIEGHRSRIVE & a@B-F/9-0-18F -3k @) -8
Al -0 -|B Z UISSESHES % 0 RBIEEIE-S-A-B
P13571 f
1]2[ 5 0 | P | Q | o¥ [cz| DA | DE i
1 |Mumber of Credit Trangactions  Total Spend Amount Mumber of Trangactions OWEE ME  MB/DVEE | SE —
-2 0 $1533.16 10 ¥ ¥
IER ] $3.996.35 10 ] ¥
4| ] §75.92 1 ¥ ¥
5 ] $360.65 B ¥ ¥
6 | 0 $1,664.57 5 ¥ ¥
(7 | ] $2.815.30 3 ] ¥
IR i $3,832.68 14 ¥ ¥
R ] §2,478.41 2 ¥
10| ] ¥6 550.54 9 ¥ ¥
11| ] $181.43 1 ] ¥
[12] i $180.05 2 ¥
(13 ] ] $341.04 3 ¥ ¥
14 1 $13,030.01 59 ¥ ¥
15| 0 $6,235.25 2 ¥ ¥
16| ] $1,873.10 2 ] ¥
17 i §1,631.20 1 ¥ ¥
18 ]
13 0 30. After clicking ‘OK’, the spreadsheet will refresh with subtotal information. Note the
45 MA\WEServiet : 1,2,3 boxes in the upper left corner of the spreadsheet (next to the column headings).

Ready
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NEGHBRSAVE & L@B-F(9-0-(@ -2k M) -0f
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01 - # Mumber of Credit Transactions
TEE| 0 P | Q | oy ez | DA | DB =
1 JMurnber of Credit Transactions ITotal Spend Armount Murber of Transactions OWBE MB MB/DWBE | SB —
+ [1495 T §1052072832 20176 Y Total
+ [13569 ’ $3526338181 86219 N Total
= 13570 7 4578411013 7 106395 Grand Total
13571
13572
13573
13574
13575
13576
13577
13578
13579
13580
13581
13582 . . . . : .
13583 31. By clicking box [2], the detail rows in the spreadsheet will collapse, displaying only
13584 totals and subtotals. In this example, there were 20176 transactions totaling about $10.5
1355 million which match to a California Small Business.

M 4 » M|\ WFServlet

Reziy 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.

11



