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3.8 USE OF STATE OR OTHER GOVERNMENTAL ENTITY AWARDS

The County may purchase from State and other governmental entity contracts awarded for goods
and/or services required when the award specifically states this is permissible

The County may not, however, use the prices on a State or other governmental entity contract as a
means of negotiation with other vendors. Typically, the prices under these contracts have been
negotiated with the anticipation that the volume will be increased because other government
agencies having similar requirements will use them. These contracts are already in place and
utilizing them is a time-saving and normally cost-savings measure as they eliminate the
requirement for formal solicitation. Also, there are usually tightly negotiated terms and
conditions that prove to be beneficial for all governmental agencies.

When a particular commeodity/service is available on a State or other governmental contract, you
may purchase directly from the contract, referencing the contract or award number, at the price
negotiated by the state or other governmental entity. You may be able to negotiate your specific
requirements with the vendor under the terms and conditions of the original contract.

If you choose not to use these contracts to purchase the same goods or services, you must do a
separate County solicitation. If this option is taken, it is advised that you have a good estimate
that the prices resulting from your solicitation will be lower than what is on the award. If all
prices bid/proposed are higher than the State or other governmental entity award price, you may
not cancel the solicitation on that basis, and you must purchase from your award.

3.9 Usg or COUNTY-WIDE ANNUAL SERVICE AGREEMENTS

The best use of the taxpayers’ money is a key element in the procurement of goods and services
for the County. When County departments have requirements for similar goods and/or services,
and when it is in the best interest of all departments involved, cooperative procurement is a viable
and useful tool. Quantity and delivery discounts may realize a considerable savings for all
departments involved.

The Procurement & Contracts Department, for the benefit of the County, establishes Annual
County-wide Service Agreements for services each year. These agreements are advertised and
competed to insure the best overall price for the County. Since these agreements have been
compsted in an open market, County departments may place orders against these agreements
without having to obtain additional competitive quotes.

3.10 VisA PROCUREMENT CARD (P-CARD) PROGRAM

The EI Paso County procurement card may be used for small purchases in accordance with the
rules and regulations set forth in the Procurement Card Program Manual County departments
desiring to participate in this program should contact the Procurement & Contracts Department to
request approval to participate.
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Purchasing Card Policies & Procedures

Introduction

The purpose of the El Paso County (EPC) Purchasing Card Program is to establish a
County-wide purchasing card payment program that will streamline our cutrent systems.
The program is designed to: (1) expedite the purchase of daily operational items from a
vendor in ant amount not exceeding $1,000.00; (2) allow the purchase of items through the
use of e-procurement; and (3)teduce or eliminate the costs associated with many
administrative burdens associated with the processing of minor purchase orders.

The implementation of the purchasing card program does not change the Procurement
& Contracts Dept. policies and procedures or the Financial Services Dept. policies and
procedures.

This program will enable EPC to improve productivity, streamline its audit trail and
improve relationships with its suppliers. These benefits should be achieved without
sacrificing controls and management review of where County money is spent.

This document provides the guidelines, procedures and policies under which you may
utilize your purchasing card (P-Card). Please read this document carefully. Use this
document as a reference for questions you may have about the P-Card program. If you
have questions that this document does not answer, please call the P-Card Program
Administrator Sharon LeRoux in the Procurement & Contracts Department (520-6401).
If you have any questions about payment processing for the P-Card Program, please
contact Sharon Kortrey in the Financial Services Department (520-6466).

The P-Card is issued in your name and is the property of El Paso County. You may not
let anyone else use your card or card number. The card is to be used ONLY for County
purposes and ONLY for the vendors listed on the face of the card. EPC is responsible for
the official, authorized County purchases made with the card. Although the card is issued
in your name, its use does not affect your personal credit in any way. The expenditure of
County funds is a responsibility that cannot be taken Jightly. Please remember that you
are committing County funds each time you use the P-Card.

Recordkeeping is essential to ensure the success of this program. This is not an unusual
requirement--standard reimbursement policies require retention of receipts, etc. As with
any charge card, you MUST retain and submit original receipts for your purchases.
Therefore, it will be necessary that you immediately log each of your purchases into the
Department P-Card Master Transaction Log and place the Log Number from that P-Card
Master Transaction Log on the original receipt that is to be turned into your Department
Site Coordinator.

With any procurement process, there are risks. Risk is managed by establishing a
controlled process that has formal reviews and regular audits. The P-Card Program is a
controlled process with most of the responsibility for control placed at the card/account
holder level. All requests for cards are authorized by your Department Head or his/her
designee. Card usage will be audited and may be rescinded at any time. You are the only
person entitled to use your card, and you are accountable for all purchases made on
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that card, Willful violations of these procedures will result in fermination of your
employment.

An evaluation of the program will be made continuously, A key element in this
evaluation will be your feedback. Suggestions for improvement or change will be
valuable to the implementation team. Forward all suggestions to the P-Card Program
Administrator, Sharon LeRoux.

Sales Tax Number;

The tax-exempt number for EPC is on a sticker attached to your purchasing card. Please
give this tax number to vendors when making a purchase.

Special Note: Some vendors may require you to go to the Customer Service Desk for

an initial registration of your card and tax exempt information into their system. In
addition, they may issue you a store identification card for use with your P-Card.
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How to Request Issuance of a New Card

Step # | Action to be Taken

1 Department Head, or assign, issues written authorization memo to P-Card
Administrator requesting issuance of purchasing card to employee.

2 P-Card Administrator works with Site Coordinator to obtain employee
information for worksheet to be submitted to U.S. Bank for registration.

3 P-Card Administrator enters employee application information into U.S. Bank
Access Online to request a new account setup.

4 P-Card Administrator and Department Site Coordinator set mandatory training
date.

5 Site Coordinator advises employee of date and time of mandatoery training
session to be held in the Procurement & Contracis Dept., 27 E. Vermijo Street,
4" Floor.

6 Employee attends mandatory training session to overview all County policies
and procedures. P-Card Administrator obtains signature from employee of
acceptance of all conditions for issuance of the P-Card and copy of training
manual (Agreement to Accept the Visa Purchasing Card).

7 Employee also logs onto U.S. Bank Access Online to set up password and other

personal information for account. Employee calls U.S. Bank 800 number to
activate card. The training documentation for Cardholder initial log on is
included in Section 19.

Changes to Cardholder Account Information

Type of Change Action to be Taken
Name change, address change and Forward copy of change information to
password change can be completed by P- P-Card Administrator. Never change your

Cardholder in their Access Online account. | Cardholder billing statement address. The

original bill must always come to your
department administrative office.

Termination of County employment. Employee prepares a P-Card Account

Closing memo to Site Coordinator stating
reason for discontinuance of P-Card
Account. Site Coordinator forwards
completed memo and Cardholder’s P-Card
to P-Card Administrator. P-Card
Administrator closes account.
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Transaction Declined - Cardholder

Procedure:

1.

Contact Customer Service at U.S. Bank (1-800-344-5696). Ask why the transaction
was declined. In most cases, a declined transaction is due to the dollar amount or the
SIC (Standard Industrial Code) corporate blocks. In the case of a SIC block, as for the
Code (this will be a four-digit number).

Contact the P-Card Administrator with the following information:
Cardholder name

Transaction amount

Vendor name

Time of transaction

SIC (if applicable)

3. P-Card Administrator will contact vendor and ask the vendor to contact U.S. Bank
Customer Service Number: 1-800-344-5696.

Policy:

There is a forty-eight hour window in which we have to override this transaction decline.

The SIC code information is needed to prevent future transaction declines for the same
SIC.

There will be no manual overrides for transactions over the $1,000 per transaction limit.

Split purchases are not allowed.
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Lost or Stolen Card - Cardholder

Procedure:

1.

Tf you think your card has been lost or stolen or your account has been
compromised in any way, immediately call U.S. Bank: 1-800-344-5696. U.S.
Bank may ask you to FAX them a Lost or Stolen Card Notification form. The FAX
number is on the notification form on the next page.

2. Immediately notify your Site Coordinator and the P-Card Administrator that your
card has been lost or stolen. Send a copy of the notification form to your Site
Coordinator and the P-Card Administrator.

3.  The P-Card Administrator will cancel the existing card and work with U.S. Bank to
get a new card issued.

4,  The P-Card Administrator will notify Site Coordinator when new card arrives and
forward the new card to the Site Coordinator to give to the Cardholder. Site
Coordinator will have the Cardholder sign for the new card.

Policy:

Strict security of purchasing cards must be maintained. The card is County property and
should be secured just as you would secure your own personal credit cards. You must
immediately notify the P-Card Administrator if card security has been jeopardized.
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Purchasing Card Policics & Procedures '
Lost of Stolen Card Notification
CARD WAS: LOST

STOLEN
OTHER (Describe)

CARDHOLDER NAME:

DEPARTMENT/DIVISION:

ACCOUNT NUMBER:

DATE CALLED IN TO U.S. BANK:

Date:
Cardholder’s Signature
Faxto: U.S.Bank 1-701-461-4001
Sent copy to: P-Card Administrator
Date:
Send copy to: Site Coordinator Date:

Keep a copy for your records.

THIS FORM MUST BE SENT TO BANK WITHIN FIVE (5) DAYS OF PHONE
CALL TO REPORT A LOST OR STOLEN CARD.
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Purchasing Card Policies & Procedures -
Card Restrictions

Each Cardholder has resirictions based on the vendor, dollar amount per puichase and
dollar amount per month. The per item purchase limit is $1,000 per day per vendor. The
monthly purchasing limit is $10,600.

Cash refunds are not allowed.

Cards have been blocked against use with some non-business related establishments as
well as travel-type purchases by denying approval on certain SIC (Standard Industry
Codes.) (For example: cash advances, jewelry stotes, liquor stores, health clubs, etc.) If

you present the card to these vendors, the purchase will be declined.

If your purchase is declined and you feel the decline should not have occurred, please
contact your P-Card Administrator to determine why you were declined.

Purchasing items with your P-Card does not release you from following the County's
policies and procedures associated with the item.

Changing Card Restrictions

Procedure:

1. Fach card has been assigned an individual monthly credit limit. If, after you have
begun to use the program, you find that the limit is too low to accommodate your
monthly requirements, please contact the P-Card Administrator to ask for a re-
evaluation of your limit.

2. The P-Card Administrator will consult with the Finance Ditector and, if approved,
will finalize the increase with U.S. Bank and notify the Cardholder and the Site
Coordinator of the effective date of the increase.

Policy:

For some requests, the P-Card Administrator will consult with the Procurement
Department Director and the Finance Director.
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Purchase at a Store - Receipts

Procedure:

When you make a purchase at a store,
make sure the vendor is aware of the
fact that you are a Ceunty employee.
Give the vendor the County’s tax-
exempt number located on the front of
your P-Card. A copy of the tax
exempt certificate is contained in your
P-Card folder.

If you are tracking this purchase to a
work order number, write the work
order number on the receipt.

. Hand write the purchase information
on the Individual Transaction Sheet in
your P-Card folder.

. Retain the original receipt in your P-
Card folder or turn it into your
department finance section. These
original receipts must be submitted
with your original P-Card statement to
your Site Coordinator for
reconciliation purposes.

. All P-Card purchases must be entered
by the Cardholder into the
Department's P-Card Master
Transaction Log. Fill out all fields on
the master transaction record and save
the file.

In the upper right corner of the
original receipt, write in the
transaction number obtained from the
P-Card Master Transaction Record
spreadsheet.
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Procedure:

On or around the 27th of each month the
P.Card Administrator will download the
U.S. Bank activity report for the current
billing cycle and send it to the
Departments' Site Coordinators so that
they can begin reconciling monthly
charges. The billing cycle is the 26* of
the previous month through the 25" of
the next month.

Approximately 4 days after the activity
report is sent to your Site Coordinator,
you should receive your original
statement from U.S. Bank

You should once again check that your
transactions on the activity report and
your original U.S. Bank billing statement
match exactly, You have until the 10th
day o of the next month to reconcile your
file with your Site Coordinator and
finance section.

To prepare your reconciled billing for the
Site Coordinator, do the following:

(a) Match your original U.S. Bank billing
statement to all original receipts and your
entries in the Master Transaction Log and
your Individual Transaction Log.

(b) Attach all original receipts to your
[J.S. Bank billing statement in the order
they appear on the statement (usually
chronological order). Make sure the
Master Transaction Log number appears
in the right corner of the original receipt.
(c) Sign your original U.S. Bank billing
statement as evidence that you have

reconciled the statement, have attached all

original receipts and that all purchases

were made by you. If there is an item that

you dispute, highlight the item on the
billing statement and attach a copy of the
dispute form that was sent to U.S. Bank.

Page 9
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EPC Purclmsm‘5 o Card Proqram' -
Cardholder Dispute Form '

*Note: Disputes can also be addressed on the Access Online website.
NAME:

BUSINESS ADDRESS:

CITY/STATE/ZIP:

WORK PHONE: HOME PHONE:

ACCOUNT NUMBER:

SIGNATURE: DATE:

CREDIT NOT POSTED (ATTACH CREDIT SLIP)
DUPLICATE POSTING

ERRONEOUS AMOUNT (ATTACH SALES RECEIPT)
PHOTO REQUEST/ERRONEQOUS CHARGE

OTHER

DOLLAR AMOUNT

MERCHANT NAME/DESCRIPTION =~

DESCRIBE DISPUTE

SEND THIS FORM TO: P-»Card Aa'mtmstratzon, who will fux the farm to

U, S Bank Purchasmg Card R Customer Semce o
Atin: Purchasing Card Dlsputes s ToH F]ee I 80”344 5696 N '
Fax: 1:612:973:8596 PR e R e e T B
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Approved Vendors

A list of “approved vendors” for use with your card is listed on the top of your card. You
may not use vour card to purchase from anv other vendor.

Reports to Management

Summary reports will be created by the P-Card Administrator and distributed to the
Elected Officials, Department Directors and Managers at their request.

Ad hoc reports can be created using the current month's information or from another
reporting product for historical information. Reporting tools will be available to the P-
Card Administrator.

P-Card Program Measurements:

Statistical data:
o Comparison of the number of Purchase Orders to P-Card transactions
s Dollar value of P-Card transactions
e Number of cards and accounts opened/closed
¢ Number of vendors used

Narrative information about the program.

Narrative information collected from quarterly surveys with Card/Account Holders.

Page 11 09/10/04



Purchasing Card Policies & Procedures
Summary

Vendors are paid by U.S. Bank within three days of your business transaction. Please
indicate to vendors that they should not send an invoice, as an invoice could result in
duplicate payment.

The program is designed to be simple and easy to use, providing you the goods needed to
perform your job more quickly and with fewer steps to accomplish the task. There also
will be appropriate controls maintained to ensure the ongoing success of the program.

Please remember to exercise good judgment and act responsibly when using your card.
The card is issued in your name and all activity will be assumed to have been incurred by
you. Be sure to maintain your transaction file accurately and always retain your original
receipts.

Random audits will be conducted for both card activity and retention of original receipts.
Consequences, ranging from suspension of cards to termination of employment, will be
invoked for improper use of the program.

Your feedback regarding this program is important. We need to know if you have issues,
and we welcome suggestions for improvement.

Your use of this program in your daily business can help to make significant change in
eliminating a variety of costly manual transactions. It is another in a series of many

efforts to improve the way we conduct business.

If you have any questions about the program or need additional information, please
contact the P-Card Administrator, Sharon LeRoux, extension 6401.
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Purchasing Card Policies & Progedures

HOW TO REGISTER FOR ACCESS ONLINE INTERNET ACCESS TO CARDHOLDER
INFORMATION AND TRANSACTION MANAGEMENT

AccessOnline is a web-based electronic program that provides you with quick access to your
complete account information, enabling you to view your account activity and biffing statements
online in order to use the U S Bank AccessOniine services, you need to get registered

AccessOnline allows you to create your own User ID and Password and is easy to use The first
step you need to take before attempting to register online is to call U S. Bank at the number
provided on their enroliment letter and activate your card. Then, register online as foliows:

« Go to; hitps/faccess.usbhank.com and enter the Company short name
ENTER EPCPUR - no _exceptions
» Click on the “Register Online” link at the bottom of the log on area.

At the next screen, enter the following:

s 16-digit account number
ENTER THE NUMBER ON THE FACE OF THE CARD

+ Account Expiration Date
ENTER THE MONTH AND YEAR ON THE FACE OF THE CARD

» FIVE DIGIT ZiP/Postal Code for the billing address  Your billing statements will come directly
to your department location.
ENTER THE ZIP CODE FOR YOUR DEPARTMENT LOCATION

e Phone and Fax number format: No dashes, hyphens, parenthesis or spaces.
ENTER THE NUMBERS FOR YOUR DEPARTMENT LOCATION

« User ID's must be 7 to 12 characters in length and can be aipha and/or numeric. User ID's
must also be unique; try to think of a distinctive 1D (i.e_ if your name is John F Smith try the
User ID jofsmith3).
ENTER THE THREE-LETTER ACRONYM FOR YOUR DEPARTMENT AND YOUR LAST
NAME WITH NO SPACES, FOR EXAMPLE: fmdtalburt

« Passwords must be 8 to 20 characters in length, with at least one alpha and ohe numeric
character
CHOOSE A PASSWORD THAT IS EASY FOR YOU TO REMEMBER

o User Verification is used to authenticate your account if you forget your User ID or Password.
CHOOSE FROM THE DROP DOWN LIST AND ENTER THE INFORMATION FOR THAT
CHOICE.

When entering information in self-registration, if any of the entered information is not valid the
system returns an error message You have three attempts to correct the information If all
three attempts fail, the account with incorrect information will be locked out from self-
registration. You will need to contact U S. Bank Customer Service at 1-877-887-9260 to
unlock your account

Congratulations, you are now registered to enter AccessOnline. To maximize your online
experience, t would like to encourage you to check out the system’s web-based training
materials prior to utilizing AccessOnline. This highly intuitive web-based training
experience will help you get the most out of this new tool.

To access the U.S. Bank online training tools go to hitps://wbt.access.usbank.com and
enter the following password: mesa

Welcome to AccessOnline! if you have any questions, please call me at Ext 6401, or if you
are having trouble with your inltial registration, please call the U.S. Bank Customer Service
Desk at 1-877-887-9260,

Page 13 09/10/04



.

CARDHOLDER RECONCILIATION OF CHARGES

A. HOW TO REVIEW YOUR ACCOUNT INFORMATION

1 Log into AccessOnline: www.access usbank.com

2. Onthe left sidebar, click on Reporting, then select Financial Management.
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B. FINANCIAL MANAGEMENT

Under Financial Management, click on Full Transaction and Order Detail
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rchasing Card Policics & Procedures. .

C. FULL TRANSACTION AND ORDER DETAIL

1. Upper Screen: Select the Date (see below); use the default "All" for Matching Status
and Transactions Included: use the defaults "No” for Show Allocation and “All" for
Merchanis.

« In the Date area, click on one of the following’

« Cycle End Date Range- this is the closing date for the billing cycle, always the
25" day of the month. This report is not available for current purchases until the
pank has issued the statement for the month, so it could not be run until about
the 27" of the month. Use the 25" date, however, as that is the actual cycle end
date.

« Calendar Month Range

« Posting Date Range: Usually 24 hours to 48 hours after the transaction date.

« Transaction Date Range: date of purchase.
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Purchasing Card Policies & Procedures

2 Lower Screen. Do not fill in the Current Default Accounting Code, select the Sort
Report By fields for your needs; use the default Report Output of "PDF” and use the
Group Report By bank defaults, then select Run Report

[g] HHps: ﬂacce;s _ust}wvwma‘tpsﬁppljuﬁc merviel
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Below is a sample report  This report will only show your purchases. Review the
report to make sure your purchases are correct, especially to make sure that Sales
Tax has not been added to a purchase. It is your responsibility to contact a vendor
and have Sales Tax removed from a purchase [f there is a problem with a vendor
regarding Sales Tax, please contact the Program Administrator for assistance.

A Cardholder should review purchases at least weekly to ensure that all charges are
correct and that all purchases have been properly entered into the Department
Master Transaction Log Remember that purchases will be audited to ensure that all
purchases are entered into the Department Master Transaction Log within a

reasonable time of being made.
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‘come to AccessOnline . Page 1 of |

Personal | Business | fnst

tact Us Welcome to AccessOnline!
-gin
Please enter the information below and login te begin

Organlzation Short Name:

Forgot your password?

Regisier Online
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ONLINE REGISTRATION

Online Registration

The procedure on the following pages describes the online registration and login sleps for
cardholders To register entine in AccessOnline:

1. Open your web browser and navigate to AccessOniline (hitps//access.usbank.com) The
Login page displays You have two options for proceeding:

* |f your program is set up with online registration, then you can register your own
accounts and enter your own contact information

* |f your program is not set up with online registration, then your program administrator
has already registered you, and you can log in. (Refer to the Cardholder and
Program Administrafor Getting Started and Managing Personal information User
Guide for procedures on logging in )

NoTE:

Even If your program is set up to let you register your own accounts, you will see the login
fields. These fields will not, however, enable you to log in until you have completed tihe
online reglstration process

B Welcome to AccoessOnfined

sadrm By

FHELE W I atdn Ealine dnd kg & Bagin

Dizanuilinn Ehad ey

2. Click the Register Online link The Online Registration” Add Accounts screen displays
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ONLINE REGISTRATION

Online Registration
Add Accounts

To fnin AccessOnline you wil need a mundmum of one valid accounl number “Regislar This Account will
validale & single account “Addifienal Account witl allow multiple aceounts to bs included In the reglistration

pracess

* = requleed

Grganization Sh#ft Name:*

"‘“_'—""""_ 7

Accourd Number, * Acco»&y..w;ﬂgano i AccnuniZIp!ch)&'
[ 20 i [ 7

T AdHORATACCOT.

=<Backle Login

3. Type your organization short name (e.g., ACME) in the Qrganization Short Name field
The organization short name is a code that identifies your company in AccessOnline

4. Type your 16-dlgit account number in the Accourit Number fleld, without spaces or
dashes (s.g., 123456789123).

5. Select the month your account expires from the Account Expiration Date Month drop-
down list

6. Select the year your account expires from the Account Expiration Date Year drop-down
list

7. Type your account's billing address ZIP/postal code (e.g , 5§5406) in the Account
ZiP/Postal Coda field

Nore:

If you make a mistake in typing your information, then AccessOnline displays the following
error message: “Registration information is incorrect Please fry again or contact the Help
Desk at 877 887 9260 for assistance " If you receive this error message, check your entries
for formatting (e g., that you do not have spaces in your account number), correct the

information, and continue. If you are not able to continue, then contact the Help Desk for
assistance

If you do not complete a required field (designated with an asterisk on the screen), then
AccessOnline displays the following error message: “A required field has been left blank,
please complete " If you receive this error message, then chack the required fields and
complete the blank ones

8. You have two options for continuing with online reglistration:

a. If you have only one account to register, then click the Register This Account
button The Licensing Agreement page displays and you must view and respond to
the iicensing agresment.

®2003 U.S. Banoorp Cardfrofofer §



ONLINE REGISTRATION

DL R ‘ Forbnral § Rurdieer " il Y obot | Mz LT Bilrap

ACHIE Corporation

Licensing Agreement ' Loy Dunt

LA Mo
) Pieass road and accopt the Liconsing Agrasment i continue

AccessOnfine Terms of Service
§ ACHHNOWLEDGMENT AHD ACCEPTANCE OF TERMS OF ACCESSONUINE

ACcossOnling, owndd ang aporated by U6 Bank Natbnal Assoclalon [U S, Banic) 15 providad ta g
custemar undor the orms and conditfons of ths AccessOniie Terms of Senlce HATS) which incarporales by
refarghee any oporaling rutes of poficles thal may bo published by U8, Bank The ATE a0 it may hareafer by
amended or maditad without nalice. comprises the entirg agresment batweon Customor aad U S, Bank ang
SUpersedas ali pilor spreaments batweon the paries ragarding the sublect mater conlained horoin, By
logging or 1o AccassQnling and clicking the "1 Accopr bollor, your ors Inolenting Customer's agreement lo bie
bou uil o; 1o nd Han. 0 AT th b &t L] botig

The soction tlles Inthe ATS ste sclely used for the conventencs of the pardes and heve no fogal or contmclual
signiftcance

i oecino 3 i hcicit

b. Click the | Decline button to halt the online registration procass.

¢ Click the | Accept button to accept the terms of the licensing agresment and
continue. The Online Registration. Password and Contact Information screen
disptays (Skip to Step 9)

~Op-

a. [fyou have more than one account to register, then click the Additional Account
button Your already-registered accounts display as a list on the screen and the
Online Registration. Add Accounts screen refreshes with blank fields for you to use
1o register another account.

b. Repeat Steps 2-7 to register additional accounts.

Once you have typed the information for your final account, click the Register This
Account button. The Licensing Agreement page displays and you must view and
respond to the licensing agreement.

d. Click the | Decline button to halt the online registration process.

e. Click the | Accept button to accept the terms of the licensing agreement and
continue The Online Registration. Password and Contact Information screen
displays

©2003 U 8. Banhoorp Cardfyafider 7
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9. Type a user ID betwesn 7-12 alphanumeric characters in the User ID field
10. Type a password in the Password field

¢ Your password must be 8-20 alpha/numeric characters
¢ Your password must cortain at least one alpha and one numeric character
¢ You cannot reuse a password for 12 months

11. Confirm your new password by typing it a second time in the Re-enter New Password
field.

©2003 U 8. Bancorp Cardholder 8
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