Texas Tech University Health Science Center El Paso

Travel Card Application Procedures

Travel Card Use Agreement Form

Before an online application with U.S. Bank can be submitted, the employee should review
and sign the Travel Card Use Agreement Form. The agreement form requires the signatures of
both the employee and the supervisor.

Send the signed agreement form to travelelp@ttuhsc.edu.

Online Travel CardApplication

After the completed Travel Card Use Agreement Form is received, the Travel Program
Administrator will initiate the application through U.S. Bank Access Online.

The applicant will receive two emails needed to start the process.

The first email includes a link to begin the cardholder setup. The link expires 14 days after you
receive it; therefore, it is recommended that you start the online application process
promptly.

From: U.5. Bank Access Online <cardholderaccountsetupi@access. ushank.com>
Sent: Wednesday, November 12, 2025 9:43 AM

To ’

Subject: Cardholder Setup Request

Click
Link for setup

before expiration

This automated EW&MJ&E you have been requested to begin the cardholder setup process.

Please click here to begin cardholder setup. The link is valid until 11/26/2025.

***This is a system-generated message. For assistance, do not reply to this email. Please contact your
Program Administrator. Thank you.***

The second email includes the required authorization code.

Note: The code in the email below is an example only; use the code you received via email.
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Froam: US. Bank SAooess Online <cardholdersocounlsstgpei@agc e gibiank oo
Sent: Wednesday, Bovember 12, 2025 S:43 AR
To:

Subdect= Cardhoddaer Setup Eepauest

Erter
Email Speacific

Authorization Code

T his. SUTarmatesd i as = el be saise woai haee beam reduiestiesd] 1o bag@in the cardhoalder St grocess,
Tha followiin hie authorization code that wWill allow Wil access o the site
Sh15a4

If wou enter the authoriration code moorrectly thiree imes, the lnk will be deactiwated.

=®2This is a system-gencrated message. For assstance, do mat reply o this email. Please contact youwr
Frogram Administrator. Thank you.=**=

Completing the Application
To complete the online application, follow these steps:

1. Enter the Authorization Code and click submit.

Account Setup Request
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2. Enter the following information for the Account Owner’s fields:
e Name- Last name, First name, and Middle Initial (optional)
e Social Security Number
e Personal Mailing Address (location the card will be mailed to)
e Phone numbers(s) — TTUHSC EP work number and personal cell phone number
e Email — use your ttuhsc.edu email address. Do not use a personal email account
e Optional 1 field — leave blank
e Optional 2 field - Employee ID (known as your R-number)

Note: Do not enter any comments in the Account Owner’s Information Comments field.

3. Enter the following information in the Legal Information fields:

e Name — Legal First and Last name
e Date of Birth



e Legal Residential Address — select “Use Mailing Address”.

Note: Do not enter any comments in the Legal Information Comments field.

4. Submit the application
e Once the online application is submitted, the Travel Program Administrator will
complete a final review and approve it at the HSC El Paso level and submit it to U.S.
Bank.
e Allow U.S. Bank up to 7 — 10 business days to review your application.

If you have questions or need additional information, contact the Travel Office at

travelelp@ttuhsc.edu.
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