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~ bank. 
U.S. Bank Rea l-T ime Payments (RTP• ) Questionnaire 

The purpose of this questionnaire is to gather the information necessary to implement your RTP 
Credit Transfer (CT) service. ?!ease complete the form in its entirety. Incomplete fomis may cause a 
delay in the setup process for the RTP CT se,vice you have requested 

The information li•led hotre cootain , your company inform Ilion. 

~:;,::;,ynam.: -~'C~"~• = ·~------------
City 

SinglePoint® real-time payments 
Quick start guide 

Save your organization time and money 
Real-time payments are accessible 24/7, unlike ACH or wire transfers, which means 
they’re always on and available. Payments up to $1 million post and settle in real time so 
not only can you fund your U.S. Bank commercial card program, you can use your cards 
immediately. Plus, reduced processing times and a lack of costly wire fees translates into 
real savings for your organization. 

This guide provides instructions to help your organization get started using real-time 
payments to fund your commercial card programs. 

Get started with real-time payments 
Enable real-time payments functionality in SinglePoint 1 

Find the unique ID(s) associated with your commercial card 4 

Send real-time payments to fund your commercial cards 6 

Enable real-time payments functionality in SinglePoint 
Download and complete the U.S. Bank Real-Time Payments Questionnaire and 
Payments Authorization Form 

Download the real-time payments 
questionnaire and payments authorization 
form. Complete and return both 
documents to your Treasury Management 
Representative. 

Remember, the standard real-time payment 
limit is $1 million. If your organization 
needs a limit above $1 million, use the 
Comments/Additional Information 
section to request a limit up to a 
maximum of $10 million. 

After submitting the forms, Treasury 
Management Client Integration will let 
you know when setup is complete. Setup 
typically takes up to five business days. 

Quick tip 
Account Number: 173103688185 

Routing & Transit Number (R/T): 091000022 

Reference Information: Unique ID 
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https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/Real-Time%20Payments%20Transmission/Real-Time%20Payments%20Request%20Packet/Real-Time%20Payments%20-%20RTP%20Questionnaire.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/Real-Time%20Payments%20Transmission/Real-Time%20Payments%20Request%20Packet/Real-Time%20Payments%20-%20RTP%20Questionnaire.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/ZZZ_Document%20Links/Payment%20Authorization%20Form%20(combined)/Payment%20Authorization%20form.docx
https://usbank.sharepoint.com/teams/GTMCISS/TMI%20DB%20Documents/ZZZ_Document%20Links/Payment%20Authorization%20Form%20(combined)/Payment%20Authorization%20form.docx


 

  

   

   

   
 

 

  
    

   

 

  
  

 

  

 

[!ljbank. Important! 
Learn More 

SinglePoint~ 

Information Reporting 

Positive Pay 

Real-Time Payments 

System AdmlnistratlOn 

Service Guide 

Help Wrth SingtePoint 

Customer Service 

Man1g1 UHr■ for RTPFTM1 

SinglePoint LaunchPoint 
Welcome to your customized LaunchPoint page. Ttli 
throughout SinglePoint with a task list and informatio 

D ~i~o;~~e;~~o~~~~~2BR~:~10:i~1~:;g;~ 
for $10.01 . This exceeds your threshold. 

D i~~o;~~e;~~o~~~~~2BR~~~10:1g,~=~~;~ 
for $10.10. This exceeds your threshold. 
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ToilSSignaccounts lhat lhisuserwilbeenbtledtoviewandpertormserviceson, dicklhecheckboxesnext tolhose 
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SinglePoint real-time payments: Quick start guide 

Enable real-time payments on selected accounts 
Once setup is complete, your System 
Administrator must enable real-time 
payments through SinglePoint. To do so, 
complete the following steps: 

1. Log in to SinglePoint. 

2. On the left-hand navigation, select 
System Administration. 

3. Find the user you wish to update, ensure 
Modify is selected in the Available 
Actions column and click Submit. 

4. No action needed on the Step 1 screen. 
Click Continue to Next Step at the 
bottom of the page. 

5. On the Step 2 screen, add entitlements 
for the user that are appropriate for their 
role. 

6. After completing or validating 
entitlements, click Continue to Next 
Step at the bottom of the page. 

7. On the Step 3 screen, ensure the user is 
entitled for accounts that they need to 
access. Accounts with the check mark 
next to them are entitled to that user. 

8. For each account that should be enabled 
on real-time payments, select the View/ 
Modify link on the right side of the table. 
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View/ Modify Account Services for User 
Identify wflidl seMces lhe user should be able to perform on this account Wilen you are finished, dick Save. Click 
Cancelil youdonotwishtochangeanyservicesforlhisuseronlhis account 

UserlO 
KAREN3 

External Messaging Services 

Ell Allowusertomanagelheirexternalmessagesoothlsaccounl 

Information Reporting Services 

Ell Allow user to access lnfonnation Repof1ing seivlces on this account 

~ AlloWuseftoaccessEmaNReportill!IServicesonthisaccount 

Positive Pay Services 

ElJA11owusertoaccessPosllivePay servlcesonlhlsaccounl 

Real-Time Payment Services 

D Allow user to access Real-nme Payment seJVices on this account 

VanlagePoint Services 

Ell Allow user to access VantagePoinl seivices on this account 

D Allow user to access Manage Transaciioos on this account 

li/1#6f.lR&ti-m 

--------

' Seve ttnd Close ' 

Cont/nu• ro Next Stap • 

_ Modify User: Payment Limits 

P:iyment L1m 1t Setup Step 4 

Al lleldsare 1equire<I 

Use<IO 
AMELIE1 

■ Real-Time Payments 

One-rmePa}'ment 

Request for Payment 

RequestlorRelumolFunds 

;;=100::'..ooo:;::;:'"====~I ~ 100.000.00 

;~100~·""- '"--~I ~100.000.00 

I 1 

I 1 

DailyCummulativaOne-TimePaymenls ~9.999,999,99999 I ~9,999,999,99999 I NIA 

Dai1yCummulativ8RaQ1Jest lorPa}'manls ~9,999,999,99999 I ~9,999,999,99999 I NIA 

I• 

Previe w and Sa ve 

SinglePoint real-time payments: Quick start guide 

9. On the View/Modify Account Services 
page, ensure the Real-Time Payment 
Services section is checked. 

10. Once the account level entitlement is 
validated, click Save and Close. 

11. Repeat steps 7 to 10 for each account 
that should have access to real-time 
payments. Once the accounts are set 
up, click Continue to Next Step at the 
top or bottom of the page. 

12. Review user level limits and ensure they 
are appropriate. 

13. Once completed, click Preview and 
Save to complete the setup. 
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Reporting --~· -- flQgra.m....M.ilm!g.e.m.e.nt ~ T ____ .. 

,,_ E<pfflse 
General program management activmes and These repons allow administrators io suppon - monitor company policy compliance system functionality --- Financial Management Global 

Reporting 
•Progr-
• f-M-1 ·--• T--c--

Monitorexpenditures, trackvariancesand 
manage account allocations 

.S..URRller Manag!llle.ill 
The~ llll)l.ltl~ ll lll!li:l!J'll ~Ul)plitl! 1e l<1Liu 11 ~hi~ , ·- supportsupplier negotiations, andmanage 

• u..-,-Rep,,1nq spandingbycalagory. :=~ • Com~g.e.m.e.nt 
,,:,.:":':"_: Estimate sales/use tax, track spending for 
..,.___ 1099{1057vendors, aodperformother 

regulatory reporting 

B,p~ 
VteW ancJ mamtam current sdle<lule<l reports 

l:.u>l.om..BoROI!> 
Create and configure custom reports 

Create a New Report Template 

Analvzespendif)!lforQlobal reports 

User Activity Audit ReRQOi.Og 
Captures user actions taken wIthm Access 
Onli11e in loi::1 ~lc:1 11ll<11LI 11.ll}Ul l 

Select a 'base report' data template and additional data template(s) (optional) from th€ 

a new report template. 

PRIMARY REPORT DATA 

0 Transaction 

Create a report based on transaction 
information. 

@Account 

Create a report based on account information 

0 Purchase Order 

Create a report based on order information 

0 Payment Instruction 

Create a report based on payment instruction 
information 

ADDITIONAL DATA 

SinglePoint real-time payments: Quick start guide 

Find the unique ID(s) associated with your commercial card 
Note: This step is critical. You must include your card program’s unique ID in order to 
correctly fund your commercial cards using real-time payments. 

1. Sign in to U.S. Bank Access® Online. 

2. From the Account Information page, 
select Flex Data Reporting under 
Reporting. 

3. Click Create a New Report Template 
and select Account. 
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Select Report Columns 

D Select All D Show Only Selected 

L.:.]Hierarch~ D Select All for Hierarchy 

D Account Hierarchy Position 

Include these Processing Hierarchy names in report 
D Select All D Processing Hierarchy Bank Name 

~ Account ID 

~ Account Number 

~ Account Unique ID 

111m ... 11111111 m:1111 I - ---- - --~---------------
F....-.,g-,.::..,1o$011nw$10rlh!IUdonlollMrepM 8clow t1r<>lhO<WahOl<l$you(ll<lCh)dtohllleron ro -...-lhor(>l.lnt,;trom !Mflcla,111o1·11r , 

selea, seaJdl&selKl,Of il lllhlcrneRilbOx(.S)IO<leMelhlr-.:,orlOUlpUI 

I AccOU111Hit<ardlyPo1ttion 

Account Name 
Acme Tr.rve l Card 
Acme Purchasing Card 

'ieITTJtvi'mrtmmr'lddMl!ll'l!I! 

H<lleldOwn1MCh1kO)<IOIMl«>~SOIOC"""' 

Accog:t Number 
""1234 
"6789 

Account ID 
"i23456789012 
~7890123456 

Account Unique ID 
1234567890123456 
4567890123456789 

SinglePoint real-time payments: Quick start guide 

4. Under Report Parameters, check the 
option for Account Unique ID. The 
Account ID and Account Number fields 
are automatically checked; you can 
uncheck the defaults or leave as is. 

5. Select Filter for Content from the tabs 
above. 

6. Enter your Account Hierarchy Positions 
and select Managing as the Account 
Type. Click Run Report. 

Use the Search for Position option if 
you do not know your account hierarchy 
information. 

7. Open the report that’s produced. The 
Account Unique ID(s) will be displayed 
within the report. If your organization 
has multiple managing accounts, there 
will be a separate unique ID for each 
managing account. 

For security purposes, the real-time 
payment process uses the unique ID 
value instead of the account number. The 
unique ID value will not change and can 
be used each time you make a real-time 
payment. 

If you are unable to find the unique ID 
value in Access Online, contact your 
Corporate Payment Systems Relationship 
Manager or Customer Service. 
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l11formalian Reporting 

Loclkbox - Imag e Looll 

Real-Time Payments 

tianl<. 
SmglePomtl!l 

ACH Addibonal Semces 

ACHOrigination 
Real-Time Payment Activity 

- '""'- " -'"-'"-" --- Below is a Lisi of yoor incomi119 and out!1()ing Real-Tme Payment and Requesl for Payment acti 
_ Cho_ ,_k '~" ~'""- '--- the f itter Rnuttsmenu, en1er one ormo,e parameten and ciickApply filten 

- '·~~·-""- "-' --- ~~y~ 
- '"'~= ~"~oo_ R~•-~ · ~- f11terResY"5 1' 

lssueManlenance 

PositiwPay 

Send Real-Time Payment 
To send a rea~time payment, selec1 and enler information in lhe fields and click Continue. 

* = required field 

Account Number - Account Name* Amount* 
I Select 

Other Party Information 

Name* Add from Add ress List 

Account Number'" 

Routing & Transit Number {RIT)" Search for Routing Number 

Address Une 2 

re~; -----------~ State ~ 
~-----------~[ Select v i l_l 

0 Save lo Ad dress Lisi [!] 

Additional Information 

Remittance Memo [!] 

Referen ce Information [11 

Electronic A<l dress Type l!l 
I Select v I 

E:lllmE!l!D 

Addit ional Information 

Remittan ce Memo [1] 

Reference Information [1] 

Electronic Address Type l!l 
I Selecl v I 

EmmlE!l!D 

SinglePoint real-time payments: Quick start guide 

Send real-time payments to fund your commercial cards 
How to send a real-time payment 

1. Log in to SinglePoint. 

2. Click Real-Time Payments in the left-
hand navigation. This will display the 
Real-Time Payment Activity page. 

3. Click the Send a real-time payment link. 

4. Select a funding account number from 
the Account Number – Account Name 
list. 

5. Enter an amount in the Amount field. 

6. Manually enter the required information 
in the Other Party Information section or 
click Add from Address List to choose a 
previous recipient. 

Required information: 

Name: U.S. Bank 

Account Number: 
173103688185 

Routing & Transit Number (R/T): 
091000022 

Click Search for Routing Number and 
enter at least three digits to search for a 
routing number. Check Save to Address 
List to save the U.S. Bank address for 
future use. 

Input the unique ID value into the 
Reference Information field. Your 
payment will not post correctly if the 
unique ID value is not included. 

You must include the full 16-digit unique 
ID with the leading zero. Failure to do so 
will result it posting errors. 

7. Click Continue. 

To return to the Real-Time Payment 
Activity page, click Cancel. 
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Real-TimePnymentAelivity 
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SinglePoint real-time payments: Quick start guide 

How to approve a payment 
1. Log in to SinglePoint. 

Note: The person that submitted the real-
time payment request can’t approve it. A 
different user must approve the payment. 

2. Click Real-Time Payments in the left-
hand navigation. This will display the 
Real-Time Payment Activity page. 

3. Within the Action column of the 
applicable transaction, click Approve. 

4. To approve the transmission click 
Approve. 

To return to the Real-Time Payment 
Activity page without approving the 
transaction, click Cancel. 

How to view real-time payment reports 
1. Log in to SinglePoint. 

2. Click View Payment Activity under 
Real-Time Payments in the left-hand 
navigation. This will display the Real-
Time Payment Activity page. 

3. Click Filter Results to expand filter 
options. Selections include amount 
ranges, incoming/outgoing, transaction 
type and status. After choosing your 
filters, click Apply Filters. 

4. If applicable, enter a Beginning Date and 
Ending Date. Click Search. 

Real-time payments post the following 
business day in Access Online but are 
available immediately for commercial card 
program use. 

©2023 U.S. Bank and SinglePoint are registered trademarks of U.S. Bank National Association. 
Deposit products offered by U.S. Bank National Association. Member FDIC. 
Products and services may be subject to credit approval. Eligibility requirements, restrictions and fees may apply. 
02-0096-04 (9/23) CAT-43131308 
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