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Presenter
Presentation Notes
Hello. I would like to take you through the cardholder functionality of the Access Online system.
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Common cardholder tasks in Access Online
Getting started tasks

Get started
• Activate card

• Register online

Set 
preferences

• Manage passwords

• Review contact information

• Set up account alerts

• Set up email notifications

On-going tasks

Manage 
transactions

• View transactions

• Submit disputes or fraud

• Allocate, reallocate

• Attach documents

• Approve transactions

• Run a transaction detail report

Manage 
account

• View account info

• View a statement

• Make a payment

• Use the mobile app

• Locate resources

Presenter
Presentation Notes
Here are some common cardholder tasks in Access Online, which is the online banking system you will use to view information about your card.

To get started, you need to activate your card so you can use it and register online to create your user ID and password so you can log into Access Online.

When you first log in, it’s a good idea to check out where you can set your preferences. Through the Profile menu, you can manage passwords, review contact information and set up account alerts and email notifications.

Then, as you begin to use your card, you will manage transactions. You can view your transactions, submitting and disputes or fraud as needed.

And you will manage your account. You can view your account information and your statement. You can make a payment for an individually billed account.

And, Access Online has both a web application and a mobile app.

We will talk about all of these processes.

Next Slide
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Get started

• Activate your card

• Register online

Presenter
Presentation Notes
To get started, you will activate your card and register online.

Next Slide
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Activate your card
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Activate your card

There are two options to activate a card:

• Click the link on the Access Online login page 

(Browser search for Access Online)

• Call the phone number on the back of the card 

(1-800-344-5696)

Presenter
Presentation Notes
There are two options to activate your card. 
You can click the link on the Access Online login page.
Or you can call the phone number on the back of the card.
A sticker on the card provides the Access Online link, or you can do an internet browser search. It also provides the phone number.

Next screen
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Activate card online process

Information needed:

• 16-digit account number

• Expiration date

• Last four digits of the work phone number 

on your card account
Click Activate Your Card.

https://www.access.usbank.com/

Presenter
Presentation Notes
Here is the login page for Access Online. To activate your card, click the Activate Your Card link near the bottom of the screen.

Next screen

Facilitator note: Access Online links
https://www.access.usbank.com/

https://www.access-online.com/
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Enter card information

Enter your card number, expiration date and last four digits 

of the work phone number that is on your card account in 

Access Online. Then click Submit.

Presenter
Presentation Notes
Type your 16-digit account number.
Specify the expiration date.
Specify the last four digits of your work telephone number that is listed on your cardholder account in Access Online. Note that the last four digits of your work telephone number are not considered a PIN.
Then click Submit

Next screen
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Receive passcode from email

Check your email (email address that is on your card 

account in Access Online) for two emails.

Presenter
Presentation Notes
Wait for two email messages to arrive.
Open the first email. Click the here link.
Open the second email. Copy the passcode. The passcode is a temporary passcode that you use only one time during card activation. The passcode also is not your PIN.

Next screen
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Enter the passcode

Enter the passcode from your email 

and click Submit.

Enter a PIN and click Set PIN. Click Log in.

Presenter
Presentation Notes
Paste the passcode. The passcode is valid to use for 20 minutes. If this time lapses, begin the process again. 
Then click Submit.

Then specify a 4-digit PIN two times. Your PIN cannot be all zeros.
And click Set PIN.
The system displays a message that your card is now activated and can be used for purchases.
Click Log in if you want to log into Access Online.

Next screen
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Activate card over the phone process
Call the number on the back of your card.

1. Enter 16-digit account number

2. Enter 5-digit zip

3. Press 1 to activate account 

4. Enter 4-digit activation code, or last four of SSN, or last four of 

employee id

5. Enter phone with area code to update records

6. Press 1 or 2 to accept or decline terms to be sent messages 

on your phone. 

7. Enter and confirm 4-digit PIN

Presenter
Presentation Notes
Optionally, you can activate your card over the phone. Call the number on the back of your card.
Enter 16-digit account number
Enter the 5-digit zip that is listed on the account in Access Online
Press 1 to activate your account 
Enter the 4-digit activation code, or last four of Social Security Number, or last four of employee id. This is what is located in the Social Security Number field of the account in Access Online.
Enter your phone number with area code to update the records.
Press 1 or 2 to accept or decline terms to be sent messages on your phone. 
Then enter and confirm a 4-digit PIN.

Activating your card makes it ready for you to use.

Next screen
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Register online – create your user ID and password for system 
access

Click Register Online.

Presenter
Presentation Notes
You will also want to register online. This creates your user ID and password so that you can log into Access Online.

On the login screen, click Register Online near the bottom of the screen.

Next screen

Facilitator notes: Access Online links
U.S. Bank
https://www.access.usbank.com/
Elan
https://www.access-online.com/

Next Slide
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Enter account information

Enter your Organization Short Name, 16-digit account 

number and expiration date.

Click Send a Code.

Presenter
Presentation Notes
Enter your Organization Short Name, which is an abbreviation of the name of your organization. Enter the Account Number from the card and the Account Expiration Date.

Then, click Register This Account.

Next Slide
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Enter one-time passcode

Enter the passcode and click Continue.

Go to your email to find the passcode.

Presenter
Presentation Notes
A one time passcode goes to the email address on the account. So go to your email and copy the one-time passcode. Enter it on the Passcode screen.

Next slide.
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Read and accept the licensing agreement

Read the agreement and click I Accept.

If you select I Decline, the system stops the online registration process.

Presenter
Presentation Notes
Review the Licensing Agreement and click the I Accept button to proceed with the online registration process. 

If you select I Decline button, the system stops the online registration process.

Next Slide
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Create your user ID and password

Type your User ID. Your organization may 

have a preferred format.

Type your new password/password phrase two times.

Click the i icon for password/password word phrase 

requirements.

Presenter
Presentation Notes
Type in your own User ID and password. 

Passwords are case sensitive. Click the information icon to display the requirements. 

Then scroll down the screen.

Next Slide
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Enter authentication questions and answers

Select questions and specify answers. These questions and 

answers are used when you log in, if you forget your 

password/password phrase. 

Presenter
Presentation Notes
Next, select three authentication questions and type the answers in the response fields. These will be used for added security and when you click the forgot password link to reset a forgotten password.

Scroll down.
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Enter your contact information

Click Continue.

Specify your work contact information. 

Required fields have red asterisks.

Presenter
Presentation Notes
And enter your contact information.  

Click the Continue button to complete the process.

Next Slide
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Enroll in enhanced security preferences

Follow the prompts to specify your preferences. The options 

depend on your organization’s configuration.

If your organization uses single-sign on to Access Online from a 

different system, you do not see the Enhanced Security 

Authentication screen.

Presenter
Presentation Notes
You will also enroll in enhanced security, which is the one-time passcode process. You can choose to have the passcode delivered by text or email.

Click Continue.
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Now you are logged in

Your Dashboard displays when you are done. 

Presenter
Presentation Notes
Once you register online, you will get logged in and be on the Access Online dashboard screen.

Next Slide
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Log into Access Online

If you don’t remember your password/password phrase, 

click the Forgot your password link.

Type your organization short name, your user ID, and 

your password/password phrase.

Click Login. 

Presenter
Presentation Notes
Note that a program administrator in your organization also has the ability to create a user ID and password for you. So if they did that process, then you do not need to register online.

So, whenever you want to log into Access Online, you will enter your organization shortname and then the user ID and password you created when you registered online or that your program administrator created for you.

If you forget your password, click Forgot your password, and the system asks your authentication questions and allows you to reset your password.

Click Login.

Next slide
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Cardholder dashboard
View Access Online in English or Canadian French 

based on your browser setting.

You may be able to use quick links to 

go to common tasks.

You may be able to view account summary 

information, including account information, current 

balance, and recent transactions.

Presenter
Presentation Notes
And we are on the cardholder dashboard screen.

Your cardholder account information displays, including account status, current balance, credit limit and available credit. The last ten transactions display at the bottom of the page.  

Use quick links to navigate to frequently done tasks such as viewing your statement or transactions.

The Menu has links to all tasks and functions. 

Next Slide
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Pay this account

f you have an individually billed cardholder account, a section 

displays your statement balance with a button to view the 

statement, the billing cycle close date, payment due date and a 

button to make a payment for the account.

Presenter
Presentation Notes
If you have an individually billed cardholder account, a section displays your statement balance with a button to view the statement, the billing cycle close date, payment due date and a button to make a payment for the account.

Next Slide
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Switch accounts

If you have more than one account, use the 

Switch Account menu to select a different 

account to display on the dashboard. 

Presenter
Presentation Notes
If you have more than one account, use the Switch Account menu to select a different account to display on the dashboard. 

Next Slide
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Guides

Open the guide button for a link to the technical 

user guide for Access Online.

Presenter
Presentation Notes
Many pages have a Guide button at the top of the page. Click it to find more information about the functionality of that page.

Next Slide
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System timeout

The system times out after 15 minutes of 

inactivity. Click Stay logged in to keep the system 

open.

Presenter
Presentation Notes
Access Online automatically logs you out after 15 minutes of no clicking activity. Here is an example of the pop-up box asking if you wish to Log out or Stay logged in.

Next Slide
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Browser back and next – do not use
Avoid using the browser back and next buttons, or 

you might get kicked out of the system and need 

to log in again.

Presenter
Presentation Notes
When you are using the system, and you need to back up to a previous page, do NOT use the back and next arrows for your internet browser. Instead, use the internal navigation menu, links and buttons.

Using the browser back and next may log you out of Access Online.  If this does occur, simply log back in.

Next Slide
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Navigation menu

The Menu has links to all 

tasks and functions. 

Presenter
Presentation Notes
The navigation menu displays at the top, and it displays persistently on most screens within the system. 
Next Slide




29

Navigation menu on reactive screen
The menu changes to a hamburger menu 

on a smaller screen.

Presenter
Presentation Notes
The menu is reactive, so if you view Access Online on a smaller screen, the menu turns into a hamburger menu that opens on the left side of the screen. 

Next Slide
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Set preferences

• Manage passwords

• Review contact information

• Set up account alerts

• Set up email notifications

• Set up accounting code favorites

Presenter
Presentation Notes
The Profile menu lets you change your password, authentication and passcode preference and view and update your contact information. You can also set up and change text and email alerts as well as email notifications for your account.

Let’s take a quick look at these functions.

Next Slide
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Manage your password and authentication questions

Open the Profile menu, select User 

settings and then Login information.

Presenter
Presentation Notes
Here is how you can change your password or authentication questions.
Open the Profile menu. Select User settings. Click Login information 

Next Slide
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Manage login information

Enter your current password and a new 

one and confirm it.

Presenter
Presentation Notes
The Manage Login Information screen displays. You can change your password on this screen.

Next Slide
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Change authentication questions

Change your authentication questions and 

answers.

Click Save.

Presenter
Presentation Notes
Or change your authentication questions.

Next Slide
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Enhanced security

Change where one-time passcodes go

Open the Profile menu, select User settings 

and then Enhanced security.

Presenter
Presentation Notes
If you want to change where one-time passcodes go, open the Profile menu. Select User settings. Click Enhanced security.

Next Slide
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Enhanced security – update preferences

Change back and forth between email and 

text passcodes.

Presenter
Presentation Notes
The Enhanced Security Preferences screen displays. Enhanced security is all about the one-time passcode. Change your preferences for text or email here.

Next Slide
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Update your contact information

Open the Profile menu, select User settings 

and then Contact information.

Presenter
Presentation Notes
Open the Profile menu. Select User settings. 

And select Contact information.

Next Slide




37

Contact information

Update your user profile information and 

save your changes.

Presenter
Presentation Notes
The My Personal Information, Change Your Contact Information screen displays.

Your User ID Address displays at the top of the screen. Update any fields and click on Save User Address.

Next Slide
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Contact information – Cardholder Account Address

Update your cardholder account contact 

information and save your changes. If you 

cannot edit these fields, contact your 

organization’s program administrator to 

make changes.

This is the address and zip code you need to 

use as the billing address when making 

purchases.

Presenter
Presentation Notes
Scroll down the screen to the Cardholder Account Address. This is the address associated with your cardholder account. If the fields are not editable, contact your Program Administrator to make changes.

This address is used as the billing address for making purchases. The zip code is used for purchases as well, such as at a fuel pump. This information is also used by customer service for verification.

It’s important to keep this information updated so that when your card expires, the new one goes to the right address.

Next Slide
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Set up email or text alerts

Open the Profile menu, select Notifications 

and then Account alerts.

Presenter
Presentation Notes
You can also use the Profile menu to set up account alerts and notifications. Let’s talk about these.

Open the Profile menu, select Notifications and then Account alerts.

Next Slide
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Enter email and mobile number

Specify your email address and or mobile number.

Select the account and or language.

Review the Terms and Conditions. Select 

the I have read and agree checkbox.

Presenter
Presentation Notes
The Account alerts screen displays.

Enter your email address and mobile phone number.  

Review the terms and conditions and select that you have read them.

Select the account for the alerts if you have more than one. Select the language for the alerts.

Next Slide
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Select the fraud alert

Specify if you want to get email/or text alerts.

Click Save.

Select Fraud

Presenter
Presentation Notes
Select the alert type from the menu at the left. Here we have selected Fraud. This sends an alert when suspicious activity is detected on the account. Select whether you want an email, text or both.
Be sure to save your selections.

Next Slide
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Select event alert options

On the Event Alerts tab, select which 

alerts you want to get.

Presenter
Presentation Notes
Here we have selected Event Alerts and see a list of options. Event Alerts let you know when a change has occurred on your card such as a credit limit is changed, payment is made or personal information or PIN is changed. You can also get a daily account balance.

Next Slide
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Purchase alerts

On the Purchase Alerts tab, select which 

purchase alerts you want to get and specify 

any parameters.

Presenter
Presentation Notes
Here we have selected Purchase alerts, which let you know about the activity on your card such as when a purchase is declined or when a purchase exceeds a specified amount. When you scroll down there are more.

Next Slide
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Additional purchase alerts

On the Purchase Alerts tab, select which 

purchase alerts you want to get and specify 

any parameters.

Click Save.

Presenter
Presentation Notes
Here we can see additional options. You can be alerted when your account balance or available credit is a specified amount and for purchases made by mail, phone or internet, as well as purchases made at a particular merchant type.

Be sure to Save.

Next Slide
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Location alerts

On the Location tab, select which alerts you 

want to get and specify any parameters.

Click Save. When you first sign up, you get a text or email that you 

need to confirm within 72 hours.

Presenter
Presentation Notes
Here we have selected Location alerts, which let you know when a transaction is made outside of a particular area.

Select email or text alerts, and don’t forget to click Save.

Next Slide
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Set up email notifications

Open the Profile menu, select Notifications and 

then Email notifications.

Presenter
Presentation Notes
We are back on the Dashboard screen.

There are also notifications that are only available by email. 

Open the Profile menu, select Notifications and then Email notifications.

Next Slide
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Email notifications

Make sure your email address 

is correct. 

Select the language for the 

emails.

Select which email 

notifications you want to get, 

and specify any parameters, 

such as day of the week.

Presenter
Presentation Notes
The Email Notification screen displays.

Select email notifications such as for disputes, password expiration or for when there are transactions pending approval or rejected transactions.

Next Slide
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Statement notifications

Select the button in the Statement column 

to receive an email when your statement is 

available for viewing.

Cardholders are automatically signed up to 

get statement notifications. Statements 

generate the evening of your cycle date 

and are available the next day for you to 

view in Access Online.

Click Save.

Presenter
Presentation Notes
Scroll down to the Account Notifications area.

Here you can select to receive statement notifications for cardholder or managing accounts.

Note that cardholder accounts are all automatically set up to receive an email notification when your statement is ready for you to view in Access Online. A statement generates for your account when you have charges for that cycle. It generates on the evening of your cycle date, or the next business date if the cycle date falls on a weekend or holiday.

Don’t forget to click Save.

Next Slide
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Manage account access

Open the Profile menu, select Account and then 

Manage account access.

Presenter
Presentation Notes
We are back on the Dashboard screen.

The Profile menu also lets you view and manage your account access.

Open the Profile menu, click Account and select Manage account access.

Next Slide
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Account access information

Click Add Accounts.

Review the current accounts tied to your user ID.

Presenter
Presentation Notes
The Manage account access screen displays.

Take a look to see what Functional Entitlement Group(s), also known as (FEGs) are assigned to you.  These control the links, buttons and functions you can use in the system.

The screen lists the accounts assigned on your user profile. You can view and manage information about these accounts in the system.

If you have an account in your name that does not display here, click Add Accounts and add it. The account has to have your email address listed on it so the system can send you a one-time passcode for the setup process.


Next Slide
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Hierarchies

Most of the time cardholders do NOT have hierarchies on their 

user profile. It is mostly used for program administrators and 

approvers.

If you do have hierarchies, you can select a favorite here. The 

system then default displays your favorite in some screens such 

as reporting.

Presenter
Presentation Notes
Most of the time cardholders do NOT have hierarchies on their user profile. It is mostly used for program administrators and approvers.

If you have hierarchies assigned to your user profile, then you can view all the cardholder accounts associated to that hierarchy. The Hierarchy area here displays the hierarchies assigned to your user profile. If you do have hierarchies, you can select a favorite here. The system then default displays your favorite in some screens such as reporting.


Next Slide
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Set up accounting code favorites

Open the Profile menu, select Account and then 

Accounting code favorites.

Presenter
Presentation Notes
We are back on the Dashboard screen.

The Profile menu also lets you view and set up accounting code favorites for allocating and reallocating in Transaction Management.

Open the Profile menu, click Account and select Accounting code favorites.

Next Slide
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Add accounting code favorites

Type the number of accounting code favorites you want to 

set up and click Add. You can save up to 25 favorites.

Presenter
Presentation Notes
My Personal Information: Accounting Code Favorites

Instructions
Type the number of accounting code favorites to add.
Click the Add button. 
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Enter and save accounting code favorites

Specify the name, 

status and codes. 
Click a Magnifying Glass icon to search and 

select a code (if available).

Click Save.

Presenter
Presentation Notes
My Personal Information: Accounting Code Favorites

Instructions
Type a name for your favorite. 
Select the status.
Specify the codes. If your organization has valid values lists in place, then you can click a Magnifying Glass icon to search and select a value.
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Manage transactions

• View transactions

• Submit disputes or fraud

• Allocate, reallocate

• Attach documents

• Approve transactions

• Run a Transaction Detail report

Presenter
Presentation Notes
Now let’s look at how to manage transactions. You can view them in the system and submit disputes or fraud claims if necessary.

Next Slide
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View transactions
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Cardholder dashboard 

transaction options

View last 10 transactions 

that posted.

Navigate quickly to your 

transactions.

Presenter
Presentation Notes
On the cardholder dashboard, your last 10 posted transactions display at the bottom of the screen.

You can use quick links to navigate to your last cycle or open transactions. 

NEXT SLIDE
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Navigate to Transaction Management

Select the product. 

If you have more than one type of 

card, the product name will appear 

in the drop-down list.

Presenter
Presentation Notes
If you have multiple card types, when you open the Transactions menu, you need to look under the card type, such as Purchasing Card or Corporate Card, which are usually travel cards, or One Card. Then select the Transaction list link under the card type. That opens a menu where you can then select All transactions.

NEXT SLIDE
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Search for the cardholder account

%

If you have access to more than one account, you need to search 

for and select the account you want to view.

Type % in the Last Name field to pull up all accounts you can 

access.

Presenter
Presentation Notes
First you will use the search criteria to locate the card account you want to view on the Cardholder Account Search screen.

We will put the % sign in the Last Name field for a wild card to search for all cardholder accounts.

Next Slide
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Select the account

Click to select the account.

Presenter
Presentation Notes
From the list of card accounts that display at the bottom of the screen, click the link for the account you would like to view.
Next Slide
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Transaction list
Three main sections:

• Card account summary

• Search criteria

• Transaction list

Presenter
Presentation Notes
The Card Account Summary with Transaction List displays.
There are three main sections: the Card Account Summary, the Search Criteria, and the Transaction List.
Note that you can use your browser zoom in and out feature to see more of the page or to zoom in closer to view small print.
Let’s zoom in on each section for a closer look.

Next Slide
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Select the billing cycle close date

The billing cycle close date defaults to 

OPEN, use the drop-down menu to select a 

closed cycle and click Search. 

Presenter
Presentation Notes
Here is the Card Account Summary section.

It displays high level information about the card account, including the total number and dollar amount of transactions on the card. 

The billing cycle close date defaults to the OPEN cycle, but you can choose a different cycle date and click Search. The transactions for the selected cycle display in the Transaction List area below. 

There are up to 12 cycles of transactions a cardholder can view as well as the open cycle. 

Next Slide
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Filter the list using search

Use the Display drop-down to 

expand your transaction list to more 

than 25 results. 

If you choose Pending, transactions will “fall 

off” your list as they’re approved. 

Click Advanced Search for more fields to 

use as search criteria.

Presenter
Presentation Notes
Here is the search criteria area. 
You can filter the transaction list or search for a transaction by amount, purchase ID, approval status, pull back eligibility, order match status, dispute or reallocated transactions. Notice also that there is an Advanced Search link that gives you more search criteria options.

The transaction list displays 25 transactions on a page. If you want to display more, select the drop down menu and choose a different option, up to 200 transactions. 

Next Slide




64

Transaction list section

Transaction list notes:

• Look for page indicators on the top and bottom left of the list

• Column header links will sort the list, transaction row links display transaction detail

• A symbols legend and action buttons for multi-transaction tasks display below the list

• Transactions are retained in Access Online for 12 months plus the current billing cycle

Click a column header link to sort 

the transaction list.

Click a link to  view additional detail.

Use the checkboxes to select one, or 

more, transactions.

Note the buttons for completing different transaction management tasks, such as 

reviewing, approving, and reallocating.

Presenter
Presentation Notes
Last section is the Transaction List. 
Starting at the top of the Transaction List are the Records. This tells a cardholder how many transactions are on each page and provides links to additional pages. 
The column headers are sortable by clicking on the blue links to sort the order of the list. 
There are columns with additional links like the Approval Status, Transaction Date and the Accounting Code column. 
There are lots of symbols on the Transaction List, so there is a symbol legend at the bottom.
Lastly, there are blue buttons on the bottom of the Transaction List so that you can select multiple transactions and complete a task for all those transactions at one time. The buttons you use and the tasks you do are determined by your organization. For example, some organizations want cardholders to allocate transactions to accounting codes, attach receipts and approve transactions.

If you want to see additional information about the transaction, click on the Transaction Date link.

Next Slide
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View the transaction details

These tabs give additional information 

about the transaction.

Presenter
Presentation Notes
Access Online opens the Transaction Detail screen that has a summary at the top and a series of tabs.

You can use these tabs to view the details about the transaction, as well as, to complete transaction management tasks. You see the tabs chosen for display by your organization.

The link you select on the Transaction List determines which tab you land on. For example, the Transaction Date lands you on the Summary tab. The Approval Status link lands you on the Approval History tab. The Allocations or Accounting Code link takes you to the Allocations tab.
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Transaction detail tabs
• Summary tab provides details and merchant information.

• Match tab for orders matched to transactions (if using Order 

Management) or for payment instructions or requests (if using 

Virtual Pay)

• Allocations tab lets you add accounting codes.

• User Line Items tab or Transaction Line Items tab may display 

item detail if transmitted by the merchant as Level 3 data

• Comments tab will also display any comment history

• Approval History tab displays approvals and rejections with 

reason codes and user ids

• Custom Fields or Client Data tabs may display if used by your 

organization

Presenter
Presentation Notes
Explore the tabs your organization has chosen to use.

The Summary tab displays transaction details and merchant information.
The Match tab is for orders matched to transactions if you are using Order Management, or for payment instructions or payment requests if you are using Virtual Pay.
The Allocations tab lets you add accounting codes for the transaction.
The Transaction Line Items and User Line Items tabs display line item detail of what was included in the transaction.
The Comments tab displays any comment history.
The Approval History tab displays approvals and rejections as well as the user IDs of people completing actions.
And, Custom Fields or Client Data tabs may display if used by your organization for entering more information about the transaction.

So that is how you view transactions.


Next slide
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Submit disputes or fraud



68

Dispute a transaction

To dispute a transaction, click on the 

Transaction Date hyperlink. 

As a best practice, cardholders should contact the 

vendor for resolution BEFORE using Access Online 

to dispute the transaction. 

Presenter
Presentation Notes
Let’s talk for a few minutes about disputes. A dispute is when you have some type of disagreement with a merchant about a transaction.

As a best practice, contact the merchant to see if they will resolve the issue for you, such as provide a credit.

If the merchant doesn’t respond, you can ask for the bank to assist. You can call the number on the back of the card to dispute, or you can use Access Online to dispute the transaction. 

To dispute a transaction, click on the Transaction Date

Next Slide
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Click the Dispute button

Click the Dispute button. 

• You’ll be taken to Transaction Details.

• In the Summary tab of the transaction that 

needs to be disputed, scroll to the bottom.

Presenter
Presentation Notes
We are on the Transaction Detail screen, Summary tab. 

Review the details of the transaction here, including the date, amount and merchant information.

Scroll down and click Dispute.

Next Slide
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Select a dispute reason Depending on your agency, you may have your 

own internal process for approving disputed 

transaction. Check internally if there is a special 

process for your disputed transaction. 

Presenter
Presentation Notes
The Transaction Management, Select a Dispute Reason screen displays.

The top of the screen reminds you of the difference between fraud and a dispute.

Fraud means that a third party made unauthorized use of the card. For fraud, you should contact Customer Service immediately. You can use the number on the back of the card, or the contact number in Access Online.

On the other hand, disputes are when there is a disagreement with the merchant. 

Depending on your agency, you may have your own internal process for approving disputed transaction.  Check internally if there is a special process for disputed transactions. 
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Dispute reason

Choose a reason from 

the menu.

Click Select.

Look to see if the dispute requires 

additional information. 

Presenter
Presentation Notes
Scrolling down the page, you see a list of dispute reasons. 

I am showing only a fraction of the different disputes that a cardholder can choose from. Be sure to look to the right side of the screen to see if any additional documentation is needed for that type of dispute.

Select the radio button that best matches the reason for your dispute and then click the Select button.


Next Slide
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Complete the dispute form

Complete ALL required fields, add any supporting information 

in the comments.

Click the Continue button. 

Each dispute reason will instruct you on what is 

required to fill out and/or attach. 

Presenter
Presentation Notes
The online dispute form displays.

Depending on which dispute reason you select, you may need to specify more information. 

All required fields have red asterisks. Specify the additional information, add comments, and then click the Continue button.

If you need to fax or mail some documentation to the bank, open the Need help menu and select Contact us to find fax numbers and the mailing address.


Next Slide
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View the dispute icon in the Status column

A Dispute icon (Circled D) will 

appear next to the transaction in 

the Transaction List.

Presenter
Presentation Notes
Access Online brings you back to the Transaction List. The dispute symbol, which is a red circle D icon, appears next to the disputed transaction.


Next Slide







74

Defining card fraud

What is fraud?

• Unauthorized transaction by an 

unknown third party who obtains 

services, credits, or funds by 

misrepresenting identify or 

information. 

What is not fraud

• Used by a friend or family member
─ “My 16-year-old took the card from my 

wallet and spend $200 at the mall”
• Employee abuse

─ “A cardholder in my program used his 
corporate card to pay his utility bill”

• Merchant error/disputed transactions
─ “My purchase was for $42, but the 

merchant billed me for $420”
• Inability to pay

Presenter
Presentation Notes
Now, I mentioned fraud. Fraud is different from a dispute in that it is an unauthorized transaction by an unknown third party who obtains services, credits, or funds by misrepresenting identify or information. 

Fraud isn’t your card being used by a friend or family member or if you misuse your card for a personal expense. It’s not a merchant error or an inability to pay. If you run into these situations, contact your program administrator for assistance. For example, if you accidentally use the card instead of your personal card to pay for your groceries.

Next slide
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Situation:  Card is missing.   Possibly stolen. Fraud.

Call Cardmember Services 
• United States 1-800-344-5696 
• Canada 1-800-588-8067
• International 701-461-2010 (other than Canada) 

75

Presenter
Presentation Notes
If you do have fraud on your account, or if your card is lost or stolen, what do you do?

Call Cardmember Services immediately. United States clients call 1-800-344-5696. Canadian clients call 1-800-588-8067, International call 701-461-2010

You may be saying – I am never going to remember that phone number, where can I find it if I need to call?

Don’t worry, you can find it in Access Online.

Next slide


Facilitator Note:
The number 1-800-588-8065 for Canada is technically valid, but it is the general customer service number.  The cardholder would need to call, select the option to speak with customer service, then enter their card number (if they know it) and or, if they don’t know it, hit zero or just wait on the line until they are connected to a live rep.  
Alternatively, they can dial 1-800-588-8067, which is our direct line for a lost/stolen card and will connect them directly to a live rep.  want you to know that we accept relay calls.
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Log into Access Online and navigate to Contact Us

Open the Need help menu.Select Contact us

Presenter
Presentation Notes
Log into Access Online, open the Need help menu and select Contact Us. There you will find the phone number to call Customer Service to report fraud.

Next slide
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• When you call to notify the bank that your card has 

been lost or stolen, the representative reviews your 

transactions with you to determine if any are 

fraudulent.

• If one or more transactions are identified as 

fraudulent, a Case Processor is assigned for 

processing.

• Notify the bank of fraud within 90 days of the 

statement date on which the transaction appeared.

Identifying fraudulent transactions

77

Presenter
Presentation Notes
When you call to notify the bank that your card has been lost or stolen, the representative reviews your transactions with you to determine if any are fraudulent.
If one or more transactions are identified as fraudulent, a Case Processor is assigned for processing.
Be sure to notify the bank of fraud within 90 days of the statement date on which the transaction appeared.
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The bank case processer sends a statement of fraud:

1. Via U.S. Postal Service to the address that appears in the Account Owners area of your card account profile. 

2. If requested during the initial contact, we can use the email address on file. 

3. The statement of fraud must be signed and returned to the bank

  by the cardholder within 21 days from the date it was generated. 

• You can complete the form and send it back by email. If you 

     received it by email, just reply to the original email and attach the completed form.

• If it is not returned within 21 days, the fraud case will not get processed and paid. 

• An investigator may be assigned to a case to work with Law Enforcement if needed.

Processing fraud

Important!

Presenter
Presentation Notes
What happens next?

The assigned Case Processer sends a Statement of Fraud.

The banks sends it via U.S. Postal Service to the address that appears in the Account Owners area of your card account profile. 
If requested during the initial contact, we can use the email address on file. 
The statement of fraud must be signed and returned to the bank
	 by the cardholder within 21 days from the date it was generated. 
You can complete the form and send it back by email. If you 
     received it by email, just reply to the original email and attach the completed form.
If it is not returned within 21 days, the fraud case will not get processed and paid. 
An investigator may be assigned to a case to work with Law Enforcement if needed.

Next slide



Facilitator Note: 
Provided there is a valid email address associated with the CH account profile (Account Administration), email would be the first method of communication for the Statement of Fraud.  The cardholder can easily  fill out the form and reply to the sender of the email from U.S. Bank.
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If you need an update on a fraud claim, call the bank Fraud 

Department at 1-800-523-9078 for fraud detection

or 1-800-815-1405 for claims support.

Optionally, you can call the case processor directly using the 

contact information provided to you in a letter or email.

Getting an update

79

Presenter
Presentation Notes
If you need an update on a fraud claim the case status, you can call the bank Fraud Dept. at 1-800-523-9078 for fraud detection
or 1-800-815-1405 for claims support.
Optionally you can call the case processor directly using the contact information provided to you in a letter or email.

Next slide

Facilitator note: [presenter: Both of these numbers are valid.  1-800-523-9078 is for Fraud Detection and 1-800-815-1405 is for Claims Support.  I called the Fraud Detection line and was told that they could update my case for me at either line.    
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Card replacement

• Lost or stolen cards are replaced with a new account 

number and CVV (security code on the back of the 

card).

• Damaged cards are replaced with the same account 

number and the same CVV.

Presenter
Presentation Notes
When a card is replaced, 
Lost or stolen cards are replaced with a new account number and CVV (security code on the back of the card).
Damaged cards are replaced with the same account number and the same CVV. This is to save you time so that you don’t have to contact any recurring payees with new account information.

Next slide




8181

Allocate or reallocate transactions

Presenter
Presentation Notes
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Reallocate a single transaction

Click the accounting code link.

Presenter
Presentation Notes
Reallocate a Transaction
You may need to reallocate a transaction from your default accounting code to another accounting  code. For example, if you bought office supplies that you will share with another department, you may need to reallocate part of the transaction to the other department’s cost center.
Learn More: The system has multiple options for reallocating transactions:
Reallocate a single transaction, including dividing the transaction among multiple accounting codes. For example, assigning one code to one transaction or dividing one transaction among three codes.
Use the reallocation worksheet, to reallocate multiple transactions individually on the same screen. For example, assigning different codes to different transactions while working on the same screen.
Use the mass reallocation function to reallocate a group of transactions proportionately. For example, dividing a group of 23 transactions evenly between two codes.
Instructions:
Click the accounting code link for the transaction you want to reallocate.
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Specify accounting code values

10074.91 %

Type a value in each segment. Click the search icon to search for a 

valid value for that segment.

Note the number of characters for each segment 

(e.g., four characters for the Project segment).

Click Save Allocations when you are done.

Presenter
Presentation Notes
Reallocate a Transaction

Instructions:
You can reallocate the transaction(s) to a single accounting code. Specify the values in each segment. 
–Or–
You can divide the transaction(s) among multiple accounting codes by specifying the number of allocations to add and clicking the Add button. 
Type the percentage or dollar value for each allocation, until the Amount Remaining is zero percent and zero dollars.
Type a new accounting code or select a code from a list of valid values. 
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Search for a valid value

Specify search criteria 

and click Search.

Click Select for the 

value you want.

Presenter
Presentation Notes
Reallocate a Transaction
After you click the Magnifying Glass icon to select a valid value, you can easily search and select a value. If there is already a value in the field and you need a different one, just delete it.
Specify search criteria.  Or leave it blank to pull up all of the values.
Click the Search button. 
Click a value’s Select link to select it. 
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Reallocate to multiple accounting codes

Specify the number of allocations 

to add and click Add.

Type the amount or percentage.

You may need to reallocate a transaction to 

assign to one or more accounting codes. For 

example, you bought office supplies that you 

will share with another department.

Presenter
Presentation Notes
Reallocate a Transaction

Instructions:
You can reallocate the transaction(s) to a single accounting code. Specify the values in each segment. 
–Or–
You can divide the transaction(s) among multiple accounting codes by specifying the number of allocations to add and clicking the Add button. 
Type the percentage or dollar value for each allocation, until the Amount Remaining is zero percent and zero dollars.
Type a new accounting code or select a code from a list of valid values. 
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Reallocate to multiple accounting codes

Type a value in each segment.

Click the search icon to search for a 

valid value for that segment.

Click Save Allocations when you’re done.

Presenter
Presentation Notes

You can use the magnified glass next to the segments to search for the value you want to use from your Valid Value list. 
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Reallocate by accounting code name

You may have complete accounting codes available by name. 

Simply select the code name from the Change to list.

Presenter
Presentation Notes
Some organizations reallocate by an alternate accounting code by name. Click the Change to list

If there are more than 25 in your list, you will have a magnifying glass to search for the right one. Select the right accounting code name from the list.
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Reallocate by accounting code name continued

Note your selected code.

The values populate as soon as 

you select the name.

Click Save Allocations.

Presenter
Presentation Notes
The alternate accounting code name then appears in the current name field and the codes automatically populate.
Click Save Allocations.
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Add accounting code favorites

Click Add as Favorite.
Specify the accounting code values.

Presenter
Presentation Notes
You can save a specific line of accounting as a favorite so you can use it to reallocate easily later.  Specify the values and then click the Add as Favorite link. 
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Specify accounting code favorites

Type a name for your favorite and select a status.

Click Save.
You can also add more favorites.

Presenter
Presentation Notes
Name your favorite. 
You can also add additional accounting code favorites on this screen. You can create up to 25 favorites. 
Click Save when you are done.
You can also create and manage your favorites in the My Personal Information screen. 
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Use your favorites

You can easily select your favorite (marked 

with a # symbol) from the Change to list.

Presenter
Presentation Notes
To use your favorite, simply select it from the Change To drop-down list. 
Your favorites display with a hashtag. Alternate Accounting Codes display without hashtags.
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Reallocation icons

Icons display for transactions 

that you have reallocated.

Presenter
Presentation Notes
A blue confirmation message will display for successful save to the system.  The green Reallocated icon shown here.
appears on the mass reallocated transactions which are easily located by locating black arrows to the left next to recently viewed items.
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Mass reallocation explanation

Mass reallocation lets you select a group of accounts and 

then assign the same codes to the group. 

Presenter
Presentation Notes
Now we will walk through Mass Reallocation. Use mass reallocation to assign the same accounting code to a group of transactions.

The graphic should how you can select a group of transaction and assign them the same accounting code.
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Click the Mass Reallocate button

Click Mass Reallocate.

Select two or more transactions.

Presenter
Presentation Notes
Transaction list with multiple transactions selected
Select two or more transactions. 
Click Mass Reallocate
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Reallocate Select the percentage. You can allocate 100 percent of 

the group to a single accounting code.  

You can also allocate the group to multiple accounting codes by 

percentage. Specify the number of allocations to add, click Add, and 

then specify the codes and percentages for the group.

Enter codes and click Save Allocations.

Presenter
Presentation Notes
Be certain to check the transaction summary of the transactions that are being mass reallocated for accuracy. 
You can remove any transaction that you included by mistake. 
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Save allocations

Click Yes, Save Allocations.

All the transaction now have 

the same accounting code.

Presenter
Presentation Notes
The system will check for validation of the mass reallocation.  Select Yes, Save Allocations button.
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Reallocation worksheet explanation

The reallocation worksheet lets you reallocate each 

transaction in a group to a different accounting code. 

Presenter
Presentation Notes
Let’s talk about how to use the reallocation worksheet. Use the reallocation worksheet to reallocate each transaction in a group to a different accounting code.

You can select a group of transactions and assign each transaction to a different accounting code.
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Click the Reallocate button

Click Reallocate.

Select each transaction. 

Presenter
Presentation Notes
Select the transactions you want to work on and click the Reallocate button.
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Complete the reallocation worksheet

Specify or select a value for each 

segment for each transaction.

Click Add Alloc to assign more than one 

accounting code to s single transaction.

Presenter
Presentation Notes
Complete allocation or reallocation as we did earlier on the Allocations tab. If you want to split a transaction to reallocate to more than one accounting code, click the Add Allocation link.
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Attach a document such as a receipt or invoice 

to a transaction
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Click the paperclip icon

Click the paperclip icon.

Presenter
Presentation Notes
We are back on the transaction list for a card account.
Upload a receipt or other file by clicking the Paperclip icon. 
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Click Add Attachment

Click Add Attachment.

You can attach an unlimited number of PNG, JPG, and 

PDF files, but the system converts all files to PDF.  You 

can attach up 5 MB per transaction.

Presenter
Presentation Notes
There are two ways to add a document; either click and drag the document from your file explorer, or click the Add Attachment link to search and select from your file explorer.
You can attach a PNG, JPG, or PDF file to a transaction. 
Max size is 5MB for all files included
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Select your files

Search and select the attachment 

and then click Open.

Presenter
Presentation Notes
Locate the file you wish to attach. You can attach more than one by selecting more than one here.
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Save your transaction attachments

Click Add Another 

Attachment, if needed.
Click Save.

Presenter
Presentation Notes
Your attachment then appears as a thumbnail on this page. Double click the thumbnail image to see a larger view of the attachment.

You can click the link to add more attachments. You can delete attachments by clicking the trashcan. The system combines ALL receipts into one pdf. 

When you are done, click Save.

Receipts cannot be stored separately. The system combines them into a single PDF. 
PAs or A/OPCs can submit a request through Reporting to have a file of all receipts sent to their Data Exchange.
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Transaction attachments PDF icon

Click the PDF icon to view the attachment.

Presenter
Presentation Notes
Now our transaction list has updated to show us the presence of an attachment. You can click the attachment icon here to view the attachments.
Your organization can have a specific setting in Access Online for how long you are able to attach receipts to a transaction.
The receipt is available for viewing from the transaction list for up to the 13 months that the transaction list is available. And it’s available up to the 6 years through Reporting.
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Approve transactions
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Note to trainer

Delete this section if your organization does not use Transaction 

Approvals
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Locate the transaction to approve

Click the transaction date link to view 

transaction detail.

Presenter
Presentation Notes
Click a transaction date link to view the detail.
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Approve from Transaction Detail 

Select the Approve 

button located on the 

Summary tab. 

Presenter
Presentation Notes
Approvers see the same the Summary tab.

You can approve the transaction from here. Click the Approve button.
Next slide
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Approve from Transaction List

Choose the transactions to 

approve using the checkboxes 

in the Select column, then click 

the Approve button below the 

list.

Some organizations do not 

allow cardholders to approve 

multiple transactions at a time. 

Presenter
Presentation Notes
From the transaction list, use the checkbox column to select the transactions to approve. You can select them all by using the “check all shown” links at the top or bottom of the list. 
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Select the approver

If you have a default approver, 

the name will appear here.

You may also see an option to 

select an approver as you see in 

this example.

If your organization has only 

cardholders approve without 

additional approval levels, you 

won’t have to select an 

additional approver here.

Presenter
Presentation Notes
The Approve Transactions screen appears.

If you have a default approver, the name will appear on this page, and you can just click Submit.
Or you may see an option to select an approver as you see in this example.
If your organization has only cardholders approve without additional approval levels, you won’t have to select an additional approver here. 

Let’s click Select Approver now.
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Search for an approver

If you do not have a default 

approver, enter a last name 

and click the Search button, 

or leave the Last Name field 

blank to see a list of all 

available approvers.

Presenter
Presentation Notes
On the Search & Select an Approver screen, you can type the name of the approver or leave it blank to view all approvers. Then click Search.
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Select an approver

Select your approver from the list. 

You also have the option to check 

the box to make this approver your 

default approver.

After you select your default, the 

name will populate automatically 

each time you approve.

Click the Select Approver button.

Presenter
Presentation Notes
A list of approvers appears. Click the button for your approver.

You may have the option to click the box if you want to set this person as your default approver. This will save you some clicks in the approval process.

Then click Select Approver.
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Submit the transaction for approval

If another approver besides your 

default is needed later, you have the 

Select Approver link to change 

approvers at any time.

The last step is to click the Approve 

button. 

Approve all transactions in the billing 

cycle in the same manner, or as your 

organization’s process requires.

Presenter
Presentation Notes
Then click Approve.

Next slide
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Check the approval status

The transactions now display as Approved. Key 

Approval Status descriptions:

• Approved: Cardholder and/or approval 

manager have approved.

• Final Approved: Last approval manager in 

the workflow has approved.

Also, note the Locked icon that now displays 

before the Attachment column. When you 

approve a transaction, it moves to the 

Approver’s queue, and you are locked from 

making changes. 

Presenter
Presentation Notes
I direct your attention to the Approval Status column on the Transaction List. We are now back on the Transaction List. The status of the transaction changed to Approved.

The system automatically locks transactions after a set number of days after the cycle date. Each of these can be different settings for number of days between 1 and 399. This is set up for your company upon implementation.
Transaction review – Time for users to view transactions that have posted to a cardholder account.
Reallocate and comment – Time for users to reallocate and add comments to transactions
Attachments – Time to add or update the electronic attachment
Match days – Time that a transaction can be matched to an order. 

Facilitator Information if people ask:
Transaction Review Days Limit: The number of days after cycle a user can view transactions that have posted to a CH's account. Enter number between 1 and 399 days after cycle. This limit can be set at the Bank, Agent or Company level. 
Reallocate & Comment Days Limit: The number of days after cycle a user is permitted to reallocate and log transactions that have posted to a CH's account. Enter a number representing between 1 and 399 days after close of cycle. This limit can be set at the Bank, Agent or Company level.  
Transaction Attachment Days Limit: The number of days after cycle a user is permitted to update the electronic attachment related to transactions that have posted to a CH's account. Enter a number between 1 and 399 days after close of cycle. Default is 30 days. This limit can be set at the Bank, Agent or Company level.  
Transaction Match Days Limit: To control the number of days that a transaction can be matched to an order. A transaction is available for matching from the transaction post date through the (cycle close date + Transaction Match Days Limit).  Cycle close date will count as day 0.�Enter a number representing between 1 and 399 days after close of cycle. This limit can be set at the Bank, Agent or Company level.  




116

Pull back a transaction from your Approver

If you need to make changes to a locked 

transaction, we have a Pull Back button that 

allows you to pull the transaction back from the 

Approver’s queue so that you can edit the 

information.

Steps to follow:

• Click the Pull Back button to unlock the 

transaction.

• Make any changes to attachments, 

allocations, comments, etc.

• Reapprove the transaction to send it back to 

your Approver once changes are made.

Presenter
Presentation Notes
What if you approved a transaction, and then you say, “Whoops, I forgot to do something before I approved it!”
If you approved a transaction, you can pull it back from the next level of approver to do more work with it. Select it from the list. 
Click Pull Back
The status displays as Pulled Back

Note that you can only pull back items in queue for the next approver above you. Keep this in mind if you have multiple approval levels.

Also, Pull Back is an optional feature - some organizations do not allow cardholders to pull back transactions.

Next slide
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Work with rejected 

transactions

An approver may reject a transaction if it 

needs a corrections or additional 

information.

Click the Rejected status link to view the 

Approval History tab.

Presenter
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.
What if your approver does not approve the transaction, but instead rejects it back to you?
If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.

Click the Rejected link for more information on why it was rejected.
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Transaction Detail: Approval 

History

The Approval History tab displays all approval 

workflow steps. The rejected transaction reason code 

in this example is (1) and an explanation is show in the 

Key for Rejection Reasons. 

Make the necessary corrections and re-approve the 

transaction.

Presenter
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.
What if your approver does not approve the transaction, but instead rejects it back to you?
If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.

Click the Rejected link for more information on why it was rejected.



119

Rejected transaction notification email example
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Run a Transaction Detail report
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Click Run Transaction Detail Report

Click Run Transaction Detail Report 

AFTER your cycle date.
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Enter parameters

12
2

Leave these settings at the defaults.

Enter the same date in both fields that is a 

date within the cycle.

Select Cycle Close Date Range.
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Enter more parameters

12
3

Select Include for Payments and Fees.

Leave at the default selections.
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Choose the account

12
4

Leave at the default of Excel.

Your account number displays here. If you have more than one 

account, you can click Search for Accounts to include a different 

one or additional ones to the report. 

Click Run Report.
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View report

12
5

The Excel spreadsheet lists the transactions 

matching your statement for the cycle date 

selected.
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Manage account
• View account info

• View a statement

• Make a payment

• Use the mobile app

• Locate resources

Presenter
Presentation Notes
Let’s now review the accounts menu where you can view and download your statement and view your account profile and make a payment. 

Next Slide
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View account information
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Accounts menu

Open Accounts, select Cardholder and then 

Cardholder account profile.

Presenter
Presentation Notes
Let’s look at your account information.

Open the Accounts menu and select Cardholder. 

Then select Cardholder account profile.

Next Slide
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Cardholder account summary

Click View Account Profile.

Presenter
Presentation Notes
The Cardholder account summary screen displays. The Card account number and name is at the top.

If you have more than one account, a Switch Accounts link displays to the right for you to search for and select a different account.

Click the View account profile link.

Next Slide
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Account Profile

Open a section to view the information. Account 

profile information is view-only for cardholders.

The Summary shows the product, account ID, processing 

hierarchy position, last four digits of the account number, 

managing account number, and managing account name.

Presenter
Presentation Notes
The Account Profile screen displays.

You can view sections for the Account Overview, Account Owner’s Information, Training certificate (if used by your organization), Account Details, Default accounting code, and Authorization Limits. 

This screen has some of the sections collapsed. Click the plus sign next to the topic heading to expand the section.

Next Slide
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Account overview The Account Overview shows the account status, credit limits, 

expiration date, available credit, current balance, payment 

information, and statements.

You may have this button to 

start making a payment.

The Send Card Security Code button displays only if your account is virtual and does not have a 

plastic card. Click the button to send the card security code to your secure email address.

Presenter
Presentation Notes
Here, I have zoomed in on the Account Overview area that displays account status (whether the account is open or closed), credit limit (which is your overall spending limit for the card), available credit (which is the amount you have left to spend on the card), single purchase limit (which is the most you can spend in one transaction), cash withdrawal limit (which is the percentage of your overall credit limit you can use to withdraw cash), expiration date (when the card expires and can’t be used), statement balance (which is the amount of your last statement), current balance (which is the amount of unpaid credit you have used in past cycles and this cycle) and statement close date (which is the closing date of the last statement cycle).

There are several buttons and links that you may see on this screen depending on your type of account.

View Statements takes you to your Cardholder account statements page to view a statement.
View Financial History takes you to summary information about past purchases and payments for the account.
Send Card Security Code is for cardless accounts. Click this button to receive the CVV code into your secure email.
Pay this Account allows cardholders to make an online payment for an individually billed card account.


Next Slide
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Account Owner’s information

The Account Owner’s Information shows the demographic 

information for the account, including street address, email 

address, and telephone.

Presenter
Presentation Notes
I have scrolled down to the Account owner's information section, which displays your mailing address and contact information.

The last 4 digits of the Social Security Number listed here are needed for card activation over the phone or for verification with customer service.

The mailing address here is the one you need to use as the billing address for your account. The zip code is the one to use when asked for a zip at point of purchase. The work phone is the one requested by customer service for verification.

This is a view only screen, so if information is not correct, you won’t be able to make changes here.

Next Slide




133

Account details

The Account Details section shows the cycle day, 

organization name, and reporting hierarchy position.

Click Show All Hierarchy Names to show the name of the 

hierarchy values.

Presenter
Presentation Notes
Scroll down to the Account Details area. This section displays your cycle day and reporting hierarchy level if your card has one. 

If your organization allows you to write convenience checks on your card account, you will have a link to order checks here. Just click the link and follow the prompts to order your checks.

Next Slide
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Default accounting code

13
4

The Default Accounting Code section shows the accounting 

code values assigned to your account. 

The system assigns these codes to your transactions when 

your transactions post in Access Online. 

The segment name, length, and values are entirely unique to 

your organization.

Presenter
Presentation Notes
We have scrolled to the Default Accounting Code area. The fields displayed are specific to your organization, these are examples.

When a transaction is made on this card account, it is automatically allocated to the default accounting code listed here on your card. Then if your organization’s process allows, you can re-allocate a transaction to a different accounting code using Transaction Management.

Next Slide
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Authorization limits

13
5

The Authorizations Limits section shows the limits 

assigned to your account. 

This section also shows any assigned merchant authorization 

controls (e.g., office supply merchants are enabled, pawn shops 

are declined). 

Presenter
Presentation Notes
And the Authorization Limits area displays if you have any daily, cycle, monthly quarterly or yearly dollar or number of transaction limit to your card usage.

It also displays your first fiscal month.

This area also displays any merchant controls that block or allow transactions at specific merchants.

Next Slide
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Account profile training certificate

Your organization may have you upload a training certificate 

(a PDF, JPG or PNG file) to your account profile.

Click Add Attachment and follow the prompts.

Presenter
Presentation Notes
Here is the Training Certificate section.

This section lets you and your Program Administrator view and manage your training certificates. 
You can upload a training certificate (a PDF, JPG or PNG file) to your account profile.

Click the Add Attachment link.
Follow the prompts to upload your certificate. 
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Leave account profile

13
7

Presenter
Presentation Notes
Scroll up to the top of the screen and click Leave Account Profile to exit the profile.

Next Slide
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View a statement
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Accounts menu – Cardholder account statement

Presenter
Presentation Notes
Let’s look at statements.

Open the Accounts menu and select Cardholder. 

Select Cardholder account statement from the menu, or you can click View All Statements from the Quick links.

Next Slide
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Cardholder statements

Up to 24 months of statements display. If no statement was issued for 

the account, a message will indicate so.

Presenter
Presentation Notes
The Cardholder statements screen displays. Statements are generated on the night of your cycle date and are available the next day for you to view and download from Access Online.

Up to 24 months of statements display. If no statement was issued for the account, a message will indicate so.

Next Slide
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Select an account

If you have access to 2 to 9 accounts, select the account.

Presenter
Presentation Notes
If you have 1 to 9 accounts tied to your user ID, a drop-down menu lets you select the account for the statement you want to view. 

Next Slide
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Switch account

If you have access to more than 10 accounts, click the Switch account 

link to select a different one..

Presenter
Presentation Notes
Users with 10 or more accounts tied to their user ID can click a Switch account link.

Next Slide
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Search and select account

Enter search criteria and click Search.

Select the account.

Presenter
Presentation Notes
The Cardholder statements search and select page displays.
Enter any partial or full account name or last 4 digits of the card. You can also filter the list by account status. Then click Search.  
The results display in a list. Select the account you want.

Next Slide
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Statement sample

Click the date to view, click 

Download to download the 

file.

The statement is in 

PDF format.

Presenter
Presentation Notes
The Cardholder statements screen displays for that account.

Click the download button to download and save or send the statement.

Select the statement date to view the statement.

The cardholder account statement opens as a pdf. Here is an example.
The statement displays account information and charges on the account. 

The account summary displays the previous balance and rollup totals of different charges and payments.

The New Activity area displays the details of each transaction that posted for the statement cycle.

Next Slide
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Make a payment
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Make a payment for an individually billed account

Access Account Pay by selecting the Pay This Account button

Tip! You can also access Account Pay from your account 

profile in the Account Overview section. 

Presenter
Presentation Notes
On the cardholder dashboard, select Pay This Account.

Next slide
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Review and accept terms and conditions

14
7

The first time you use Account Pay, you must accept the terms and conditions before you can proceed. 

Presenter
Presentation Notes
The first time you use Account Pay, you must accept the terms and conditions before you can proceed. 

Next slide
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Set up the account to pay FROM

14
8

Select Manage payment 

accounts to set up the account 

you want to make a payment 

FROM.

You can also set up automatic 

payment if you want.

Presenter
Presentation Notes
The first time you come here, you will set up the account that you want to make the payment from. Select the Manage payment accounts and follow the prompts to set up the account. You can set up more than one if you want. You can also select Set up auto pay if you want to set up so that the payment is made automatically.

Next slide



149

Make a payment

Select the account you want to pay.  A drop down will 

appear if you have multiple accounts to allow you to 

choose.

Due date and amount.

Payment 

amount 

options.

Presenter
Presentation Notes
When you want to make a payment, here is how.
Select the account that you want to pay if you have more than one.
The screen displays the due date and amount.
Select a payment amount option:
Amount due – Select to pay the current statement balance. If credits or payments cause the current balance to be less than the statement balance, the amount due reflects the current balance.
Past due amount – Select to pay only the past due amount (displays only if there is a past due amount).
Total current balance – Select to pay the total current balance.
Custom amount - Specify the amount, if needed. You cannot pay more than the total current balance.

Next slide



150

Make a payment continued

15
0

Choose the account you want to 

make the payment from.

Choose the date to make the 

payment.

Click Submit payment.

Presenter
Presentation Notes
Select the account you want to make the payment from. Select the date to make the payment.

Then click Submit payment.

Next slide
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Confirm your payment

15
1

Presenter
Presentation Notes
A Confirm your payment page will display. Review the details and either choose Submit payment if the details look correct or select Cancel to change the payment information. 

Next slide
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Payment confirmation

15
2

Presenter
Presentation Notes
A message indicates confirmation of payment.

Next slide
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See your scheduled payments

15
3

Under the Scheduled Payments section, up to five payments 

scheduled in the list display in descending order by payment date. 

This is the order in which the payments will process.   Click View all 

for a complete list.

View payment history.

Presenter
Presentation Notes
Once you submit the payment the payment information displays under the Scheduled Payments section. 

Under the Scheduled Payments section, up to five payments scheduled in the list display in descending order by payment date. This is the order in which the payments will process. If you wish to see more, click View all.

Click View payment history to see past payments.

Next slide
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See your payment history – scheduled payments

15
4

Select a tab.

Presenter
Presentation Notes
The Payments history has two tabs.
Scheduled payments list in ascending order. Sort options are available by using the arrows next to the column titles. Scheduled payments may be cancelled or deleted using a trash can depending on processing time.

Next slide
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See your payment history – past payments

15
5

View past payments.

Presenter
Presentation Notes
Select the History tab to review up to the last 24 months history. Payment date, amount, type (one-time or autopay), status, and confirmation number always display in the table. View additional details about a payment by clicking the arrow next to the payment line.
To return to the Account Pay view, select the Account Pay breadcrumb at the top of the screen.

Next slide
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Manage payment alerts

15
6

Set up payment alerts.
Select yes, enter your 

email and Save.

Presenter
Presentation Notes
In the Payment Management section select Manage payment alerts to start receiving alerts or to cancel alerts sent. Select yes and enter an email address to send alerts to. Then click Save.

Next slide
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Use the mobile app

Presenter
Presentation Notes
Access Online has a mobile app you can use if you want.

Next Slide
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Download 
the mobile
app

15
8

Access® Online Mobile App is available for 

download from the Apple App Store or for 

Android via Google Play.

Requirements are iOS 11 and higher for Apple 

and 10 SDK and higher for Android. 

Recommended Apple support model for any mobile device operating system is the current 

version plus no more than two older versions. iOS 11, 12 and 13 are supported. Recommended 

Android support model is similar. Android 10 and higher are supported.

Presenter
Presentation Notes
Download the Access Online app from the Apple App Store or Google Play Store depending on what type of phone you have.

There are minimum operating system requirements for using the mobile app.
If you are using an outdated version, the app will not open and requires you to update your operating system version.
Requirements are iOS 11 and higher for Apple and 10 SDK and higher for Android. 

Next Slide
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Log into app with existing credentials

Enter your Organization 

short name and tap 

Continue.

Enter your User ID and 

password.

159

Presenter
Presentation Notes
Use the same credentials, including your organization short name, user ID and password that you use for the website application.

Tap Log in.

Next Slide
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Main menu

160

Presenter
Presentation Notes
The Main menu appears. The options you see in your main menu will depend on your organization’s setup. 

Next Slide
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View account summary

16
1

Presenter
Presentation Notes
To view account information, on the menu, select View account summary.

If you have more than one account, tap the account you wish to view.

On the Account summary screen, review the information on the account such as:
Current balance
Available credit
Account name
Card type
Account status
And Credit limit

Note that from here you can make a payment on the account using the Pay this account button.

You can also add this card to your mobile wallet by tapping the Set up Apple Pay or Set up Google Pay button at the bottom of the screen.

Next Slide

Alt text
The Main menu for online mobile app includes a link to View account summary, a callout directs you to tap View account summary. Select an account screen shows the name, type and status as well as the current balance of accounts you have loaded into Access Online. A callout directs you to tap the account you wish to view.  If you only have one account, this screen will not show, but you will go straight to your account. Next is the Account summary screen a callout lists information you can review on this screen. It provides Current balance, Available credit, Account name, 
card type, Account status and Credit limit.  A note indicates that information is updates as poof the previous day and may no reflect pending activity.
Next Slide
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View a statement

162

Presenter
Presentation Notes
To view statements, 
From main menu, select View Statements
Select the account you want to view if needed.

The view statements screen appears with pdf icons and the cycle date. Tap on the one you want to view.

Next Slide
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View transactions

16
3

Presenter
Presentation Notes
You can view your transactions.
Tap view transaction list  
and a scrollable list of transactions appears for the account you have chosen.
Use the search to filter by merchant or transaction. 
View your transactions on the list. You can tap on a transaction to display details and submit disputes.

Next Slide
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Attach a file

Click the attachment 

icon (paper clip).
Choose a method.

Take a photo or locate 

the photo from your 

phone’s gallery.

View the attachment, 

add another if needed.

Presenter
Presentation Notes
You can attach files using the mobile app. From the transaction details, click the attachment icon (The paper clip)
Choose a method to upload the document and then view the attachment or add more if needed. 
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Dispute a transaction in the mobile app

Click the Dispute button. Select a dispute reason.
Complete the form and 

click Submit.

View the dispute 

information. Cancel by 

clicking Cancel Dispute.

Presenter
Presentation Notes
To dispute a transaction from the mobile app, from the transaction detail, click the dispute button.
Select a dispute reason
Depending on the dispute reason, complete the form of additional information and click submit.
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Manage account alerts

16
6

Set up your alert contact information. This will 

apply to all alerts selected of any type.

Examples:

• Email

• Mobile number

• Preferred output language

Presenter
Presentation Notes
Tapping Account alerts takes you to screens where you can set up your email and mobile number, as well as language outputs. Once done you can then select the account alerts you want to receive.

Next Slide
�
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Locate resources

Presenter
Presentation Notes
Let’s finish by looking at where you can find resources and help.

Next Slide
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Resource center

Presenter
Presentation Notes
Click the question mark icon at the bottom of the screen.

Next Slide
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Resource center open

Presenter
Presentation Notes
The Resource center opens to display Announcements, How to guides and Onboarding.

Next Slide
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Announcements

17
0

Presenter
Presentation Notes
Announcements provide information about system enhancements and best practices.

Next Slide
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How to guides

17
1

Presenter
Presentation Notes
How to guides provide step by step information on how to complete a task in the system.

Next Slide
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Onboarding guides

17
2

Presenter
Presentation Notes
And Onboarding provides links to videos or webinars.

Next Slide
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Locate user guides

173

Click the Guide icon to view the user guide for 

this functionality. 

Presenter
Presentation Notes
Click a Guide icon near a screen heading to open the user guide for the functionality on that page.
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Locate training, user guides and contact information

Open the Need help menu.

Select from the options

Presenter
Presentation Notes
Open the Need help menu to find user guides and training, contact information for the bank and chat with us functionality.

Customer Service is available 24 hours a day, 7 days a week for cardholders.

Next slide
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• Call Card Member Services at 1-800-344-5696

• The Customer Service Representative will ask for first and last name and 

16-digit account number as well as three of the below pieces of 

information to verify identity.   

o Full address, as it appears on the account.  

o Home or business phone number.

o Employee ID

o Last four digits of SSN (or 4-digit Activation Code).

o Date of Birth

o Credit Limit

o Single Purchase Limit

• If the cardholder is unable to verify three pieces of information from this 

list, they will be referred to their Program Administrator to ensure their 

personal data is reviewed and updated within their organization.  

Caller verification - Cardholders

175

Presenter
Presentation Notes
When you call customer service, the customer service representative asks you for information to verify you are the cardholder and not a fraudster. You can use Access Online to make sure you know the information about your account to provide for verification. And I showed you how to do this today.

If the customer service representative cannot verify you, they will refer you to your program administrator at your organization.
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Common cardholder tasks in Access Online – wrap up

176

Getting started tasks

Get started
• Activate card

• Register online

Set 
preferences

• Manage passwords

• Review contact information

• Set up account alerts

• Set up email notifications

On-going tasks

Manage 
transactions

Manage 
account

• View account info

• View a statement

• Make a payment

• Use the mobile app

• Locate resources

• View transactions

• Submit disputes or fraud

• Allocate, reallocate

• Attach documents

• Approve transactions

• Run a transaction detail report

Presenter
Presentation Notes
So, in this session, we covered the tasks that cardholders can do in Access Online to manage the credit card their organization provides for them to use for business purposes.

Thank you for your attention today.

Next Slide
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