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Cardholder Responsibilities
As a card holder, it is your responsibility to reconcile your P-Card statement on a monthly basis. You are
responsible for verifying the completeness and accuracy of the statement as follows:

e Verify all transactions listed on the statement are valid

e Enter the name of clients for restaurant charges in the Allocation Comment section

e Code all transactions to the proper account code

e Print the reconciled statement and attach all receipts and support documents for each
transaction

e Sign the statement and obtain approval from your Manager or Director

The billing cycle cut-off date for P-Card reconciliation is between the 10" and 12" of each month.
Shortly after the cut-off date, the P-Card Administrator and/or your area coordinator will send out
notice to have any outstanding transactions reconciled. Transactions made will appear in your
transaction list within 3 to 5 business days of the transaction.... so you don’t have to wait until the end of
the billing cycle to reconcile.

The reconciliation process is completed using a program provided by US Bank called Access Online.

Reconciliation Process

Accessing Access Online
Access Online is available through Internet Explorer.

1. Open Internet Explorer.
2. Inthe address bar type https://access.usbank.com and press enter.

T T ——

- "'l https:/faccess.usbank.com D~2a2X

3. The login page for Access Online opens.
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Login - First Time
When you were given your new P-Card, the P-Card administrator will have provided you with a unique
userlID and password for accessing Access Online.

1. On the login page enter the following information:
a. Organization Short Name: ntpc
b. User ID: unique userlD provided by P-Card administrator
c. Password: unique password provided by P-Card administrator

Click Login.

Please enter the information below and login to begin.

Organization Short Name:
ntpc

UserID:
cmcmeekin

Password:
seee e

2. The New Password page opens. Enter your current password and then enter a new password
and re-enter it for verification.

Your new password must meet the following criteria:

e 8-20 characters in length
e At least 1 alpha character
e At least 1 numeric character

Remember that the password is not case sensitive so ntpc1234 is the same as NTPC1234.

Click Save.

U.S. Bank Access® Online

EEbal'lk Login

New Password

Northwest Territories Pwr Corp

Your password has expired. Please enter a new p between 8-20 ch Usea
phinn aflaars and bers easy for you to remember but not for others to guess.
CMCMEEKIN

User ID: DDELOREY
Organization Short Name: NTPC

Current Password
LTI

Enfer New Password.
ssssnsene

nter New Password
LLLLL L]

e A

All of M serving you=
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3. The Licensing Agreement page opens.

U.5. Bank Access® Online

(Ebhank

Licensing Agreement
Pluase tead and accenl he Licensing Agreement lo conlinue
Access Online Terms of Service

1. ACKNOWLEDGMENT AND ACCEPTANCE OF TERMS OF ACCESS ONLINE

Access Online, owned and operabed by U.S. Dank Nalional Associalion (U5 Bank”), is provided lo the
customer under the terms and conditions of this Access Online Terms of Senace (ATS) which Incorporates by
relerance any operating rules of polies Nal may be published by LS. Bank. The ATS as 1 may Rerealer be
amandad o modified withaut AcScs, compnses tha entire Agreamant Batwean Cusiomar and U 9 Hank and

all e paties regarding te subjed malter contained herein. By
Iuwlw on I.UN:\.E!: Online and dicking the T Accept” bullon, you are iIndicaling Cuslomer's agreement to be
Bbound by all of the 18rms and condiions of e ATS and Mat you have e autnarity o 50 agree on behall of
Customer,

In congideration for access 10 ACcess Online, Custamer agrees to: (1) provide cerain cument, complete, and
accurate £ @0 50 by Access Onling; and (2) maintain and update
this infoemation 32 raquired 1o keap i cuent, campleta and acciarate. All information raquestad an anginal
shiall data i , Cusdorner grants LS

such cisclosures will exclude Custemers name. malling address, e-mall address, account and phone
number. uniess: (1) Customer expressly directs L.3. Hank, or any ather person Cuslomer may spacifically
designate to disciase such nfarmation of (2) 118 Hank i required to disclage such information by any
applicable Ew of legal process seved on U S Bank

Northwest Termtones Fwr Comp

E L.
|el|u||l|.ud|s|!u:= o tird parties cerlain Registration Data sbout Customer in the aggregale, however,

4. Access Online Home page opens.

5. Click on My Personal Information.

Home
Contact Us

Training

Account Administration
Transaction Management
Account Information

6. Click on Password.

My Personal Information

[ user iD: iphetan

Password

Change your system password and create or modify an authentication response that will
be used when resefting a password.

T

Email Notification

Account Access

3Cccess.

T

Add Accounts

n
Update your user D contact information (name, address, phone no., &tc)

View access rights and user specificinformation, such as accounts and hierarchy level

Manage Accounting Code Favorites

Add favorites, enable favorites to be selected when reallocating and managing
allocations, and delete existing favorites

March 2012
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7. Click the drop down and select an Authentication question. This question and response is used
if you ever forget your password.

Authentication Question:
Pet's Mame |L]
Mothers Maiden Mame
Fathers Middle Name
Pefs Name

Birth Place

Favorite Sports Team

1 Child's Name

8. Enter your response to the question. Click Save.

Authentication

Pleasze select an authentication question and enter a response that will be easy to remember. This
information will be used in the event that you forget your password.

Authentication Question:
Pet's Mame -

Authentication Response: ®
fido

9. Click the Home button to return to the Access Online Home screen.

b
(Ebank

System Administration
Account Administration
Transaction Management
Account Information
Reporting

Data Exchange

My Personal Information

ontactUs

Training
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Login - Return User
After the first time you’ve signed into Access Online, subsequent logins are simpler.

1. Onthe login page enter the following information:
a. Organization Short Name: ntpc
b. UserID: unique userlD provided by P-Card administrator
c. Password: the one you created for yourself on first login
2. Click Login.
3. Access Online Home page opens.

Incorrect Login Information
If you enter an incorrect username or incorrect password, you will receive the following error message.

Welcome to Access Online!

A Login information is invalid. After three attempts you will be locked out of the system. You can click
the Forgot your password link which will allow you to change your password. If you still need assistance,
please Contact Us for assistance.

Please enter the information below and login to begin.

Organization Short Name:

User D

Password

You are given 3 attempts to enter your information correctly. If you are not successful your account will
be locked out. Contact your P-Card Administrator to confirm your userlD or reset your password.

If you have forgotten your password:

1. Enter the Organization Short Name, userlID and then click on the Forgot your password? link
under the password box.

Welcome to Access Online!
Please enter the information below and login to begin.

Organization Short Mame:
User ID:

Password:

Forgot your password?
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2. You will be prompted for the answer to your authentication question. Enter the correct

response and click Continue.

Login

Forgot Password

Enter the response to your authentication question. If you need assistance, please contact your program
administrator.

User ID: Iphett01

QOrganization Short Name: ntpc

Authentication Question: Pet's Mame

Enter the response to your Authentication Question:

3. The New Password window will open. Enter a new password and re-enter to verify.

Viewing Transactions
Once you are successfully logged in you are directed to the Access Online Home page.

To view open transactions in the current billing cycle:

1. Click on your P-Card listed under Account Activity.

LS. Bank Access® Online Northwast Tarmtaries Bwr Carp
@ban k Message(s) from Access Online Language Selecson
-
Wielcome 1o Access Onling! Streich your program limits and streamiing payment processes with Access Eoatin Lgtot]
Transaction Management Online. our innovalive program management and reporting 1001, This web-enabled tool ofiers a feature-nch
Enhanced Supplier Ao At can B &asily configured and deployed 10 Ment yaUr UNIGUE NERds. ACCRSS YOUr payment
Mansgement solutions anylime, anywhere with Access Online
Accuunt
Reparting
My Perscnal Information Hlanuanua sur ALcass Onling! REpouss ez las imitas e volra Pragramme et simplifias 105 procassus oa

paiemnl e Access Online, nolre aull novaleur @lablissement de rapports of d gestion de prograrmen
St outl Intgrnet offre une plate-forme riche en fanctionnalités qui peut 8re alsément configuréde et déployée

Home pour répondre 3 vos besoing pamcullers. Accédez 3 vos solutions de palement en tout temps. 00 que vous
Contact Us £0y87, 30 ALCALE CInling
Training

O April 18, 2012, sceounl namBnes Tal apper n A ;m:unm rpnting will b masked except far e
last four digits. Currently within Ac Cnling reportin 51 ben digits are visible. For example. account
numaer 4000 1234 5676 9010 i3 curently 3gen as * '3456T0!010 Deginning April 135, il will appear a3
9010, The new account number Magking wi
Gl Heparts, ind empac all por iy
browser and Excel. | does nol affed how

Qniing. I you are using Access Onlng reporing to feed omersrs!zms please upnm your svmns
accordingly.

Le 15 avril 2012, les numéros de compte qui apparalssent sur les rappons créés en AccessMD Onine seront
Magqués 3 'exception de leurs qualre demiers chifiies. Les i demiers chifires des numénas de compte
£ 105 FAPpORS crids o Inling. Par sxpmple, be uméra 66 comgte 2000
jourd’hui sur b Cinline comeme ******3456780010 &
compter du 15 &wil, ¢ numéra c& compte apparaiira comme **3010. Cetle ncuvelle mesure de masquage
du numéro de compte 5era applqude 3 'ensemale du systime e n de rappons d'Access Cnling, 3
V'excoption des rappors glonaus, ¢ ks 65 S, BORNERS 68 N0 o programmis
el de forrnals incluant POF, navigabeur et Ex rlm.nlcuL Ce changement
n'aflectera pas cepencant le numéro de comple tel nu ‘il apparalt dans lintertace utilissteur d'4ccess Online,
Sivous Wbisez le systeme de créalion de rApEOMS TAccess Cnling pour skmenter & autres systemes, veulllez
metiie 3 jour vas s conformément

All of T3 serving you~

2. The Transaction Management window will open.

March 2012 7
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3. In Card Account Summary, select Open for current transactions or the Billing Cycle Close Date
for the period you wish to reconcile. Click Search.

[-] Card Account Summary
Account Number: 0] 0270
Account Mame: CHERYL J MCMEEKIM
Billing Cycle Close Date: Open v |
All
(8 Open Account Open
2012-02-10
- — 2012-01-10
[+] Search Criteria 2091-12-12
2011-11-10
[-] Transaction List2011-10-10
2011-08-12

4. All transactions in the cycle selected are displayed in the Transaction List below. Click on the
transaction date or the account code for a specific transaction to view its details.

-] Transaction List Retumn to top

Records 1-2of 2

Chedt All Shown | Uncheck All Shown

Select Status Irans Posting Merchant City/State Amount Net Amount MNational Tax Regional Tax Defail € PurchaseID [ Accounting Code
®0

@' Date |Date
03-01 MYFAX PROTUS IP SOLN 866-563-9212, ON  $346.30 $306.46 $539.64 $0.00 @ 29161280
02-16 J02-17 G.B SUPERIOR SOUND LTD HAY RIVER, NT $157.45 $149.95 $7.50 5000 @

(R) Reviewsd (D) Disputed (A¥ Reallocsted (D) (1) Trans Detail Level

Chedk All Shown | Uncheck All Shown

Records 1-2of2

Reallocate Mass Reallocate Change Review Status

5. The Transaction Management Transaction Detail window will open.
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Transaction Management
Transaction Detail

Card Account Number: ~0270, CHERYL J MCMEEKIN

Trans

Transaction Summary

6. Status Trans Date Posting Date Merchant City, State/Province Amount Detail € PurchaselD @ Accounting Code

03-01 03-01 MYFAX PROTUS IP SOLN  865-563-9212, 0N $34630 @ 29161280 3508160000000 - 5399.0009

(@ pisputed @, @ Trans Detail Level (A* Resllocated

Summary r Tax and Allocations

The Summary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed™ button.
To initiate a dispute, click the "Dispute” button.

Transaction Reference Information

Date: 2012-03-01 Billing Cycle: Open

Purchase ID: 29161280 Posting Date: 2012-03-01
Total Amount: 346.30 Reference Number: 74537882061000881119048
Memo Post: Yes Authorization Number: 056427
Regional Tax: 0.00 Extract Date(s)

National Tax: 0.00 Most Recent Standard

Freight: Financial Extract:

General Ledger Extract:

Merchant Payment Extract:

Name: MYFAX PROTUS IP SOLN
City, State/Province: 866-563-9212, ON Currency
Transaction Type: SALES DRAFT Billing Currency: Canadian Dollar
MCC Code: 5968 Source Currency: Canadian Dollar
MCC Description: CONTINUITY SUBSCRIPTION  Source Currency Amt:  346.30

Dispute Sales Draft Requests

none

Dispute information only reflects the last dispute filed
for this transaction. More information available in
Dispute History.

I+] Dispute History

March 2012 9
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Verifying & Reconciling Transactions
1. Click on the Tax and Allocations tab.

By default, all transactions are coded to your home cost centre’s P-Card clearing account. From
this screen you will allocate your purchase to the correct accounting code and make comments
describing each transaction.

Summary | Tax and Alocations

The Tax and Allacatians tab provides the ability to view, add, or edit the tax andfor allocation information on a
transaction.

Transaction Amount.  $346.30

Mational Tax Amount: §35.84 Source: Computed
Regional Tax Amount: §0.00 Source: Computed
Net Amount: 5306.46

Allocations

Allocations provides the ability to reallocate a transaction by changing the accounting information to allocate an amount to a different cost center. The reallocation can be to one or to multiple
accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the "Add™ button
After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

Allocation Source: Default Acct Code Last Changed

=required By: System

Remove Allocation Comment Amount Alloc % Accounting Code - Segment Name (Length)

PROJECT # & COST CAT (25)
Allocation Amt 346.30 100.00 3508160000000 - 5399.0009 -+ Add as Favaorite
5 OR % Q

= NetAllocation Amt ) 306.46
National Tax: ) 39.84
Regional Tax 5 0.00

Q, Search

Remove

Total Allocated: 3 346.30 100.00 o5 Set All to Default Accounting Code
Amount Remaining 5 0.00 0.00 o Additional Allocation(s): 1

Hote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

2. Enter comments in the Allocation Comment section. This is a required field. Give plenty of
detail. Include the names of clients for all restaurant charges.

Remove Allocation Comment

Lunch Meeting|—Jue Smith, Bob #
Brown, John White
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3. Inthe Accounting Code section, manually type in a code or click on the magnifying glass to
search for a code.

Accounting Code - Segment Name (Length)

PROJECT # 8 COST CAT (25)
|35081 60000000-5399.0009 = f:),

If you know the beginning digits of the code, you can type them in and then click on the
magnifying glass... this will narrow down your search.

For example, if you are coding to a capital project 1205752 you could enter those digits in the
Accounting Code box and then click the magnifying glass.

Accounting Code - Segment Name {Length)

PROJECT # & COST CAT (25)
[1205752] Q.

The Search & Select Valid Value window opens displaying all valid codes beginning with
1205752. Click the Select link beside the code you wish to use.

Select a valid value from the results list below.

Records 1 -9 of 9

PROJECT # & COST CAT Value Description
Select 1205752000000 -1932.0009 YH-EMDEngStudy&install - Consultants Lum

Select 1205752000000 -1951.0009 YK-EMDEngStudy&lnstalll - Transportation
Select 1205752000000 -1952.0009 YK-EMDEngStudy&installJF - Accomodation
Select 1205752000000 -1953.0009 YK-EMDEngStudy&lnstallJF - Meals

Select 1205752000000 -1961.0009 YH-EMDEngStudy&linstall - Equipment Renta
Select 1205752000000 - 1963.0009 YK-EMDEngStudy&lnstall - Construction Ca
Select 1205752000000 -1964.0009 YK-EMDEngStudy&installJF - Insurance
Select 1205752000000 - 1966.0009 YK-EMDEngStudy&lnstall - PermitsiLicense
Select 1205752000000 - 1968.0009 YK-EMDEngStudy&linstall - Freight - Other

Records 1 -9 of 8

== Back to Th Allocations
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You can also search by description.

For example, you can search for any allocation codes that contain the word EMD. Enter EMD in

the description field and select Search Type Contains. Click the Search button.

Transaction Detail
Search & Select Valid Value

Enter full or partial segment values, segment value descriptions, or leave blank to view all valid values. Then
click the "Search” button.

PROJECT # & COST CAT (25)

Value:
Description: | EMD
Search Type:

Display 25 = Values perpage

8]
3
@
[=3

5]
[,
@
[=3

8]
3
@
[=3

5]
[,
@
[=3

4]
B
@
[=3

5]
[2,
©
[=3

4]
B
@
[=3

5]
[2,
©
[=3

Reocords 1 - 25 of 37
Page: 1|2

PROJECT # 8 COST CAT

1205752000000 - 1932.0009
1205752000000 - 1951.0009
1205752000000 - 1952.0009
1205752000000 - 1953.0009
1205752000000 - 1961.0009
1205752000000 - 1963.0009
1205752000000 - 1964.0009
1205752000000 - 1966.0009
1205752000000 - 1968.0009
1365727000000 - 1953.0009
1365727000000 - 1964.0009
1365782000000 - 1953.0009

Select a valid value from the results list below.

Value Description

YK-EMDEngStudy&install - Consultants Lum
YK-EMDEngStudy&lnstall) - Transportation
YK-EMDEngStudy&lnstallJF - Accomodation
YH-EMDEngStudy&lnstallF - Meals
YH-EMDEngStudy&lnstall - Equipment Renta
YK-EMDEngStudy&lnstall - Construction Ca
YH-EMDEngStudy&lnstallJF - Insurance
YK-EMDEngStudy&lnstall - PermitsiLicense
YK-EMDEngStudy&lnstall - Freight - Other
Fast Start Conv. Inuvik EMD - Meals

Fast Start Conv. Inuvik EMD - Insurance
FuelPipUpg&RedntTnksRmvIEMD - Meals

If you need a code that is not available please email AccountSetupPcard@ntpc.com. It will

take between 24 and 72 hours for the requested code to appear in AccessOnline.

To.. AccountSetupPCard
Coo
Subject: new pecard account code

March 2012
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4. If you need to split the cost of a transaction click Add beside Additional Allocations. Additional
allocation lines will be added.

Split the dollar amounts manually or adjust the allocation percentage to let Access Online
calculate the amounts for you.

Enter comments and different account codes for each allocation.

Remove Allocation Comment Amount Alloc % Accounting Code - Segment Name (Length)

PROJECT # & COST CAT (25) Favorite

a Comment1 - Allocation Amt: $| 3463 R | 10.00 o 1205752000000 - 1932.0008 = Q Add as Favorite

~ Nt Allocation Amt g 63
National Tax: g;’iﬂ.ﬂﬂ
Regional Tax: g;’iﬂ.ﬂﬂ
[ |comment2 B Allocation Amt 5| 31167 or | 9000+ 1203051000000 1961.0009 =+Q Add as Favorite
- NetAllocation Amt s 27531
National Tax: $|W
Regional Tax: 3;’70.00

Q, Search

Total Allocated: $| 34630 | 100.00 o Set All to Default Accounting Code

Amount Remaining: 3| 000 | 000 IAddmonalNlocaﬁon(s): T I

Hote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

5. Click Save Allocations. If you leave this window without clicking this button all your changes will
be lost.

6. Click on the Summary tab and click Mark as Reviewed.

Summary r Tax and Allocations |
The Summary tab shows high-level transaction information.
To change the review status, click the "Mark as Reviewed” button.
To initiate a dispute, click the "Dispute” button.
Transaction Reference Information
Date: 2012-03-01 Billing Cycle: Open
Purchase ID: 29161280 Posting Date: 2012-03-01
Total Amount: 346.20 Reference Number: 74537882061000881119048
Memo Post: Yes Authorization Number: 056427
Regional Tax: 0.00 Extract Date(s)
Hational Tax: 0.00 Most Recent Standard
Freight: Financial Extract:
General Ledger Extract:
Merchant Payment Extract:
Name: MYFAX PROTUS IP SOLN
City, State/Province: 866-563-9212, ON Currency
Transaction Type: SALES DRAFT Billing Currency: Canadian Dollar
MCC Code: 5968 Source Currency: Canadian Dollar
MCC Description: CONTINUITY SUBSCRIPTION  Source Currency Amt: 34630
[ Dhtaricas Reviewed )
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7. Click Back to Transaction List at the bottom of the page to return to the Transaction List.

== Back to Transaction List

The transaction has now been reconciled. It will display ® for reviewed and @* for allocated.
You can return and modify your allocations at any time during the open billing cycle.

Select Sta@@s rans Posting Merchant City/State Amount Net Amount Mational Tax RegionalTax Detail € PurchaseID & Accounting Code
D at

» ® 301 03-01  MYFAXPROTUSIP SOLN B866-563-9212, ON  $346.30 5306 46 §30.84 soo0 @ 29161280 Multiple
02-16 02417  G.BSUPERIOR SOUNDLTD HAY RIVER, NT $157.45 $149.95 $7.50 s000 @ 3508160000000-5399.0009

8. Repeat for all transaction.

Printing your Statement

Once you have allocated and reviewed all your transactions, you must print your statement.

1. Inthe Card Account Summary select the Open billing cycle and click Print Account Activity.

Card Account Number: ===s=======5 0270, CHERYL J MCMEEKIN

» Trans

[-]1 Card Account Summary

Account Number: @ D270
Account Mame: CHERYL J MCMEEKIN

Billing Cycle Close Date; OPen - Print Account Activity

@ Open Account

NORTHWEST TERRITORIES
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2. Your statement will open as a pdf in a new window.

@ WebFOCUS Repert - Windows Internet Explorer

| & https://access.usbank.com/cpsAppl/AxolComReportServlet

Cardholder Activity

Mame: CHERYL J MCMEEKIN

Aocount Number:  “*~""DDIIE0CETD

Cyois End Date: Cpen

Tranc Dats Marohant Hams Trancsotion Tetal National Raglonal  Soures Curmenoy Currenoy Ameunt
Posting Date Chy, HaterProv.
[ Allcsation Amounts — > Assounting Cods Allzsation Comment
302-02-18 5.8 SUFERIOR. $167.45 $78 f088  CAD 157.82
SOUND LTD
020217 HAY RIVER, NT
F157.45 750 $0.00 3508150000000 - 52590003
0120301 MYFAX FROTUZ IF #2200 21980 $0.00  CAD 38530
SOLN
20120311 BEE-563-3212, ON
53453 F13 $0.00 1205753000000 - 15320003 Commenti
F31ET $3585 $000 3508160000000 - 53530003
Aotrity Totals Furohaces Paymants Mational Taxes Reglonal Taxss
§503.75 §E03.75 §ooo0 $47T34 §000
Name: Hignature:
Hama: Tignature:

Print your statement.
Sign your statement.

o v kW

March 2012

15

Attach all receipts and supporting documents.
Take to your manager or director for approval.
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