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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

Set

Get started

preferences )

Manage passwords

Activate card

. . e Review contact information
e Register online

e Set up account alerts

* Set up email notifications

\ J

Manage View transactions \ Manage

transactions o account \
Submit disputes or fraud View account info

e Allocate, reallocate e View a statement

e Attach documents e Make a payment

e Approve transactions e Use the mobile app

/ k Locate resources /

* Run a transaction detail report



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.
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Get started

e Activate your card

e Register online



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




Activate your card

There are two options to activate a card:

e Click the link on the Access Online login page

(Browser search for Access Online)

e Call the phone number on the back of the card

(1-800-344-5696)

/ This card cannot be used until it has \

been activated

TO ACTIVATE, GO TO
WWW.ACCESS.USBANK.COM
OR CALL 800-344-5696

International locations call collect

\ 701-461-2010 /



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



Activate card online process

Contact Us

Login

Welcome to Access Online!

Flease enter the information below and login to begin.

* = required
Organization Short Name:*

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

User ID:*

| | Information needed:

Password:*

| | e 16-digit account number
Login e Expiration date

Forgot your password?

Click Activate Your Card.  Last four digits of the work phone number

Reqgister Online

on your card account
Activate Your Card | "Change Your PIN



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/



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.

Activate your card

Enter card information

Complete the fields below to activate your card

:_':_r._: = .-'|'L'"." 5
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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




Receive passcode from email

Activate your card

@ Check your email for a

passcode.
f ther card informatsn y subDmuetted matches what
i e 3 Tikim L] an @ hal k . f i B
A redd on e waith Lirget 4 1 oy 1o Tinishy the
alje SR
-Onlact the number on the back of your card f you

360 1 recenve an ema

AO '
: Card Activation Request

Retention Policy W3E Day Detefe Default 50 days)

You requested to activate your card online,

To activate your account:

i Ciian:est a unique URL.

2. Enter the passcode, sent In a separate emall, to complete the process.

The link and passcode are valid for up to 3 passcode entry attempts. If the passcode Is entered incorrectly 3 times, the activation process will be canceled. If this
happens, you will need to initiate the card activation process again from the login page to receive a new unique URL and passcode.

This is an automated message. For assistance, please contact the number on the back of your card.

U.5.: Cardmember Service, PO Box 6335, Fargo, ND 58123-6335
Canada: Cardmember Service, 120 Adelaide 5. W., Suite 2300, Toronto Ontario M5H 1T1

Check your email (email address that is on your card

account in Access Online) for two emails.

Card Activation Request

You requested to activate your card onling.

To activate your card, please use the passcode below and unique URL, provided in a separate email, to continue the process.

Passcode:
123456

The link and passcode are valid for up to 3 passcode entry attempts, If the passcode is entered incorrectly 3 times, the activation process will be canceled, If this
happens, you will need to initiate the card activation process again from the login page to receive a new unique URL and passcode.

This is an automated message. For assistance, please contact the number on the back of your card,

U.5.: Cardmember Service, PO Box 6335, Fargo, ND 58123-6335
Canada: Cardmember Service, 120 Adelaide 5t. W., Suite 2300, Toronto Ontario M5H 1T1
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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



Enter the passcode

Activate your card

Enter passcode

Card number

Enter the passcode from your email

and click Submit.

Activate your card

Set PIN

P ..,'__.IE:-!,'| ".':"I‘--"l ..I ale 1he

Activate your card

() Your card is now activated.

Enter a PIN and click Set PIN.

Click Log in.
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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




Activate card over the phone process

Call the number on the back of your card.

1.

2.

3.

Enter 16-digit account number
Enter 5-digit zip
Press 1 to activate account

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

employee id
Enter phone with area code to update records

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

on your phone.

Enter and confirm 4-digit PIN

10
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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



Register online




Register online — create your user ID and password for system
access

Welcome to Access Online!

Please enter the information below and login to begin.

Organization Short Name:

User ID:

Password:

Forgot your password?

Register Online Click Register Online.

12
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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



Enter account information

Online Registration
Add Accounts

To join Access Online, you will need a minimum of one valid account number. "Register This Account” will
validate a single account. "Additional Account” will allow multiple accounts to be included in the
registration process.

Enter your Organization Short Name, 16-digit account

* = required
number and expiration date.

Click Send a Code.

Organization Short Name: *

Account Number: - Account Expiration Date:
Month *|Jan Vv Year * |2027 Vv

Register This Account Additional Account

<<Back to Login Page

13


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



Enter one-time passcode

From: Access Online <donotreply@access-online.com:=
Sent: Wednesday, August 7, 2019 9:50 Ak

To: Smith, Carlos <cpsmith@acme.com:»
Subjpect: fccess® Online Passcode

Here's your passcode.

Passcode:
1223456

1 you didn't request a passcode, please contact us at 300.523 5074,

& aocept relay calls

fim im A mineated memange For pameisnce, please Condc Un

5.: Cardmamber Service, FO Box 0325, Fargo, WD &

anoda Candmambe Sandea, 120 Aduoida 5t W, Skl Toroanbe: Onlarks M5H 1T

O FEQISTEr YOUr oo int, please enter the tollow: ng passcode on the Onhine Regisiration. Passcode pages The code will be active for 10 minutes

Go to your email to find the passcode.

Online Registration
Passcode

A passcode was sent to your email address on file:

c****hi@acme.com

The passcode will expire in 10 minutes. You may request another passcode after one minute. If this
email address doesn't look correct, please contact your arganization.

* = required

One-Time Passcode =

Send me another code

<<Back to Login Page

Enter the passcode and click Continue.
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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.


Read and accept the licensing agreement

Licensing Agreement

Please read and accept the Licensing Agreement to continue.
Access Online Terms of Service

1. ACKNOWLEDGMENT AND ACCEPTANCE OF TERMS OF ACCESS ONLINE

Access Online, owned and operated by Bank, is provided to the customer under the terms and
conditions of this Access Online Terms of Service (ATS) which incorporates by reference any operating
rules or policies that may be published by ~Bank. The ATS as it may hereafter be amended or modified

commence within one (1) year after the cause of action arose, otherwise, such cause of action Is
permanently barred.

The section titles in the ATS are solely used for the convenience of the parties and have no legal or
contractual significance.

Read the agreement and click | Accept.

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

15
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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



Create your user ID and password

Online Registration

Password and Contact Information

Organization Short Name: BLAFS
Functional Entitlement Group: CHF001

User ID & Password
* = required

UserID: * {7 to 20 alpha-numeric characters)

Password: -

Confirm 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.

16
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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




Enter authentication questions and answers

Authentication

Please select three unique authentication questions and responses. This information will be used in the
event that you forget your password

Authentication Question 1:

Authentication Response 1:° Select questions and specify answers. These questions and

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

password/password phrase.

Authentication Question 2:

Authentication Response 2: -

Authentication Question 3:

Authentication Response 3: °

17


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.


Enter your contact information

Contact Information

First Name:* Last Name:* MI:

Address 1:* Address 2:

City: = State/Province: = Zip/Postal Code: -
v

Country: *

| v

Phone Number:* Fax Number:

Email Address: =

Cancel Registration

Specify your work contact information.

Required fields have red asterisks.

18
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And enter your contact information.  

Click the Continue button to complete the process.

Next Slide



Enroll in enhanced security preferences

Enhanced Security Authentication
Enrollment Preferences

Please choose an additional method to venify your identity. You can update
your preferences on the My Personal Information page.
Note: Mobile phone must be a U 5. or Canadian number.

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

— different system, you do not see the Enhanced Security

Verify me using the following method:

Authentication screen.

) Email Me a Passcode

Continue Follow the prompts to specify your preferences. The options

depend on your organization’s configuration.

19
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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.


Now you are logged in

Access’ Online

Dashboard Accounts -

Transactions -~ wr

Virtual payments ~ Reporting -~

Welcome to Access Online dash test Ch user G Guide

Your last login was D6/02/2025

Message Center

Switch Account

One Card m
Account Name: TMREDESIGMN TSTH

Account Unique ID: (1)

Account ID: 1004

Account #: **4210

Account Status: Open

Current Balance: $0.00

Credit Limit: $1.00

Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending

account activity.

Last 10 Transactions Posted

Posting Date
10/06
10/06
10/06
10/06

Merchant

SANDMAM INM BLAT
OFFICE SUPPLIES BLAT
SANDMAN INM BLAT
OFFICE SUPPLIES BLAT

Amount
$5.00
$2.00
$5.00 CR
$2.00 CR

Quick Links

Manage Home Page Settings
Account Alerts

Manage Contact Information
Manage Email Notifications

Run Transaction Detail Report

View All Statements
View | ast Cycle Transactions
View Open Transactions

Partner sites Meed help? Profile

Your Dashboard displays when you are done.

Log out

20
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Presentation Notes
Once you register online, you will get logged in and be on the Access Online dashboard screen.
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Log into Access Online Ancead Ciiiiine

o Welcome to Access Online!

Login

Please enler the informabion below and login to begin

* = required
Organization Short Name:*

Type your organization short name, your user ID, and

your password/password phrase.

User ID:"

Password:*

m Click Login.

=1

|:-.':_'I'-_1:_:.r YOUT Dasswin 17

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

click the Forgot your password link.



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




View Access Online in English or Canadian French

Ca rd h O I d e r d a S h boa rd based on your browser setting.

Access Online Partner sites Meed help? Profile ~ Log out

Dashboard  Accounts ~  Transactions s Orders ~ \irtual payments « Reporting -

Welcome to Access Online dash test Ch user [ Guide

Your last login was D&/02/ 2025

Message Center

Switch Account

One Card Quick Links
(.4270v]) Manage Home Page Settings
Account Name: TMREDESIGN TSTH Account Alerts -
Account Unigue ID: (1) Joos Manage Contact Information You may be able to use quick links to
Account ID: 3004 Manage Email Motifications go to common tasks.
Account #: =*A4210 Run Transaction Detail Report
Account Status: Open View All Statements
Current Balance: $0.00 View Last Cycle Transactions
Credit Limit: $1.00 View Open Transactions

Available Cradit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted You may be able to view account summary

Posting Date Merchant Amount . . . . . .
information, including account information, current

10506 SANDMAN INN BLAT $5.00

10/06 OFFICE SUPPLIES BLAT $2.00 balance, and recent transactions.

10506 SANDMAN INN BLAT $5.00 CR

10506 OFFICE SUPPLIES BLAT $2.00 CR

22
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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



Pay this account

Access Online Fartner sites Meed help? s Profile Log out

Dashboard Accounts =~ Transactions - Orders s~  \irtual payments ~ Reporting =«

Welcome to Access Online dash test Ch user [ Guide

Your last login was 06/02/ 2025

Message Center

Switch Account Quick Links

One Card

(.2210v] Manage Home Page Settings
Account Name: TMREDESIGM TSTH Account Alerts
Account Unique ID: (1) Joos Manage Contact Information
Account ID: 1004 Manage Email Notifications
Account #: **+4210 Fun Transaction Detail Report
Account Status: Open View All Statements

View Last Cycle Transactions

Statement Balance: $49.00 View Open Transactions

Billing Cycle Close Date: 06/27/2025

Payment Due Date: 07/18/2025 e

f you have an individually billed cardholder account, a section

displays your statement balance with a button to view the

Current Balance: $0.00
Credit Limit: $7,500.00
Available Credit: $7,500.00 button to make a payment for the account.

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



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.
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Switch accounts

Access Online Fartner sites Meed help? Profile Log out

Dashboard Accounts s~ Transactions «  Orders «  Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user 7 Guide

Your last login was D&/02/2025

Message Center

If you have more than one account, use the

Switch A t . .
One Card witch Accoumt 1a inks Switch Account menu to select a different
-.4210% | | Manage Home Ps disol he dashboard
Account Name: TMREDESIGN TST 010 JEEENYINNE cccounttodisplay on the dashboard.
Account Unique ID: (1) DO0E Manage Contact
Account ID: 0004 -..6512 Manage Email Motifications  t
Account #: =*A210 ...5632 Run Transaction Detail Report
Account Status: Open 5640 View All Statements
Current Balance: $0.00 [ | View Last Cycle Transactions
Credit Limit: $1.00 ...0906 View Open Transactions
Available Credit: $1.00 ...8841
. ...B858
Current Balance is updated as of previous business day. Available Credit inclua
account activity. ...8039
Last 10 Transactions Posted
Posting Date Merchant Amount
10/06 SANDMAN INMN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00

10706 SANDMAMN INM BLAT $5.00 CR
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Presentation Notes
If you have more than one account, use the Switch Account menu to select a different account to display on the dashboard. 
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Guides

Access’ Online

Dashboard  Accounts ~  Transactions ~  Orders «~  Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user|? Guide

Your last login was 06/02/2025

Message Center

Dashboard tour

Partner sites Meed help?

Open the guide button for a link to the technical

user guide for Access Online.

Switch
One Card E Your dashboard displays a summary of
Account Name: TMREDESIGM TSTH accounts you can access. Use the menu to
Account Unique ID: (1) Y008 navigate. Access the Need help menu or
Account ID: 004 Resource Center (question mark icon) for
Account #: *+4210 assistance.
Account Status: Open

Open the Access Online user guide for

Current Balance: $0.00 information on how to use the system.
Credit Limit: $1.00
Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit include
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/08e SANDMAN INM BLAT $5.00
10/06 OFFICE SUPFPLIES BLAT $2.00
10/06 SANDMAN INN BLAT $5.00 CR

10/06 OFFICE SUPPLIES BLAT $2.00CR

Close

Profile s~

Log out
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Many pages have a Guide button at the top of the page. Click it to find more information about the functionality of that page.
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System timeout

Access Online Partner sites Meed help? Profile Log out

Dashboard Accounts ~  Transactions ~  Orders «~  Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user & Guide

Your last login was 06/02/2025

Message Center

&)
One Card Are you still there?
iccuunt Eame: o For your security, we'll log you out in 01:49. The system times out after 15 minutes of
ccount Unigque 1D: (7§ <
Account |D: : inactivity. Click Stay logged in to keep the system
Account #: open.

Account Status:

Current Balance: Stay logged in
Credit Limit:

Available Cradit: F1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAMN INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00
10/06 SANDMAN INN BLAT $5.00CR

10/06 OFFICE SUPPLIES BLAT $2.00CR
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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.
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Browser back and next — do not use

e Welcome to Access Online ® ar

Avoid using the browser back and next buttons, or

& C prtess-online.co

[C3 Managed Bookmarks BB # Fedex Offiavielyl m|ght get kicked out of the System and need p - Applicat...  # My files - OneDrive
Bl tologin again.
Access Onli g1 ag

Dashboard Accounts s Transactions ~ Orders ~ Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user & Guide

Your last login was 06/02/2025

Message Center

Switch Account . ick Links

One Card

(.4210v) Manage Home Page Settings
Account Name: TMREDESIGN TST1 Account Alerts
Account Unique ID: (i) )008 Manage Contact Information
Account ID: J004 Manage Email Notifications
Account #: **4210 Run Transaction Detail Report
Account Status: Open View All Statements
Chvicid Riliice: $0.00 View Last Cycle Transactions
Credit Limit: $1.00 View Open Transactions

Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAN INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00

10/06 SANDMAN INN BLAT $5.00CR

@ Mylnalytics

Partner sites

a BRG Events

v

Need help?

u Servicing

~

Profile

»

3 All Bookmarks

Log out
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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.
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Navigation menu

Access Online

Dashboard Accounts ~  Transactions ~  Orders s~  Virtual payments ~  Reporting

Welcome to Access Online dash test Ch user [ Guide

Your last login was 06/02/2025

Message Center

Switch Account Quick Links

One Card

[.4270v] Manage Home Page Settings
Account Name: TMREDESIGN TSTH Account Alerts
Account Unigue ID: (1) JOOE Manage Contact Information
Account ID: Jood Manage Email Motifications
Account #: #4210 Run Transaction Detail Report
Account Status: Open View All Statements
Current Balance: $0.00 View Last Cycle Transactions
Credit Limit: $1.00 View Open Transactions
Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/086 SANDMAMN INMN BLAT $5.00
10/086 OFFICE SUPPLIES BLAT $2.00
10/086 SANDMAMN INMN BLAT $5.00CR
10/086 OFFICE SUPPLIES BLAT $2.00CR

Fartner sites  » Meed help?

The Menu has links to all

tasks and functions.

Profile  »~

Log out

28
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The navigation menu displays at the top, and it displays persistently on most screens within the system. 
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Navigation menu on reactive screen

Welcome to Acc

Your last login was 07/18/2025

Message Center

Access’ Online

The menu changes to a hamburger menu

on a smaller screen.

Log out

Corporate Card

Account Name:
Account Unique ID: (i)
Account ID:

Account #:

Account Status:

* A

Open

Statement Balance:
Billing Cycle Close Date:
Payment Due Date:

Pay This Accou nt'

$49.0(
06/27
07/18

Current Balance:
Credit Limit:
Available Credit:

$0.00
$7,500.00
$7,500.00

® Access’ Online
Dashboard >
Accounts >
Transactions >
Reporting >
7R Partner sites >
(?) Need help? >
@ Profile >

Log out
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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



Set preferences

e Manage passwords
e Review contact information

e Set up account alerts

Set up email notifications

e 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


Manage your password and authentication questions

Online Partnersites Need help? W Profile Log out

User settings Contact information

e Open the Profile menu, select User 2
. L. . Account Login information
settings and then Login information.

Notifications Enhanced security


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



Manage login information

Access’ Online

Dashboard Accounts s~  Transactions s~ Reporting

My Personal Information
Manage Login Information

I User ID:

Organization Short Name: usbank
Functional Entitlement Group:
CHV001

* = required
Change Password

Current Password: *

New Password: * one and confirm it.

| |/.

Enter your current password and a new

Confirm New Password: *

Partner sites

s

Need help?

32
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The Manage Login Information screen displays. You can change your password on this screen.
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Change authentication questions

Authentication
Please select three unique authentication questions and responses. This information will be used in the event
that you forget your password.

Authentication Question 1:

| What was the model of your first car? v

Authentication Response 1: *

Authentication Question 2:

Change your authentication questions and

| What was your dream job as a child? ~

answers.

Authentication Response 2: *

Authentication Question 3:

| Where did you meet your spouse or partner for the very first time? v

Authentication Response 3: *

<< Back to Personal Information



Presenter
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Or change your authentication questions.
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Change where one-time passcodes go

Online

Partnersites w Need help? v Profile A

User settings Contact information

Open the Profile menu, select User settings

and then Enhanced security. Account Login information

Notifications 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.
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Enhanced security — update preferences

Access’ Online

Dashboard Accounts s~  Transactions s~ Reporting v

My Personal Information
Enhanced Security Preferences

I User ID: I

Organization Short Name: usbank
Functional Entitlement Group: CHV(0O1

Update your preferences below.

Device History Preference

[J Prompt me for Enhanced Security during login instead of remembering my device history.

Recommended if you use shared devices.

Enhanced Security Methods

Change back and forth between email and

Text Passcode: Not Enrolled

Set Up Text Passcode text passcodes.

Email Passcode: Enrolled
) Unenroll in Email Passcode

Email Address: melody.amborn@usbank.com Edit Email Address

<< Back to Personal Information

Partner sites

S

MNeed help?

A

Prafile

S
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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.
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Update your contact information

Online Partnersites Need help? w Profile A Log out

Contact information

Account Login information

User settings b

ts w Transactions - Bl Open the Profile menu, select User settings

and then Contact information.

Notifications Enhanced security


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

And select Contact information.

Next Slide



Contact information

Update your user profile information and

save your changes.

My Personal Information

Change Your Contact Information
e

e e
Organiration Short Nama: QPLAM2

Functional Entitiement Group: BLA-PAFDOT FR

nlky Manans Hierarchy Mames

SEODOT

User ID Address
Entor tho "oflowing information 1o uodato vour Usar 1D sddircs

First Mame:* Last Masmwe: M
"-'.ri.-- cak .T-'.-"E- } | I
Addrais 1:° Address 2

A0 & By ae | epranl A

Cily: * State/Province: * Zio/Postal Codwe:
PRSI | BARY W |£‘=\.: &
Country: *

Umered Srntes W

Fhono Mumbor:* Fax Numbar:

B 1257 T0000 | '§7125TI0000

Email Address: [ |

T S S S pgpa

Sccuro Email Address (for sonding the Card Soccurkty Coda):
¢ ovCimrlanidad voCaabelr amrenEpcus Do s, o
Oiher:

Fa HMgene Dashippard « By Wity
Sy Granhieand L
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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.
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Contact information — Cardholder Account Address

-1 Cardholder Account Address

Enter the following information to update your account address.

Switch Accounts:

[ Vl (] Copy User ID Information

Address 1:* Address 2:

City:* State/Province: (if UsAor Canada)* Zip/Postal Code: (if usa or Canada)*
MINNEAPOLIS | [MN v|

Country:*

[ United States V]

Work Phone:* Home Phone:* Alternate Phone: Fax:

| | | | (0000000000
Email Address:

| |

Save Account Address

<< Back to Personal Information

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.
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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



Set up email or text alerts

Access’ Online
Partner sites Need help? W Profile A Log out

;ﬁ.‘r.l'l'l o LA | Areaunls W Iramanctsnmg L Wirtunl payments s Fl'rl;!-._"": W ;:'Il_-l'il.|' User settings Account alerts

Account Email notifications

Notifications

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



Enter email and mobile number

Access Online v Profle v Log out

Review the Terms and Conditions. Select

the I have read and agree checkbox.

Dashboard Accounts ~  Transactions ~ Orders ~ \irtual payments <« Reporting -~

Account alerts

Alert destination for all accounts Terms & Conditions
Email address is required for email alerts. Mobile number is required By providing your mobile phone number, you expressly consent to receiving text messages. Canadian phone
for text alerts. When you provide a maobile number, we'll send you a numbers will automatically receive a monthly regulatory message via SMS text if they are enrolled into any
text message that needs to be confirmed within 72 hours. Fraud text text alerts. Message and data rates may apply and you are responsible for any such charges.
alerts are sent as triggered. Event and Purchase alerts are sent
between 8 a.m. and 8 p.m. CT. You must view and agree to the Terms & Conditions to submit alerts.
Email address o
- have read and agree to the Terms and Conditions agreement.

Mobile number
U.5. and Canada anly Specify your email address and or mobile number.

To find out if your carrier is supportaed, contact us.

Account Language
Select the account and or language.

- at - it

CHO1 (Declining Balance) American English ~

b r b #

Enrolling into an alert prevents others from enrolling into same alert for this account.
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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



Select the fraud alert

s | have read and agree to the Terms and Conditions agreement.

Miobile number
1010101010

U5, and Canada only

To find out if your carrier is supported, contact us.

Account Language

P o # o

CZHO1 (Declining Balance) American English
. . E . Specify if you want to get email/or text alerts.

Enrolling into an alert prevents others from enrolling into same alert for this account.

Alert type Suspicious activity is detected on enrolled accounts (] Email (] Text

Fraud \

Event

Select Fraud

Purchasze

Location



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.
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Select event alert options

Alert type Card is activated () Email [ Text
Fraud - -
Card is requested On the Event Alerts tab, select which ) Email L Text
Ee alerts you want to get.
Bapikiias Credit limit is changed || Email | | Text
Location == —
Daily account balance | Email | | Text
Payment is made ) Email [ Text
Personal information is changed ) Email [ Text
PIN on my card is changed [:| Email |:| Text
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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.
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Purchase alerts

Alert type

Fraud

Event

Purchase

Location

Purchase is declined

Purchase amount exceeds

$0.00

Balance reaches or exceeds credit limit

a2

%

Payment is due in

Days

Cash is withdrawn from my account

Account balance is

$0.00

On the Purchase Alerts tab, select which

purchase alerts you want to get and specify

any parameters.

Email

Email

Email

Email

Email

Email

: Text

Text

Text

Text

Text

Text
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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.
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Additional purchase alerts

Account balance is

$0.00

Available credit is

$0.00

Purchase is made via mail or telephone
Purchase is made over the internet

Purchase merchant type

‘ Q Search

On the Purchase Alerts tab, select which

purchase alerts you want to get and specify

any parameters.

Email

Email

Email

Email

Email

|:| Text

| | Text

|:| Text

|| Text

| | Text
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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.
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Location alerts

Alert type Purchase is made outside the selected states

This includes Canadian provinces, U.S. territories and military states
Fraud Q_ Search
Event Maximum of 25 states allowed.
Purchase

Purchase is made outside the selected countries
Location ‘ o\ Search

Maximum of 25 countries allowed.

Purchase is made in

® Uus.

() Canada

Miles ZIP code

from

|| Email
On the Location tab, select which alerts you
want to get and specify any parameters.
|‘::| Email
|\::| Email

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

need to confirm within 72 hours.

|:| Text

|:| Text

|:| Text
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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.
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Set up email notifications

Access’ Online
Partnersites W Need help? Profile A Log out

I:I:F-l.'r.l'l'l ol L Aeemiurls rananctinng - I g Wirtiunl pOvyments Fl'ﬂ;:-.."": e W ;:'Il,-l'i|.|' User settings > Account alerts

Account > Email notifications

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



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.

My Personal Information
Email Notification =~ Guide

I User ID:

To receive an email notification, select the specific process and corresponding scenarios, timing or accounts.

* = required

Email Address: (i)

Preferred Output Language: *| American English v ({)

Status Notifications

Dispute Status Email Notification

Send notification when the status of my dispute changes.

Password Expiration Email Notification

Send notification 10 days and 3 days prior to password expiration.

[ Pending Cardholder's Transaction Approval
Daily
Weekly: v

Rejected Transaction Email Notification (i)

[] Send rejected transaction notifications.
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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.
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Statement notifications

Account Notifications

Select accounts below to receive email notification when a statement is available in Access Online.

User ID Accounts

Account Number Account Name Account Type Statement
o Cardholder
o Cardholder

Viewed Accounts (Through Assigned Hierarchies)

Add Managing Accounts | Add Cardholder Account

Account Number Account Name AccountType Statement Action

<< Back to Personal Information

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.
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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



I\/Ianage account access

Access Online

Log ot

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



Account access information

My Personal Information
Manage Account Access

| User ID: CH1BASIC

Organization Short Name: ABC044
Functional Entitlement Group: CH ABC

Click Add Accounts.

These are the accounts gaefierarchy entitements to which you have access.

Add Accounts

Product Description Account Number Resfrict Persn-nal-’:j'“' Designated User “’] User ID
Account

One Card R ITT w CH1BASIC

== Back to My Personal Information

Review the current accounts tied to your user ID.
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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.
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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.

My Personal Information
Manage Account Access

| user1D: PATAGENCY

Organization Short Name: ACAG44
Functional Entitlement Group: PA APC

These are the accounts and hierarchy entitlements to which you have access.

Add Accounts

Product Description Account Number Restrict Personal (3} UserID

Account

ACME Agency *rREREARARRR 1543

1/

O PA1AGENCY

Hierarchy
Processing Hierarchy Entitlements

Bank.Agent.Company.Div.Dept Hierarchy Level
3059 Bank

Reporting Hierarchy Entitlements

Favorite Bank.Lvl1.LviI2.Lvi3.Lvl4.LvI5.LvI6.LvI7
— 3059.64913
3059.64990

Remove Favorite Hierarchy Position (§)

Hierarchy Level
Level 1

Level 1

<< Back to My Personal Information
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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.
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Set up accounting code favorites

Access Online

Log ot

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



Add accounting code favorites

Manage Accounting Code Favorites
Manage Accounting Code Favorites
5

Card Account Humber: ===*=*=**="3177, MAE DOWD
Card Account I0: Q17731777044

To create up to 25 Favorites, enter the number of Favarites to be created and click the "Add™ Button_ After
adding, modifying or delefing Favorites, click the “Save” Button to save changes.

Accounting Code - Segment Name (Length) | ,
Delete Favorite Name Status .’:j'"- GL CODE (&) COST CENTER (1) JOB/PROJECT HUMBER (=)
o Accounding Code Allocalion Favorites currently exist. Enter the numbser of favanites fo add and ciick fhe "Add” butfon fo add favanies.

o, Search for Valid Value

m D.ﬂ.ddiﬁunal Favorites Type the number of accounting code favorites you want to

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

== Back to My Personal Information
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Presentation Notes
My Personal Information: Accounting Code Favorites

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





Enter and save accounting code favorites

Manage Accounting Code Favorites
Manage Accounting Code Favorites
5

Card Account Number: **=**==*=*3177 MAE DOWD
Card Account ID: 017731777045

To create up to 25 Favorites, enter the number of Favorites to be created and click the "Add" Button. After
adding, modifying or deleting Favorites, click the "Save" Button to save changes.

Accounting Code - Segment Name (Length) (i)

Delete Favorite Name Status () GL CODE(s) COSTCENTER () JOB/PROJECT NUMBER (x1)
O | - [Active V] | Q| a | |
O | « |Active V| | o | o | |
O | - |Active v| | Q| o | |

a, Search for Valid Value

m | JAdditional Favorites Specify the name, Click a Magnifying Glass icon to search and

status and codes. select a code (if available).

Click Save. al Information
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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.



Manage transactions

* View transactions

e Submit disputes or fraud
e Allocate, reallocate

e Attach documents

e Approve transactions

Run a Transaction Detail report

Client Training | Proprietary


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



View transactions




Cardholder dashboarc #<=°"

transaction options

View last 10 transactions

that posted.

Partner sites Meed help? Profile

Account Name:

Account Unique ID: (i)

ANTONIO T PAULUS
0142-5162-8003-2142

Dashboard Accounts »~  Transactions ~ Orders ~  Virtwal payments »~  Reporting w
Welcome to Access Online TONY PAULUS
Youwr last login was 07 /18/2024
Purchasing Switch Account Quick Links
L6033 v

Account Alerts

:_|/ Manage Contact Information
Account ID: 172246032088 Manage Email Notifications
Account #: “*4603 Run Transaction Detail Report
Account Status: Open View All Stataments
Current Balance: £0.00 View l.:mt Cycle Transactions
Credit Limit: $1.00 View Open Transactions
Available Credit: £1.00

Current Balance is updated as of previous business day. Available Credit includes pending

account activity.

Last 10 Transactions Posted
Posting Date Merchant

11/04 U.5. WIPING MATERIALS
11/04 WW GRAINGER
11/04 WW GRAINGER
11/04 WW GRAINGER

Amount
$259.08
$138.39
$559.83
$800.81

Navigate quickly to your

transactions.

o

Log out
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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




Navigate to Transaction Management

Access’ Online Select the product. Partner sites W

Dashboard ~ Accounts v Tiansactions |A  Orders ~ Reporting ~ Program

MNeed help? w Profile w Log out

Transactions A~ Orders ~ Reporting ~ Program

Corporate Card, One Card, All transactions

others

Previous cycle

Transaction list ]
Pending

Unmatched

If you have more than one type of

card, the product name will appear

in the drop-down list.

Purchasing Card All transactions
Previous cycle

Managing account list >

Card account list > Pending

Transaction list > Unmatched

Corporate Card, One Card,
others

Transaction list >

Manage approvals and
extract

Manager approval queue

Manager approval history

Extract administrator queue
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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.
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Search for the cardholder account

Transaction Management
Search & Select an Account

Cardholder Account Search

Search for an account by Cardholder Account Number, Account Unique ID, Name, or Social Security Number.
You can also find a cardholder account by first Searching_for a Managing_ Account.

Account Number (Last 4 digits):
|

Account Unique ID: (i)

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

Last Name (or Vehicle Name): | First Name: for and select the account you want to view.

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

ecurity Number: 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



Select the account

Account vnique iw; (i)

OR ‘

Last Name (or Vehicle Name): First Name:
OR |

Social Security Number:

OR ‘

Records 1 - 25 of 27
Page 1|2

Click to select the account.

Product Name Cardholder Name Account Number Account Unique ID Account Status Status Description

Purchasing_ MEGAN A ACKERMAN TR 4561 0142-5162-8064-8273 -Open
Purchasing_ LISAALFORD B YA 0142-5162-8022-7126 -Open
Pre-Auth Purchasing. PURCHASING WEST FRRRRET629 0459-6161-3620-9332 -Open
Purchasing_ JAMES M ARENA i 11T 0142-5162-8017-4905 -Open
Purchasing_ JASON P BAINES TR 4686 0142-5162-8062-6225 -Open

Purchasing_ GARY L BARHORST TR 4694 0142-5162-8083-3592 -Open


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.
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Transaction Management
Card A t T

y with ion List
[ ] L]
[ransaction list
-1 Card Account Summary
Account Number: ®..3177 Qutstanding Orders; $000 0 Th re e m a i n se ct i o n s .
Account Nama: MAE DOWD  Unmatched Tronsactions: $1,718.11 184 °

Note: Includes unmatched portion of
partially matched transactions.

o = * Card account summary

Billing Cyele Close Date:
@ Open Account
oo,  Search criteria
vanced Search
Transaction Amount: Purchase 1D: Approval Status: T . | .
Eiv] s[ ] A < * Transaction list
Pull Back Eligibility: (1) Order Match Status:
[ B ~] [ ~]
= = : =
Display (25 ~| Transactions per page
[FiTransaction List
Roconds 1 25 of 27
Page: 113
can | Lisichesh All Shone
Select Status Approval Status Mateh Trans  Posting Marchant City/State Amount Detall @ Trans Unique ID Purchase 10 #  Atachment (i) Comments Ascounting Cods (1)
& @4 Date Date
C Pending 03/22 05/24 VALERO 1058 BEORNE, TX $75.50 ® 04419182470501082024-05-2400005  02011811058VPRYFOO0006024 & 713200-27-121-450
[ Banding 05/20 03/24 CHICKEN EXPRESS ROCKDALE ROCKDALE, TX $7.48 o 04419182470501082024-05-2400004 | 715200:27-121-430
O nding 03/21 03/24  ELNOPALITO MEXICA NEW BRAUNFELS, TX  $10.65 @ 04419182470501082024-03-2400003 i 715206:27-121-430
1 Pending 03/20 03/24  EXXONMOBIL 47624386 FRANKLIN, TX $6.69 ® 04419182470501082024-03-2400002  D0O0DCO000000C0000 L ('] T15206-27-121-430
¥ Pending 03/20 03/24 EXXONMOBIL 47624986 FRANKLIN, TX $60.50 ) 04419182470501082024-03-2400001  0D0000000000C0000 L ('] 71520 21-430
f Panding 03/19 03721  AMIGOS Y FAMILIA FRANKLIN, TX $10.11 ® 04419182470501082024-03-2100003 » 715204-27-121-430
( Panging 03120 03/21  FRANKLIN SLEEF INN FRANKLIN, TX $413.97 © 04419182470501082024-03-2100002 0060766401 T 715104-27-121-430
( Panding 03/19 03/21  SUBWAY 03336229 FRAMKLIN, TX §7.85 ® 04419182470501082024-03-2100001 T | 715204-27-121-430
C Panding 03/18 03720 MAND M FARM SUPPLY FRANKLIN, TX $14.68 ® 04419182470501082024-03-2000003 T | S00004.27-121-430
Pending 03/18 03/20 AMIGOSY FAMILIA FRANKLIN, TX $22.39 @ 04419182470501082024-03-2000002 T | 715201-27-121-430
Pending 03/18 03/20 SUBWAY 03336229 FRANKLIN, TX $8.34 ® 044 19182470501082024-03-2000001 T | 115204-26-101-430
I Ponding 03/18 05719  TEXACO 00305265 FRANKLIN, TX $15.89 ] 04419182470501082024-05- 1900003 80202 G| 215200:27-121-030
Panding Q3/17 03/19 CHICKEN EXPRESS ROCKDALE ROCKDALE, TX $8.01 @ 04419182470501082024-03- 1900002 C | 715200-27-121-430
Panding 03/17 03/19  DAIRY QUEEN #14127 FRANKLIN, TX $10.81 ® 04419182470501082024-03- 1900001 ® i 715204-27-121-430
f Pending 3 03/18  MURPHYEE2ZATWALMAT BOERNE, TX $78.00 W 04419182470501082024-03- 1800001 017620875 | 3208-27-121-430
Bending 03/06 03/10  JOHNNY REB'S DIXIE CAFE HEARNE, TX $15.36 W 04419182470501082024-03- 1000002 e Z15208:27-121-430
s Panding 03/07 03/10  MURPHYSEZZATWALMAT BOERNE, TX $56.00 @ 04419182470501082024-03-1000001 007550017 @ fl 713200:27-121-430
O Banding 03/05 03/07 CHEVRON 00210261 HEARNE, TX §77.76 ® 04419182470501082024-03-0700003 80202 | 713208-27-121-430
O Pending 03/05 03/07 DAIRY GUEEN #14127 FRANKLIN, TX $10.81 ® 04419182470501082024-03-0700002 | 715204-27-124-430
= Fending 03/06 03/07 FRANKLIN SLEEP INN FRANKLIN, TX $137.99 ol 044191682470501082024-03-0700001  DOS2E31745 > ('] Ti5108:27 e
[ Banding 03/03 O3/04 WM SUPERCENTER BOERNE, TX $70.30 D 04419182470501082024.03-0400001 1005111125 » yal
- ndiin O2/28  O5/05  EXXONMOBIL 47485628 SHAVAND PARK, TX $80.51 D (04419182470501082024-03-0300002__ 00000000000000000 »
—— VSRR e L LI S E TR —— — e e

#® Reviewed (§ Disputed (yMatched 4 Exception @ Realiccated @, @ Trons Detail Leval {jUpload Attachments

Bocords 1 - 7

Fage 112

£ 0 B0 23 B0


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.
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Select the billing cycle close date

[-]1 Card Account Summary

Account Number:
Account Name:

Outstanding Orders:
Unmatched Transactions:

Billing Cycle Close Da‘te:| Open

All

Total Transactions: _ 03/19/2024
Reallocated Transactions: | g0 ,1g,/2024

% Reallocated Transactions 1 /19,2024

12/19/2023
11/17/2023
~110/19/2023
Statement Approval Hist¢ g 15 5003
08/18/2023

|07/19/2023
Approval Status ApPrDEHQIEDEE

No statement approval hi505f19f2023
|04/19/2023

® Open Account

m Print Account Activity

Final Approved Transactions:

The billing cycle close date defaults to

OPEN, use the drop-down menu to select a

closed cycle and click Search.

aroved by

is account.

] % Final Approved Transactions:
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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



Filter the list using search

[-l:Search Criteria

Return to top

Transaction Amount: Purchase ID: Approval Status:
All v 5 All
Pull Back Eligibility: Order Match Status: Approved
< (Al v Fm_al Approved
Rejected
Disputed Transactions: Reallocated Transactions: Pending
s s

Display |25 ‘| Transactions per page

m Reset & Search with Defaults

Use the Display drop-down to

expand your transaction list to more

than 25 results.

| Advanced Search

Click Advanced Search for more fields to

use as search criteria.

If you choose Pending, transactions will “fall

off” your list as they’re approved.
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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. 
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Transaction list section

Use the checkboxes to select one, or

Click a column header link to sort

ansaction list.

I-1 Transaction List

more, transactions.

Select Status Approval Status Mglfch Trans Posting Merchant City/State Amount Detail ‘= Trans Unique ID Purchase |D o> Attachment (i) Comments Accounting Code (i)
@ (8 D 4L Date Date
03724 VALERO 1058 BEORNE, TX 75.50 w 04419182470501082024-03-2400005 02011811058VPRYFO00006024 & ']
03/24  CHICKEN EXPRESS ROCKDALE ROCKDALE, TX $7.48 0441918247050 1082024-03-2400004 »>
N/24  ELNOPALITO MEXICA NEWBRAUNFELS, TX  $10.65 @ 04419182470501082024-03-2400003 > @
03 EXXONMOBIL 47624986 FRAMNEKLIN, TX $6.69 i) 04419182470501082024-03-2400002 00000000000000000 A /]
Pending 03/24 04419182470501082024-03-2400001  00000000000000000 > f
03/21 . . . . . 04419182470501082024-03-2100003 R |
03/21 Click a link to view additional detail. 04419182470501082024-03-2100002 0060766401 > g
03/21 04419182470501082024-03-2100001 > 4
03/20 M AND M FARM SUPFLY FRANKLIN, TX $14.68 04419182470501082024-03-2000003 e 7]
Pending 03720 AMIGOS Y FAMILIA FRANKLIN, TX $22 39 (i 04419182470501082024-03-2000002 e /]
Pending 03/20 SUBWAY 03536229 FRANKLIN, TX $8.34 0 04419182470501082024-03-2000001
03/19  TEXACO 00305265 FRANKLIN, TX $13.89 04419182470501082024-03-1900003 80202 |
03719 CHICKEN EXPRESS ROCKDALE ROCKDALE, TX $8.01 (i) 04419182470501082024-03-1900002 Aw ']
03712 DAIRY QUEEN #14127 FRANKLIN, TX $10.81 i) 04419182470501082024-03-1900001 A 3
Pending 03/18  MURPHY6822ATWALMRT BOERNE, TX $78.00 04419182470501082024-03-1800001 017620875 > i
Panding 03/10  JOHNNY REB'S DIXIE CAFE HEARNE, TX $15.3
Pending 03/10  MURPHY6822ATWALMRT BOERNE, TX $56. . .
03/07 CHEVRON 00210261 HEARNE, TX s774 Transaction list notes:
03/07 DAIRY QUEEN #14127 FRAMNKLIN, TX 10.
0367 FRANKUIN SLEER NN ERANKLIN. T 53?_ * Look for page indicators on the top and bottom left of the list
03/04 WM SUPERCENTER BOERNE, TX $70.3 . . . . . . . .
02/08 03/03  EXXONMOBIL 47485628 savanopark x  ssod © Column header links will sort the list, transaction row links display transaction detail

a+ Reallocated @,

@ Trans Detail Level {jUpload Attachments

Change Review Status

E=S B3

* 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

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.
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View the transaction details

Transaction Management
Transaction Detail

Card Account Number:
Card Account 1D:

Creale ] Manage ] Trans List

Transaction Summary
Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail &+ Purcl
0915 09/16 UNION CONSULTING 7039877426, VA 80.00 (i) 20191

@ Disputed ¢ Matched 4 Exception @, @ Trans Detail Level @+ Reallocated {J Upload Attachments

These tabs give additional information

about the transaction.

‘ [Ml Match | Allocations | Comments | Appraval Mistory | Custom Ficlds
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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

Transaction Summary

Status Match

03/21 03/24

Trans Date Posting Date Merchant
EL NOPALITO MEXICA NEW BRAUNFELS, TX

City, State/Province
10.65

@ Disputed ) Matched A Exception @, @ Trans Detail Level @» Reallocated g Reallocation Locked

Summary r Match r Allocations r User Line ems r Comments r Approval History r Custom Fields |

Reference Information (i)

03/25/2024

03/24/2024

Reference Number: 24224431295101056560334
Authorization Number: 030161

Billing Cycle:
Posting Date:

Most Recent Extract Dates
Financial Extract:

General Ledger Extract:
Payment Extract:

The Summary tab shows high-level transaction information.

To change the review status, click the "Mark as Reviewed" button.

To pull this transaction back from its pending approver, click "Pull Back."

To initiate a dispute, click the "Dispute” button.

Transaction

Date: 03/21/2024

Purchase ID:

Total Amount: 10.65

Memo Post: (i) No

Sales Tax: 0.00

Freight:

Merchant

Name: EL NOPALITO MEXICA

City, State/Province: NEW BRAUNFELS, TX Currency

Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
Merchant Category Code Source Currency: U.S. Dollar
(McCC): 5812 Source Currency Amt: 10.65

Amount Detail

®

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
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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.
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Submit disputes or fraud




Dispute a transaction

-1 Transaction List

Return to top

Records 1-6
Check All Shown | Uncheck All Shown
Select Status Approval Status Match Trans Posting Merchant City/State Amount
= 4 _ Date Date

0O Pending 04/21 §o4/24  OMEGA ENGINEERING 203-3597719, CT $508.40
O Pending 04/21 04 COMMUNICATIONS APPLIED TE 703-4810068,VA  $1,159.00 CR
0O Pending 04/20 04/24 DW BATLE CREEK, MI  $1,195.56
0O Pending 04/21 04/24  PACE CWQJIOM CASES & BAGS 000-000-0000, UT $269.40
0O Pending 04/20 04/21 PLATT ELEC SWRLY 0057 5036416121, UT $311.06
O Pending 04/20 04/21 PLATT ELEC SPPLY O® 5036416121, UT $38.20

@ Disputed ¢ Matched A Exception @+ Reallocated @@, Trans Detail Level (J Upload Attachments “Wggttachment

Check Al Shown | Uncheck All Shown

Records1-6

Reallocate Mass Reallocate Match to Order

To dispute a transaction, click on the

Transaction Date hyperlink.

Detail

@

®

As a best practice, cardholders should contact the
vendor for resolution BEFORE using Access Online

to dispute the transaction.

‘& Trans Unique ID

03058163261549102024-04-2400004
03058163261549102024-04-2400003
03058163261549102024-04-2400002
03058163261549102024-04-2400001
03058163261549102024-04-2100003
03058163261549102024-04-2100002

Purchase |ID *
05691
05691
05691
05691
05691
05691

Attachment (i) Comments

Accounting Code ()

23340000000000000000(52

23340000000000000000(52

23340000000000000000(52

23340000000000000000(52

23340000000000000000|223

23340000000000000000(52
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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



Summary l’ Match rAIocat'ons r&;;s’oval History r Custom Fields |

The Summary tab shows high-level transaction information.

The review status cannot be changed because the review day limit has been reached.

CI i C k t h e D i S p u te b u tto N To approve the transaction, click "Approve.”

To initiate a dispute, click the "Dispute” button.

Transaction Reference Information (3)
Date: 08/21/2024 Billing Cycle: Open
Purchase ID: 05691 Posting Date: 08/24/2024
Total Amount: 508.40 Reference Number: 4716300005905667
Memo Post: (i) Yes Authorization Number: 040636

e You'll be taken to Transaction Details. Sales Tax: 0.00 Most Recent Extract Dates
Freight: 0.00 Financial Extract:

General Ledger Extract:

* In the Summary tab of the transaction that Nrehant OMEGA ENGINEERING T et

City, State/Province: 203-3597719,CT Currency
needs to be disputed, scroll to the bottom. Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
Merchant Category Code Source Currency: U.S. Dollar
(MCC): 5085 Source Currency Amt: 508.40
MCC Description: WHOLSALE INDUST
SUPP
Dispute Sales Draft Requests (i)
* none

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

Click the Dispute button.

story

<< Back to Transaction List
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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.
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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.

Transaction Management
Select a Dispute Reason

The definition of a fraud transaction is defined as third party unauthorized use of a
card. If the transaction in question is fraud, please go to Contact Us for the customer

support contact information.

The definition of a dispute transaction is defined as a disagreement between the
merchant and the cardholder where the cardholder is asking for their [ssuer's

assistance.
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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.

Trans Date Statement Date Merchant Amount Reference Number

08/21/2024 OMEGA ENGIMEERING 508.40  4716300005905667

Select a dispute reason from the list below.

o Unrecognized transactions should be treated as fraudulent transactions. If you
don’t recognize a charge, please call 1.800.523.9078.

My account was charged for this transaction and...

Reason

Merchandise Returned

...| have not received credit for the returned merchandise.
Merchandise Not Received

...| have not received the merchandise.

Services Mot Received
...l have not received the services.
D Credit Not Received

Transaction Posted to Closed Account - Recurring Transaction

...this account has been closed. This is a recurring transaction such as a monthly service.
Transaction Posted to Closed Account

...this account has been closed.

Defective - Shipped/Returned

Look to see if the dispute requires

additional information.

Additional Items Required

...the shipped merchandise | received was defective. The merchandise has been returned to the merchant.  Print, Copy of Shipping Invoice

Defective - Shipped

...the shipped merchandise | received was defective.
Defective

...the merchandise | received was defective,
Other

...none of the above reasons fit my need to dispute this transaction.

Print, Copy of Shipping Invoice
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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.
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Complete the dispute form

Each dispute reason will instruct you on what is

Role: Cardholder Switch Role

Card Account Number: *=**==*rszxs 5691, DAMITA MARALDO reqUIred tO fl” OUt and/or attaCh'
Card Account ID: 059056913042

Trans Date Statement Date Merchant Amount Reference Number
08/21/2024 OMEGA ENGINEERING 508.40 4716300005905667

Credit Not Received
My account was charged for this transaction and | have not received credit toward
my account.

This dispute reason requires a copy of the receipt. After completing this form, click
"Continue" for a printable version of the form.

Complete ALL required fields, add any supporting information

* = required .
in the comments.

Requestor Name:* Requestor Phone Number:*

IDAMITA MARALDO

Comments:*

B

<< Back to Select a Dispute Reason 72

Click the Continue button.
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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.
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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.

[-] Transaction List

Return to top

Fecords 1- 18 of 18

Check All Shown | Uncheck All Shown

Select Status Approval Status Match

L)
=

%DDDD

¥
B I I W O

| (=] 1

Approved
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

I R

@ i
o

Trans Posting Merchant

Date Date

08/27 08/28 UTAH COMMERCIAL SUPPLY IN
08/23 08/26 DOD EMALL

08/22 08/23 WALMART.COM *INTERNET O
0819 08/20 BLK*BOX CORP

08/14 08/16 HAGEMEYERNA CBG2

08/14 08/15 AES SYSTEMS, INC.

08/14 08/15 NOT JUST PRINTERS,INC
08/14 08/15 WALMART.COM *INTERNET O
08/14 08/15 NEWEGG COMPUTERS

0813 08/14 USA IMPACT 01 OF 01

0813 08/14 PLATT ELEC SPPLY 0057
0812 08/13 DOD EMALL

(alepiptel

Nnor4aoy

RIATYI O ICIKRCCC FHINKNTIINE

City/S

435-5¢
BATLE
600-9¢
724-7¢
643-74
601-4¢
718-4:
600-9¢
600-3¢
469-51
50364
BATLE

onn &f
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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.
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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
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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.
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B i " -l i ) :
Situation: Card is missing.: Possibly stolen. Fraud.

United States 1-800-344-5696
anada 1-800-588-8067

. «‘, aternational 701-461-2010 (other than canada)

: T I g 75
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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.
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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.


Log into Access Online and navigate to Contact Us

Access’ Online Nesdhele? w  Profile Log out

User guides and training

Contact us Open the Need help menu.
Select Contact us P P

Chat with us

Message client services



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.
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ldentifying fraudulent transactions

 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.
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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.
Be sure to notify the bank of fraud within 90 days of the statement date on which the transaction appeared.




Processing fraud

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.

e 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.

e Ifitis not returned within 21 days, the fraud case will not get processed and paid.

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



Getting an update
._._.__._.__—'

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.



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.    



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.
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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.
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Allocate or reallocate transactions
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Presentation Notes




Reallocate a single transaction

-1 Transaction List Return fo top

Records 1-150f15

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail € Trans Unique ID Purchase ID @ Attachment (i) Comments Accounting Code (i)
®.@ e 4 Date Date
O Pending 11714 11715 VISHAY MEASUREMENTSGRP 919-365-3800, NC  $1,035.02 @ & 01425162807475732019-11-1500003 CO018846 1] 4444|333|888(10230
O Pending 11/07 11111 W W GRAINGER 916 877-2022594, IL $1,262.04 @ & 01425162807475732019-11-1100011 8906215390 0 4444|333(888(10230
O Pending 11/08  11/11 WESCO AIRCRAFT HARDWARE 661-7757200, CA  $1,652.57 @ & 01425162807475732019-11-1100009 P2144269057 0 4444(333(868[10230
O Pending 11/08  11/11 ACQUSTICOM CORP 574-293-0534, IN  $1,419.52 @ & 01425162807475732019-11-1100004 8449074633 0 4444|333(888(10230
O Pending 11/07 11/08 ~ BEST BUY 00010033 CALIFORNIA, MD  $1,468.06 @ & 01425162807475732019-11-0800002 1] 44441333|888[10230
O Pending 11/06  11/07 PLAVAN FLEET 888-6266672, CA  $1,182.72 @  &r 01425162807475732019-11-0700009 218755 0 4444|333(888(10230
O Pending 11/06  11/07 SUPERWAREHOUSE BUSINESS P 786-4061737, FL  $1,594.98 @ & 01425162807475732019-11-0700008 408272535 0 4444|333(888(10230
O Pending 11/07 11/07  SOURCEHUB LLC 248-331-6336, Ml $2,902.50 @ € 01425162807475732019-11-0700006 PGieser122 1] 4444]333|888/10230
O Pending 11/05  11/06 CASCADE TOOL AND FOAM SUP  503-640-5216, OR  $1,149.63 @ & 01425162807475732048 g 4444(333(888(10230
O Pending 11/05  11/05 SOURCEHUB LLC 248-331-6336, Ml $1,451.25 @ & 014251628074757320 4444|333(888(10230
0 Pending 11/05 11/05  SOURCEHUBLLC 248.331-6336, Ml $2,902.50 ® & 014251628074757320 @ I[e Qua]= accounting code link. 4444|333(888|10230
O Pending 10728 10/28 ACQUSTICOM CORP 574-293-0534, IN  $2,019.86 @ & 014251628074757320 4444|333(888[10230
O Pending 10/28 10/28 PRC ASC PHILADELPHIA 372 817-640-1067, NJ  $1,434.79 @  &r 01425162807475732019-10-2800011 PETER GIESER 0 4444(333(888(10230
O Pending 10/17 10/18 W W GRAINGER. 916 877-2022594, IL $1,771.54 @ & 01425162807475732019-10-1800005 6217660862 0 4444|333(888(10230
O Pending 10/17 10118  CASCADE TOOL AND FOAM SUP  503-640-5216, OR  $2,904.93 @ & 01425162807475732019-10-1800004 1424058700 1] 44441333|888[10230

® Reviewed @ Disputed ¢ Maiched A Exception @+ Reallocated @, @ Trans Detail Level s Included in Extract (J Upload Attachments

Check All Shown | Uncheck All Shown

Records 1-150715

Mass Reallocate Change Review Status Pull Back
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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.




Specify accounting code values

Summary r Allocations r Tranzacticn Line ltems r Uszer Line ltems r Tax Data r Comments |

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

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add”™ button. Note the number of characters for each segment

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes. )
(e.g., four characters for the Project segment).

* = required Allocation Source: Default Acct Code Last Changed By: System
Remove Amount Percent Accounting Code - Segment Name (Length) E -
avorite
PROJECT (4) BUSINESS UNIT (s) INDEX (z) COSTCENTER (s) GENERAL LEDGER (z)

0o 72T QR ([ 100 % [4444 33355 555 = 91614 Q Add as Favorite

Q Search Type a value in each segment. Click the search icon to search for a
valid value for that segment.

Total Allocated: $| 74.91 | 10000% Apply Accounting Code: | V|

Amount Remaining: $| 0.00 | 0.00% Additional Allocation(s): 1 m

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

Click Save Allocations when you are done.
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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. 




Search for a valid value

Transaction Management
Search & Select Valid Value

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

GENERAL LEDGER (8)

Description: | |Office

Search Type: | |Begins with v

Specify search criteria

and click Search.

Display Values per page

Select a valid value from the results list below.

Click Select for the
Records 1-1of 1

GENERAL LEDGER Value Description
elect BUSE4572 Office Supplies

value you want.

Records 1-1o0f 1
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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. 


Reallocate to multiple accounting codes

Summary r Allocations r Transaction Line ltems r User Line ltems r Tax Data r Comments |

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

assign to one or more accounting codes. For

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add" button. example, you bought office supplies that you

After adding, modifyin

button to save changes.

Type the amount or percentage. will share with another department.

* = required it Acct Code Last Changed By: System
Remove Amount Percent Accounting Code - Segment Name (Length) E .
avorite
PROJECT (4) BUSINESS UNIT (s) INDEX (z) COSTCENTER (s) GENERAL LEDGER (z)

O $ 56.18 OR 75.00 % 4444 33355 55 . 91614 Q Add as Favorite

[y

o sl 1873 oR[ 2500% @ [4444 33355 555 - 1614 [ a Add as Favorite
q, Search
Total Allocated: $| 74.91 | 10000% Apply Accounting Code:|
Amount Remaining: g| 0.00 | 000% Additional Allocation(s): | 1 m Specify the number of allocations

to add and click Add.

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

Save Allocations
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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. 




Reallocate to multiple accounting codes

Summary I/ Allocations r Transaction Line ltems r Uzer Line ltems r Tax Data I/ Comments |

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

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add" button.

After adding, modifying or deleting allocations, click the "Save Allocations” button to save

Type a value in each segment.

* = required Allocation Source: Default Acct Code L3
Remove Amount Percent Accounting Code - Segment Name (Length) E =
avorite
PROJECT (4) BUSINESS UNIT (s) INDEX (3) COST CENTER (s) GENERAL LEDGER (z)
O 3 56.18 OR 75.00 % 4444 33355 555 2 91614 Q Add as Favorite
O 5 1673 OR 25.00 % 4444 33355 555 : 91614 Qa Add as Favorite
q Search
Click the search icon to search for a
Total Allocated: $| 74 91 | 10000% Apply Accounting Code:| V|m
valid value for that segment.
Amount Remaining: $| 0.00 | 0.00% Additional Allocation(s): 1 m

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

Save Allocations . .
- Click Save Allocations when you’re done.
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You can use the magnified glass next to the segments to search for the value you want to use from your Valid Value list. 


Reallocate by accounting code name

Suveney | Maich | ABocations | Approvel History | Chrd Deta |

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information o
aliacate an amount 1o a different cost center. The reallocation can be to one or 1o mulliple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add” button.

After adding, modifying or deleting allocations, click the “Save Allocations®

You may have complete accounting codes available by name.
* = required Allocation Source: Defau

Simply select the code name from the Change to list. :
Remove Amount Percent Prepopulated Ac unting Code - Segme

Current Name ] GA (2) BFYEFY (3]
5 | 12999 OR | 100.00% |-Change qurrent Value— vla
& Search —Change Current Value— N

Card Account Default Accounting Code
m Tax Default Accounting Code
Freight Default Accounting Code
) Fyv2019 - DCAP Equipment
Total Allocated: g 344700 | 100.00 % APpply Accounting Code: | FY2019 - DCAP IT Consumable

| FY2019 - DCAP IT Equipment

Amount Remaining: o, Additional Allecation(s): | 1 FY2019-D Supplies
g sl 000/  000% ¢) m FY2019 - DES Equipment

FY2019 - DES IT Consumable

. F¥2019 - DES IT Equipment
Mote: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values. i
' ning v FY2019 - DES Service Calls

) FY2019 - DES Supplies
FY2019 - DLSS IT Equipment

FY2019 - DLSS Eauioment
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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.




Reallocate by accounting code name continued

Summany | Match f Adocatons r Apprl Hslory [ ot Dom |

The Allocations tab provides the ability to realiocate a fransaction by changing the accounting information to
alipcate an amount 10 a different cost center. The reallocation can De o one or to multiple accounting codes

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
fransaction. To allocate 1o additional accounting codes, click the “Add” button

After adding, modifying or deleting allocations, click the "Save Alloc

Note your selected code.
* = required Allocation Source

The values populate as soon as

you select the name.

Accounting Code - §
GA (2) BFYEFR

vlq [i7 [207€

Remove Amount Percent i i
Prepopulated Accoupfting Code Selection Change To:
Current Name
S 129.99 OR | 100000% Fyp019- DCAP Equipment —Change Current Value—
4, Search
Total Allocated: s 12999 | 377 % Apply Accounting Code: | wl m
Amount Remaining: s 3317.01 | 9623 % Additional Allocation(s): | 1 m

Mote: Rows marked for deletion are subtracted from Tolal Allocated and Amount Remaining values.

Click Save Allocations.
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The alternate accounting code name then appears in the current name field and the codes automatically populate.
Click Save Allocations.


Add accounting code favorites

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province  Amount Detail & Purchase D
05/13 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK 7463.15 55132

@ Disputed ¢ Matched A Exception @x Reallocated [ Upload Attachments

Summary r Maich r Allocations r User Line ltems r Comments r Approval History r Client Data r Custom Fields |

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

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add" button.

After adding, modifying or deleting allocatid

Allocation Source: Last Changed By: SpeCIfy the accounting code values.

Click Add as Favorite.

Remove Amount Percent Accounting Code - Jegment Name (Length)

SEGMENT 1 (s) SEGMENT 2 (7) SEGMENT 3 (s)
O $ 559736 OR 75.00 % 999999999 Egsiki 55555 Add as Favorite
Il $ 1665.79 OR 25.00 % 999999999 Tt 55555 Add as Favorite

Remove

Total Allocated: g 746315 |  10000% Apply Accounting Code: | VIm

Favorite

Amount Remaining: g 0.00 | 0.00% Additional Allocation(s): 1 m

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

Save Allocations
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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. 


Specify accounting code favorites

Manage Accounting Code Favorites
Manage Accounting Code Favorites

Card Account Mumber; *======*5132 PALLINE WILLIAMS PRUITT
Card Account ID: 002551324009

To create up to 25 Favorites, enter the number of Favorites to be created and click the "Add" Button. After
adding, modifying or deleting Favorites, click the "Save" Button to save changes.

Accounting Code - Segment Name (Length) il::

Delete Favorite Name Status (i) SEGMENT1(s) SEGMENT2() SEGMENT 3 (s)
] [Supplieg - |Active | |ggogoggeg | |7777I7T | 55555

Q, Search for Valid Value

m | | Additional Favorites

m V\m You can also add more favorites.

<< Back to Transaction Detail

Type a name for your favorite and select a status.
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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. 



Use your favorites

Tha Allocations tab providas tha abilty to reallocate a transaction by changing the accounting information B
aliccate an amount to a different cost center. The reallocation can ba e one of o multigle sccounting codes

You can alkxcabe amounts by dollar amount of parcentage. Tolad allsCcation amouns g
fransachon. o alocala bo addibonal accounbng codas, chok tha “Add™ button

Aftar adding, medifyng or deleting allocabons, cick the “Save Allocations”™ buiton o

You can easily select your favorite (marked

with a # symbol) from the Change to list.

* = nequered Allocation Source; Dalaul Acct Lo
Ha ] t Parcent
eV TR re Prepopulated Accounting Code Selection Change To-
Current Mame
H 208 OR 100000 % 20N Senacas —Chaargpl Curnanil Vg W
5 000 OR 0.00 % —Change Gurren! Viskio-—
Cand Accound Dalaull Acoouinting Code
&, Search Teax Dafaull Accounting Code
Freighl Dataull Accounbng Coda
m MOffice Services
Total Allocated: g 75608 [ 10000% Apply Accounting Code: | —
Amount Remaining: | 000 | O00% Additional Allocation{s): 1 m

Wate: Rows maiked for dedabon ang subiraciesd inpm Tokal Allpcaied and Amouni Remaning values
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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.




» [
» [

O
O

O
» ]

»[]
» [
» [
» [
»[]
1
1

Reallocation icons

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

02/22
02122
02/21
02/20
02119
02/19
02/19
02/19
02119
02115
02114
02/14
02/13

02/23
02/23
02/23
02/22
02/21
02121
02721
02721
02/21
02119
02116
0216
02115

FORCE 3 INC

CITRIX SYSTEMS

CDW GOVERNMENT

CDW GOVERNMENT

DELL MARKETING L.P.

CDW GOVERNMENT

CDW GOVERNMENT

CDW GOVERNMENT
BORDERS BOOKS 01001510
GTSI

CDW GOVERNMENT

SAL TNKFAA

SYNERGY DATACOM SUPPLY

@ Disputed o Matched A Exception &+ Reallocated @, @ Trans Detail Level | Upload

CROFTON, MD $196 67
FT LAUDERDALE, FL  $8,090.99
TELS008004239, IL $40.00
TEL8008004239, IL $700.00
800-727-1100, TX $3,021.29
TEL8008004239, IL $615.00
TEL8008004239, IL $615.00
TEL8008004239, IL $615.00

OKLAHOMA CITY, OK $49.95

CHANTILLY, VA $67.12
TELB474196132, IL $285.00
SAN ANTONIO, TX $29.40

OKLAHOMA CITY, OK  $299.32

71543
71543
71943
71543
71543
71943
71943
71943
71543

CR 71543

71543

CR 71943

Icons display for transactions

that you have reallocated.
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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.



Mass reallocation explanation

Mass reallocation lets you select a group of accounts and

then assign the same codes to the group.

Transaction 1

Transaction 2

Transaction 3

Shared accounting code
for all three transactions
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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.


Click the Mass Reallocate button

] Pending 02/22
O Pending 02/22
N Pending 02/22
[ Pending 02122
O Pending 02/22
O Pending 02/22
M Pending 02/22
i Pending 02/22
O Pending 02/21
N Pending 02/20
N Pending 02119
+ Pending 0219
[

[+

i Pending 02119
i Pending 021135
] Pending 02114
O Pending 02114
N Pending 02113

02126
02126
02726
02/26
02126
02/23
02/23
02/23
0223
02122
02/21
02121

02/21
02119
0216
02/16
02115

CDW GOVERNMENT
CDW GOVERNMENT
CDW GOVERNMENT
CDW GOVERNMENT
CDW GOVERNMENT
E-FILLIATE

FORCE 3 INC
CITRIX SYSTEMS
CDW GOVERNMENT
CDW GOVERNMENT
DELL MARKETING L.P.
CDW GOVERNMENT

Pendin . ENT
, e Select two or more transactions.
Pending ENT

BORDERS BOOKS 01001510
GTSI

CDW GOVERNMENT

SAL TNKFAA

TEL8008004239, IL 540.00
TEL8008004239, IL $40.00
TELS005004239, IL $40.00
TELS005004239, IL $40.00
TEL8008004239, IL $40.00
800-327-6703, CA $309.30
CROFTON, MD $196.67
FT LAUDERDALE, FL  $8,090.99
TEL8008004239, IL $40.00
TEL8008004239, IL $700.00
800-727-1100, TX $3,021.29
TEL8008004239, IL $615.00
TEL8008004239, IL $615.00
TELS005004239, IL $615.00
OKLAHOMA CITY, OK $49.95
CHANTILLY, VA $67.12
TEL8474196132, IL $285.00
SAN ANTONIO, TX $29.40

SYNERGY DATACOM SUPPLY OKLAHOMA CITY, OK  $299.32

@ Disputed o Matched 4 Exception & Reallocated @, @ Trans Detail Level | Upload

Check All Shown | Uncheck All Shown

Records 1 - 25 of 27 Click Mass Reallocate.

Fage: 1) 2

Mass Reallocate Match to Order Pull Back

CR

CR

71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543
71543

Eaaeasa eaaeaeseaaeaaeaeaeaeasea e s
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Transaction list with multiple transactions selected
Select two or more transactions. 
Click Mass Reallocate



Rea | Iocate Select the percentage. You can allocate 100 percent of

* = required . .
the group to a single accounting code.
Mass Reallocation Action:

@® Replace Existing Allocations

© Add Common Allocations

Alloc % ounting Code - Segment Name (Length) Favorite
DIVISION(4) SEGMENT1(s)  SEGMENT2() SEGMENT 3(s) Enter codes and click Save Allocations.
| 000% 9999 -q logg997777 + 7775555 <+ |5 - gdd as Favorite
Q Search
Total Allocated: 0.00 % Additional Allocation(s): 1 m

Save Allocations

Selected Transaction List

You can also allocate the group to multiple accounting codes by

Transactions that will be affected by the action taken above.

Summary percentage. Specify the number of allocations to add, click Add, and
Total Number of Transactions: I—B
Total Dollar Amount: 1040049 then specify the codes and percentages for the group.
Detail of Selected Transactions
Remove Trans Date Merchant Amount Accounting Code Allocation Source Last Changed by

O 02/22/2017 FORCE 3 INC $196.67 99991999997 777|7775555|5)|

O 02/2212017 CITRIX SYSTEMS $6,090 99 9999199999777 7|7775555|5|

O 02/19/2017 CDW GOVERNMENT $615.00 999919999977 77|7775555|5]|

0 02/19/2017 CDW GOVERNMENT $615.00 99991999897 777|7775555|5]|

0 02/19/2017 CDW GOVERNMENT $615.00 99991999997 777|7775555|5|

0 02/19/2017 BORDERS BOOKS 01001510 $49 95 99991999997 7T77|7775555|5|

O 02152017 GTSI $67.12 CR 9999]999997777|7775555(5]|

O 02/14/2017 CDW GOVERNMENT $285.00 999919990897 777|7775555|5]|

Remove Trans
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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. 




Save allocations

Are You Sure?

You have chosen to Replace all selected transaction allocations with the same
commaon allocation(s).

This will affect 8 transactions totaling $10,400.49. The following will replace each
selected transaction allocation:

Prepopulated Accounting Code Selection
Alloc % E®TCd ElNE

100.00% 1234|9999977T7|7775555|9|

Accounting Code

Scroll down to review what the selected transactions would look like with the change
applied.

All the transaction now have

Are you sure you want to change these allocations?

m the same accounting code.

Detail of Chand

gd Transactions

ated Accounting Code Selection

Trans Date Merchant| Click Yes, Save Allocations. ame Accounting Code

02/22/2017 FORCE 3 1234|999897777|7775555|5]|
02/22/2017 CITRIX SYSTEMS $8090.99 1234|999997777|7775555|5]|
02/19/2017 CDW GOVERNMENT $615.00 1234|999897777|7775555|5)
02/19/2017 CDW GOVERNMENT $615.00 1234|999997777|7775555|5]|
02/19/2017 CDW GOVERNMENT $615.00 1234|999997777|7775555|5]|
02/19/2017 BORDERS BOOKS 01001510 $49.95 1234|999997777|7775555|5]
02/15/2017 GTSI 86712 CR 1234|999997777|7775555|5]|

02/14/2017 CDW GOVERNMENT $285.00 1234[999997777|7775555(5]
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The system will check for validation of the mass reallocation.  Select Yes, Save Allocations button.

 


Reallocation worksheet explanation

Transaction 1

Transaction 2

Transaction 3

The reallocation worksheet lets you reallocate each

transaction in a group to a different accounting code.

Accounting Code 1

Accounting Code 2

Accounting Code 3
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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.


Click the Reallocate button

-1 Transaction List Return to top

Records 1-7 of 7

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State Amount Detail €+ Trans Unique ID
®_® e a4 Date Date
n Pending 04/02 04/04 PUMP N PAK SIOUX FALLS, SO $53.74 @ 03757162808694522022-04-04000C
O 04/01 GNG CARWASH #12 SIOUX FALLS, SD $8.00 @ 03757162808694522022-04-01000C
n Select each transaction. 04/01 CULVER'S #121 MITCHELL, SD §18.17 (D) 03757162808694522022-04-01000C
O /27 03/28 CASEYS GEN STORE 2351 SIOUX FALLS, 50 $3849 (D) 037571628068694522022-03-28000C
UJ Pending 03/25 03/27 PUMP N PAK SIOUX FALLS, SD - 55215 @ 03757162808694522022-03-27000C
m Approved 03/21 03/25 MARLINS FAMILY CHEAP SHOT TEA, SD §24 12 037571628068694522022-03-25000C
O Approved 03/20 03/22 BROOKINGS PIZZA RANCH INC  605-6923663, SD $30.75 (0] 03757162808694522022-03-22000C

@® Reviewed @ Disputed O Matched A Exception @&+ Reallocated @, @ Trans Detail Level g Reallocation Locked ()| Upload Attachments

Check All Shown | Uncheck All Shown

Records 1-7 of 7

Reallocate Mass Reallocate Change Review Status Pull Back

Click Reallocate.
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Select the transactions you want to work on and click the Reallocate button.


Complete the reallocation worksheet

Transaction Management
Reallocation Worksheet

Card Account Number: ===s==4840 BRIAN G BRASWELL Switch Accounts
Card Account 1D: 010145409083

Reallocate transactions by changing the accounting information to allocate the
amount to a different cost center. To allocate to additional accounting codes, click the

"Add Alloc” link.

After modifying the allocations, click the "Save Allocations" button to save changes. Specify or select a value for each
Exclude transactions from the save by selecting "Remove Transaction(s)"

checkboxes and optionally clicking the segment for each transaction.

"Remove Transaction(s)" button.

® = required
Remove Trans Date Merchant Amount Allec %  Accounting Code - Segment Name (Length) Favorite Allocation Source Last Changed by
Trans COSTCENTER(s) LOCATION(s) FUELTYPE(s) GENERAL LEDGER (5)
O 04/02/2022 PUMP N PAK $53.74  Add Alloc lot62a | [10100 |q lciax4s  |*q Add as Favorite Default Acct Code  System
O 03/28/2022 GNG CARWASH #12 $8.00  Add Alloc [o162a | [10100 |a [ciaxas |=a Add as Favorite Default Acct Code  System
O 03/28/2022 CULVER'S #121 $18.17  Add Alloc lot62a | (10100 |q lc1ax4s  |*q Add as Favorite Default Acct Code  System
O] 03/27/2022 CASEYS GEN STORE 2351  $38.49  Add Alloc [o162a | [10100 |a [ciaxas |-a Add as Favorite Default Acct Code  System
O 03/25/2022 PUMP N PAK $52.15  Add Alloc o624 | (10100 |q lc1ax4s  |*q Add as Favorite Default Acct Code  System
a, Search

Click Add Alloc to assign more than one

accounting code to s single transaction.

<< Back to Transaction List
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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.


Attach a document such as a receipt or invoice

to a transaction




Click the paperclip icon

=] Transaction List Return to top

Records 1 -13 of 13

Check All Shown | Uncheck All Shown

Select Status Trans Posting Merchant City/State Amount Detail ‘* Trans Unique ID Purchase ID @ Attachment
® ©® Date Date
O 12/01 12/04 PARK AND SHOP 612-6720148, MN $199.00 ()] 01423162801496972022-12-0400005 2RRPM 0
O 11/28 12/04 HILTON HOTELS COSTA MESA COSTA MESA, CA $380.55 @ 01423162801496972022-12-0400004 0010409902280 1]
0 12/01 12/04 AT&T*877788053 NBI 800-331-0500, GA $74.91 @ 01423162801496972022-12-0400003 877788053 ]
D 11/28 12/04 MSP AIRPORT PARKING SAINT PAUL, MN $40.00 i 01423162801496 Click the paperclip icon. 1]
O 12/01  12/04 CHIANTI GRILL FALCON HEIGHT, MN  $87.94 @ 0142316280149 1]
O 11/28  12/01 HILTON HOTEL CSTAMESAF&B COSTA MESA, CA $11.00 @ 01423162801496972022-12-0100003 0036759002280 0
0 11/28  12/01 HILTON HOTEL CSTAMESA F&B COSTA MESA, CA $30.00 @® 01423162801496972022-12-0100002 0036758902280 ]
O 11/26  12/01 MASTRO'S COSTA MESA COSTA MESA, CA $229.00 01423162801496972022-12-0100001 1]
O 11/26  11/28 DELTAAIR 0067209165789 PHOENIX, AZ $489.80 @ 01423162801496972022-11-2800005 1]
[ 11/26  11/28 CARLSON WAG 0067209165789 PHOENIX, AZ $27.50 (@) 01423162801496972022-11-2800004 ]
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We are back on the transaction list for a card account.
Upload a receipt or other file by clicking the Paperclip icon. 


Click Add Attachment

- A B

Access Online Chat With Us  Leave Manage Afachments  Log Out

Transaction Management

Trans Date Posting Date Merchant City, State/Province Amount You can attach an unlimited number of PNG’ JPG’ and
12/01 12/04 Park And Shop 612-6720148, MN F199.00

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

Manage Attachments can attach up 5 MB per transaction.

Please add or delets attachments. Only PNG, JPG or PDF files are allowed

Click Add Attachment.

Add Attachment

Back
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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



Select your files

Organize ~ New folder

Housekeeping

MonthyReport

My Login Info

Performance

Photos

Planning

Resume

Samples
My Valid Value Lists
Sample Receipts for Upload
Sample Valid Value Lists

Taxes v

Name

| Baja Sol July 1.jpg

BajaSol.pdf
CarlosSanchezTrainingCertificate.pdf
Hilton Sample.pdf

& Home Depot.jpg

Petrek.pdf
WipingMaterials.pdf

File name: |Hilton Sample.pdf

Search and select the attachment

and then click Open.

~ | Custom Files (*.jpeg;*.jpg;*.pdf; v

Open v

Cancel
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Locate the file you wish to attach. You can attach more than one by selecting more than one here.



Save your transaction attachments

BILLY HARTYS & 2
205 BTHET
MINHEAROLIS, MN 55446

Lagree bo pay above lokal amount
arcordng (o card issuer agreement
(Merchant agreement if Credt Voucher)

04052012 08:42:08
Merchant 10: 000000001 569147
Termina! 10: Q23681015
Bib6169361085
CREDIT CARD
IS4 SALE

CARD & TOREN FHKGOUNOC0E96
INVOICE (1]
Balcn [ECiZEE]
Appraval Code: 006712
Entry Method: Swipad
Mode: (line
SALE AMOUNT S48

Total file size:

Images of 2

Click Add Another

Attachment, if needed.

Add Another Attachment

Back
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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.



Transaction attachments PDF icon

lerchant

FARK AND SHOP
ILTON HOTELS COSTA MESA
AT&T*877788053 NBI
ISP AIRPORT PARKING
HIANTI GRILL
ILTON HOTEL CSTAMESA F&B
ILTON HOTEL CSTAMESA F&B
IASTRO'S COSTA MESA
IELTA AlIR 0067209165769

i =N ] N e e et e taTalce el e taTs

City/State Amount
612-6720148, MN $199.00
COSTAMESA, CA $380.55

800-331-0500, GA $74.91
SAINT PAUL, MN $40.00
FALCON HEIGHT, MN  $87.94
COSTA MESA, CA $11.00
COSTA MESA, CA $30.00
COSTA MESA, CA $229.00
PHOENIX, AZ $489.80

DImiERIIW AT Ty TF EN

Detail © Purchase D > Attachment

2RRPM 0

0036759002280
0036758902280

N = T R = T I = i R
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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.



Approve transactions




Note to trainer

Delete this section if your organization does not use Transaction

Approvals
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Locate the transaction to approve

-] Transaction List Return to top
acords 1 - 25 of 55

age:1/2]3

neck All Shown | Uncheck All Shown

Select Status Approval Status Match e Click the transaction date link to view City/State

®_([D

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

a A

" transaction detail.

WW GRAINGER

WW GRAINGER

WW GRAINGER

AMAZON MKTPLACE PMTS

SYX"GLOBALINDUSTRIALEQ

SPECIALIZED PRODUCTS CO.

SHRED IT WASHINGTON

WINEGARDNER MOTOR COMPANY

ULINE *SHIP SUPPLIES

ULINE *SHIP SUPPLIES

111-111-1111, MO
877-2022594, PA
877-2022594, PA
877-2022594, PA
AMZN.COM/BILL, WA
800-645-2986, FL
817-329-6647, TX
9058292794, MD
LEONARDTOWN, MD
800-295-5510, IL
800-295-5510, IL

Amount

$259.08
$138.39
$559.83
$800.81
$247.35
$817.29

$2,986.98

$198.00
$109.13
$168.90
$417.20

De
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Click a transaction date link to view the detail.


Approve from Transaction Detail

Transaction Management
Transaction Detail

Product: Corporate Card/One Card/Other Switch Products
Card Account Number: **##*##=s=ss 3177, MAE DOWD Switch Accounts
Card Account ID: 017731777135

Trans List | Manager's Queue |

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail ¢ PurchaselD (o
03/22 03/24 VALERO 1058 BEORNE, TX 75.50 (D) 02011811058VPRYFO00006024 &> |

Disputed , @) Trans Detail Level &> Reallocated [J] Upload Attachments Attachment
Select the Approve © Disputed ©-@ C Qe &

Summary, r Allocations r User Line ltems r Comments ragprovalHislor\«: r Custom Fields |

button located on the

The Summary tab shows high-level transaction information.

Summary tab. - -__._J..\___': b i o it By e B i’ —\.,./——-.»—--—. B P sl s DA oo b P [T el ol b e p—— e o _,
Merchant Payment Extract:
Name: VALERO 1058
City, State/Province: BEORNE, TX Currency
Transaction Type: SALES DRAFT Billing Currency: U.S. Dollar
Merchant Category Code Source Currency: U.S. Dollar
(MCC): 5542 Source Currency Amt: 75.50
MCC Description: AUTOMATED FUEL
DISPENSERS
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Approvers see the same the Summary tab.

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


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.

Pending 03/17 03/19
D Pending 03/17 03/18
Pending 03/06 03/10
O Pending 03/07 03/10
0 Pending 03/05 03/07
Pending 03/05 03/07
D Pending 03/06 03/07
D Pending 03/03 03/04
0 Pending 02/28 03/03

DAIRY QUEEN #14127
MURPHY6822ATWALMRT
JOHNNY REB'S DIXIE CAFE
MURPHY6822ATWALMRT
CHEVRON 00210261
DAIRY QUEEN #14127
FRANKLIN SLEEP INN

WM SUPERCENTER
EXXONMOBIL 47485628

FRANKLI
BOERNE
HEARNE
BOERNE
HEARNE
FRANKLI
FRANKLI
BOERNE
SHAVAN

@ Reviewed (g Disputed () Matched A Exception @ Reallocated @, @ Trans Detail Level ([ Upload Atta

Check All Shown l Uncheck All Shown

Records 1 - 25 of 27
Page: 1|2

T [T “ o
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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. 


Select the approver

Transaction Management
If you have a default approver, Approve Transaction(s)

the name will appear here.

[+] 1 Transaction(s) to Approve

You may also see an option to

. Transaction Approval
select an approver as you see In

| want to forward these transaction(s) for further approval to:
this example‘ I Select Approver I

If your organization has only m

cardholders approve without
additional approval levels, you
won’t have to select an

additional approver here.
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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.


Search for an approver

Approve Transaction(s)
Search & Select an Approver

Enter the approver's full or partial name, or leave blank to view all users. Then click the "Search” button.
If you do not have a default

approver, enter a last name LAt Reama: First Name:

and click the Search button,

or leave the Last Name field

blank to see a list of all

<< Back to Approve Transaction(s)

available approvers.
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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.


Select an approver

Search & Select an Approver

Select your approver from the list.
Enter the approver's full or partial name, or leave blank to view all users. Then click the "Search” button.

You also have the option to check
Last Name: First Name:

the box to make this approver your i

default approver. m

Please select an approver from the results list below.

After you select your default, the

Records 1 -2 of 2

name will pOpUIate aUtomatlcally Select Approver Name Email Address

ADAMS, AMANDA asmanda.adams@acme-corp.com
MASON, OLIVER OLIVER.MASON@ABC000.COM

each time you approve.

Records 1 -2 0of 2

Click the Select Approver button.
PP Set selection as your default approver

==

<< Back to Approve Transaction(s) 13



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.


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.

Transaction Management
Approve Transaction(s)

[+] 1 Transaction(s) to Approve

Transaction Approval

| want to forward these transaction(s) for further approval to:

|MASON, OLIVER (User ID: PA1BASIC) v| Select Approver
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Then click Approve.

Next slide


Check the approval status

The transactions now display as Approved. Key

Approval Status descriptions:

e 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.

Select Status
B _m

Oo0oo0oo0odOodooododooodoooodoaa

Approval Status

Approved

Approved

Approved

Approved

Approved
Approved

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Pending

Approved
Approved

Match
o i

Trans Posting Merci
Date Date )
03/22 03/24 VALEﬁ_
03/20 03/24 CHIC#
03/21 03/24 ELMOE
03/20 03/24 EXXOE
03/20 03/24 EXXON!
03/19 03/21 AMI?
03/20 03/21 FRAMK
03/19 03/21 SUBJ
03/18 03/20 M ANG
03/18 03/20 AMIGHY
03/18 03/20 suewa
03/18 03/19 TEXAM
03/17 03/19 CHIC
03/17 03/19 DAl Fif
03/17 03/18 MURF}
03/06 03/10 JOHNM
03/07 03/10 M URF_;
03/05 03/07 CHE%’
03/05 03/07 DAl R’.
03/06 03/0F FRA
03/03 03/04 WM 5.
02/28 03/03 EXX
03/03 03/03 AUTGE
02/26 02/28 TASTH
02/26 02/28 SAC 39’

ase |D

211058VPRYFOO0006024

Q000000000000
000000002000

TE5401

875

J017

31745
111126
100000000000

2012181VPRYFOO0378440

e

e

e

R R RPERPERPERRPRERIERIEPI@RIEPIRIEPIRIEP R R P

=

2

[ — - — I — T < — R — R« — O — TR < — O — T < — [« — T — N — [ — [ — T — [« — - — i — - — - — [ - — O« — - — i —
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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.  



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.

e Make any changes to attachments,
allocations, comments, etc.

e Reapprove the transaction to send it back to

your Approver once changes are made.

Select Status Approval Status Match Trans
®_© @ A Date

u Approved 03/22
| Approved 03/20
) Approved 03/21
O Approved 03/20
&) Approved 03/20
L Approved 03/19
¥ Approved 03/20
-} Approved 03/19
Ll Approved 03/18
u Approved 03/18
O Approved 03/18
) Approved 03/18
0 Approved 03/17
g Approved 03/17
| Approved 03/17
) Approved 03/06
O Approved 03/07
1} Approved 03/05
O Approved 03/05
a Approved 03/06

@® Reviewed (@ Disputed () Matched A Exception

Check All Shown | Uncheck All Shown

Records 1 - 25 of 27

Page: 1|2

Posting Merci. ase D Ay At

Date 4

03/24 VALE‘EL 311058VPRYFO00006024 & A& |

03/24 CHIGH @™ 8 f

03/24 EL Ncy- w a8 {

03724 EX)(O&‘ J000000000000 a 8

03724 EXXON! ~000000000000 @ a8

03/21 AMI(? @ 8 #

03721 FRANK 766401 > 8 1

03/21 SUB\Q) @™ & f

03/20 MANK ® & §

03/20 AMIGE > a

03/20 suswd @™ 8

03/19 TEXAE - ® & §

03/19 CHIC @ 8 §

03/19 DAIR? > a f

03/18 MURP} 875 > a

03/10 JOHNM w a f

03/10 MURF; 3017 @ a8 0

03/07 CHEW @ 8 f

03/07 DAIRS ® 8 @

03/07 FRAI*’ 31745 @ 8 f

@+ Reallocated @. @ Trans Detail Level

Select Status Approval Status
®_© .
>l Pulled Back
0 “Bpproved
. Approved
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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


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.

Transaction Management

Card Account Summary with Transaction List

Product: Corporate Card/One Card/Other

Card A Numb il 3177, MAE DOWD

Card Account ID: 017731777135

Switch Products

Switch Accounts

» Trans List | Manager's Queue |

=1 Card Account Summary
Account Number: [0 3177
Account Name: MAE DOWD

Billing Cycle Close Date:|03/25/2024 v | m

D LOANACCOEN & i s B i} i gt i b b i s s et B it P P, B P - i i i3

0 Approved /17 03/18  MURPHYB822ATWALMRT BOERNE, TX $
D Rejected 03/06 03/10 JOHNNY REB'S DIXIE CAFE HEARNE, TX $
0 Approved 03/07 03/10 MURPHYB822ATWALMRT BOERNE, TX $
O Approved 03/05 03/07 CHEVRON 00210261 HEARNE, TX $
O Final Approved ~ 03/05 03/07 DAIRY QUEEN #14127 FRANKLIN, TX $
O Approved 03/06 03/07 FRANKLIN SLEEP INN FRANKLIN, TX $1
0 Final Approved ~ 03/03 03/04 WM SUPERCENTER BOERNE, TX $
O Final Approved ~ 02/28 03/03 EXXONMOBIL 47485628 SHAVANO PARK, TX $
0 Pending 3/03 03/03 AUTO PAYMENT DEDUCTION $3,9
0 Einal Approved  02/26 02/28 TASTE OF CHINA SAN MARCOS, TX

0 Final Approved  02/26 02/28 SAC 301 NPAC KYLE, TX $

@® Reviewed (g Disputed v Reallocated @, @ Trans Detail Level g Reallocation Locked (j Upload Attachments

Check All Shown | Uncheck All Shown

Records 1-25of 27
Page: 1|2

e s’
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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.


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.

Transaction Management
Transaction Detail

Product: Corporate Card/One Card/Other
Card Account Number: ==*=***=*=** 3177, MAE DOWD
Card Account ID: 017731777135

Trans List | Manager's Queue l

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount De
03/22 03/24 VALERO 1058 BEORNE, TX 75.50 (

@ Disputed @, @ Trans Detail Level @ Reallocated [j Upload Attachments f3 Attachmen

Summary r Match r Allocations r User Line ltems r 'Ccrr‘n"entsl Approval History_'l Custom Fields |

The Approval History tab displays approval actions taken on a transaction.

Cardholder Approver: DOWD, MAE
Current Pending Approver: Cardholder

Approval Actions

Approver Date/Time Aporoyval Action Approver Modifications
MASON, OLIVER 04/09 05:13 || Rejected (1)
DOWD, MAE 04/0804:26 Approved

Bforward the tra

Incorrect or insufficient transaction comment information
Incorrect or not enough user line item data

Unauthorized / non-preferred vendor

Incorrect match

Other

~N ;e W

Key for Approver Modifications:
C Changed Transaction Comments
U Changed User Line Items
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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.


Rejected transaction notification email example

File Message Help Acrobat Q Tell me what you want to do

Elsave [> “ ) e Print  [57 €)Reply <& ReplyAll —> Forward [ii] Delete 4% QuickStepsv <

I Rejected Transaction Notificationl
< P
@ Access Online Email Rejects Shared © | © Repy | © RepyAl | = Foward || B

Retention Policy USB 90 Day Delete Default (90 days) Expires 7/8/2024

The following transaction(s) has (have) been rejected. Please review the Rejection Reason and take the appropriate action.

Transaction Date: 03/06/2024

Posting Date: 03/10/2024

Merchant: JOHNNY REB'S DIXIE CAFE

City, State/Province: HEARNE, TX

MCC Code: 5812

MCC Description: EATING PLACES AND RESTAURANTS

Rejection Reason:
Incorrect accounting code allocation (Request for user to change allocation)

If you don’t wish to receive this message, please go to "My Personal Information" within Access Online and modify your notification settings.
***This is a system-generated message. For assistance, don't reply to this email. Please access the Contact Us page through Access Online. Thank you. ***

Cardmember Service, P.O. Box 6335, Fargo, ND 58125-6335 120 Adelaide Street West, Suite 2300, Toronto Ontario M5H 1T1 Canada
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Run a Transaction Detail report




Click Run Transaction Detail Report g out

Dashboard Accounts ~  Transactions s~ Orders s~ \irtual payments + Reporting

Welcome to Access Online dash test Ch user 7 Guide

Your last login was 06/02/2025

Message Center

Switch Account ik Links

One Card
(.4210v) Manage Home Page Settings
Account Name: TMREDESIGN TSTH Account Alerts
Account Unique 1D: (1) Joog Manage Contact Information
Account ID: o004 Manage Email Notificatia Click Run Transaction Detail Report
Account #: **4210 Run Transaction Detail Report
Account Status: Open View All Statements AFTER your cycle date.
Current Balance: $0.00 View | ast Cycle Transactions
Credit Limit: $1.00 View Open Transactions
Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAN INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00
10/06 SANDMAN INN BLAT $5.00CR

10/06 OFFICE SUPPLIES BLAT $2.00CR
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Enter parameters

Access’ Online Partnersites

Dashboard Accounts ~  Transactions ~  Reporting -

Financial Management
Transaction Detail

By default this report will return all results associg

enter specific criteria in blank fields.

Select Cycle Close Date Range.

* = required

Date
@ Cycle Close Date Range: ) Calendar Month Range: O Posting Date Range: O Transaction Date Range:

[ Enable Cycle Day
Start Date: (MM/DD/YYYY) End Date: (MM/DD/YYYY

09/01/2025 E+ to [09/01/2025

Transactions Included

Enter the same date in both fields that is a

date within the cycle.

Transaction Status:
@ Reviewed Status:

All “

y Approval Status:

Hold down the Ctrl key to make multiple selections.
All a
Pending Cardholder Approval

Leave these settings at the defaults.

Pending Manager Approval
Final Approved i

Disputed Status:
X v|

Transaction Amount:

<or= ] 8| |




Enter more parameters

Posting Type:
All hd

Payments:
® Exclude O Include

Select Include for Payments and Fees.

Fees:

® Exclude O Include

Additional Detail

L Display Transaction Custom Fields [l Display Allocation Detail
[J) Display Transaction Comments _J Display Merchant Data (Excel Only) 'i'
Most Recent Comments v [J Split accounting code segments ()

Note: Selecting all comments will add
additional confent to the report and
alter its existing format.

Merchants
® Merchant Category Code Group:

Note: Hold down the Ctrl key to make multiple selections.

All &
ACCOUNTANT EXP
ADVERTISING EXP
AIRLINE v

) Merchant Category Codes:

To limit the results from the default of "all," enter a MCC or search. Separate multiple MCCs by a comma
and no spaces.

| Search for Codes

2 Merchant Names:

To limit the results from the default of "all,” enter a full or partial "begins with" merchant name and add it to the list.

Leave at the default selections.




Choose the account

Select By

To limit the results from the default of "all,” select one of the following and enter a full or partial "begins with" accounting code or alternate
accounting code name (at least 3 characters).

Accounting Code

Alternate Accounting Code Name *

Sort Report By

|Acc0unt Name VHTrans Date V||No Sort v||N080rt v
® Ascending Order @® Ascending Order ® Ascending Order ® Ascending Order
) Descending Order O Descending Order ) Descending Order O Descending Order

Report Output
Output Type:

Leave at the default of Excel.

Excel hd

Output Parameter Page Placement:

Selection defines the location of the Parameter Page details on the report output.
End v

Group Report By

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

Account Mumber(s):*

If selected, at least one account is required. Separate multiple accounts by a comma and no spaces. account, you can click Search for Accounts to include a different
|wtwsn\-wtwi- HHHE 5 for Ac

one or additional ones to the report.

Break/Subtotal Level
|- MNo Break/Subtotal - V|

Page Break:
JYes @ No

Mote: Page Break is applicable only if a Break/Subtotal Level is chosen.

Click Run Report.

<< Back to Financial Management




View report

M

Transaction Date

2025/06/19
2025/06/21
2025/06/21
2025/06/23
2025/06/23
2025/06/25
2025/06/25
2025/07/05
2025/07/06
2025/07/11
2025/07/13
2025/07/14

N
Posting Date
2025/06/22
2025/06/22
2025/06/22
2025/06/24
2025/06/24
2025/06/25
2025/06/25
2025/07/06
2025/07/07
2025/07/12
2025/07/13
2025/07/14

)

Cycle Close Date

2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18
2025/07/18

P Q
Transaction Amount
($5,945.58)
$3,848.00
$847.00
$12,500.00
$745.00
$1,555.00
$9,900.00
$504.10
$2,139.28
$1,113.00
$51.70
$103.40

The Excel spreadsheet lists the transactions

matching your statement for the cycle date

selected.

Source Currency Amount

Source Currency

(5,945.58) USD

3,848.00
847.00
12,500.00
745.00
1,555.00
9,900.00
504.10
2,139.28
1,113.00
51.70
103.40

usD
usD
usbD
usD
UsSD
ushD
UsD
usD
usD
usD
usD

S

Sales Tax

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$84.82
$0.00
$0.00

T
Posting Type
Memo
Memo
Memo
Memo
Memo
Memo
Memo
Memo
Memo
Memo
Memo
Memo

U
Purchase ID
163036356Y24Z0BS8G04|
gqb249dc4
gb2498d3

0

0124132
FSRF76239
qb589a11
67547

5361
GA0212130B
GA0213130B

Tr
Nc¢
Nc¢
Nc¢
N¢
Nc
Nc
Nc
Nc
Nc
Nc
Nc¢
Nc¢
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Manage account

View account info
View a statement
Make a payment
Use the mobile app

Locate resources

Client Training | Proprietary



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



View account information




Accounts menu

Access Online

Partner sites

Dashboard Accounts A~  Transactions ~ Orders ~ Virtual payments ~ Reporting w

WE|CUI11 Cardholder Cardholder account

Your last login waj statement

Open Accounts, select Cardholder and then

Cardholder account profile.

Links

Manage Home Page Settings

Message Ce

- | Cardholder account profile
One Card 25107
Account Name: TMREDESIGMN TSTH

Account Unique 1D: () 008

Account 1D: 1004

Account #: **4210

Account Status: Open

Current Balance: $0.00

Credit Limit: $1.00

Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAN INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00

ENa¥iaT= CARITYEA A BRI IKIRI 21 AT S My D

Account Alerts

Manage Contact Information

Manage Email Motifications
Run Transaction Detail Report

View All Statements

View Last Cycle Transactions

View Open Transactions

'

Meed help?

'

Profile s~

Log out


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

Open the Accounts menu and select Cardholder. 

Then select Cardholder account profile.

Next Slide



Cardholder account summary

Access Online

Dashboard Accounts s+ Transactions s+ Orders

Cardholder Account Profile

Cardholder Account Summary

Virtual payments

Reporting

Card Account Number; =*****==

Card Account ID:

meerg210, TMREEDESIGN TST1
10004

Switch Accounts

Select an item below to view | SE o
Click View Account Profile.

View Account Profile

View account information such as Account Owner Details, Account Details, Default Accounting Code,

Authorization Limits.
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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



Account Profile

Account Profile -

The Summary shows the product, account ID, processing
& TMREDESIGN TST1

hierarchy position, last four digits of the account number,

Product Account Processing Hierarchy
hnntll [scns s ey Sans S . managing account number, and managing account name.
Number: **4210

Organization Mame (opt/onal) i Optional 1 (optional) Optional 2 (optional)

GPBELATEST

& Account Overview

Summary i Payment Information 7§

Aeeount Status Open Staternent Balance £0.00
Credit Limit $1 Current Balance $0.00
Available Credit $1 Staternent Close Date 10/19/2023
Simgle Purchase Limit $0 J View Statements

Cash Withdrawal Limit D%

Expiration Date 10,2025

Wiew Financial Histary

¥ Account Owner's Information Open a section to view the information. Account

O lalio\liz profile information is view-only for cardholders.

4+ Account Details

+ Default Accounting Code

4 Authorization Limits


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



Account overview

@ Account Overview

Summary (i)
Account Status

Credit Limit

Available Credit
Single Purchase Limit
Cash Withdrawal Limit
Expiration Date

View Financial History

Open
$7500
$7500
$0

0%

12/2027

Send Card Security Code

The Account Overview shows the account status, credit limits,

expiration date, available credit, current balance, payment

information, and statements.

Payment Information (i)

Statement Balance $49.00
due on 07/18/2025

Current Balance $0.00

Statement Close Date 06/27/2025

Pay This Accou nt’ You may have this button to

start making a payment.

D View Statements

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.
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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



Account Owner’s information
& Account Owner's Information

Social Securty Mumbser

The Account Owner’s Information shows the demographic

information for the account, including street address, email
Mailing Address

200 SETHST
EP-MMN-LZBC
MINNEAPCOLIS, MN 554021403

address, and telephone.

LIsA

Email Address

CAZEKED1O@&Eyourorg.com

Work Phone Persanal Phone

B12-973-1490 B12-97 31466

Additional Phone foptional) Fax Number [optional)

DODO000000 bEC2 ot St

BLA Muml5 joptronal) BLA List foplonal) Test AlphaNumal5 (optianall
BLA AlphaNum35 (opional) BLA Mumenc 10 [optranal)

Account Owner's Information Comments [opiianal]


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



Account details

ﬁ Account Details

Cycle Day [ Mazinienance Dale

i The Account Details section shows the cycle day, DSAG/2008 21:407:13
Lt ety haries
Activaled organization name, and reporting hierarchy position.

[0

F‘l‘l}'lil:'ll Card & PIN
Physical Card

5 3]

Cihacks

Ondar Checks

o

Miaxirmam Doiisr Per Chatk |
&0 hierarchy values.

Chetks

Click Show All Hierarchy Names to show the name of the

Reéporting Leved

v AUl MRy N emees

Leved 1 Lewal 2 Lawad 2 Level 4 Lerwed 5

REaT ) N ] [a 8w O]

Liviel & Lawal T

D000 LI

Account Acthes Dales

start Date (opoonal) End Date fopuonal])

Acoount Detalls Comments (opaona)

P Crorremenits Histon
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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



Default accounting code

& Default Accounting Code

Default Accounting Code (|

PROJECT (4) (optional) BUSINESS UNIT (3) {optional)
IRTR ANE

Default Accounting Code Comments (optional)

+) Authorization Limits

INDEX (3) {optional) COSTCENTER (5) foptional) GENERAL LEDGER (8) foptional)
MMNTDZ2/43

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.
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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



Authorization limits

The Authorizations Limits section shows the limits

Authorization Limits assigned to your account.

First Fiscal Month

January

Merchant Authorization Control (MAC): 1 of 9 MACs used

Control and Description Single Purchase Authorization
Limit Action

USBKCORP1 $0 Corp Override

STANDARD TRAVEL AND

ENTERTAINMENT

(Custom)

Authorization Limit Comments (optional)

Use Managing Account MAC
Values

No

This section also shows any assigned merchant authorization

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

are declined).
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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



Account profile training certificate

IOV el IR M WF 0 D%l o D0l e LS

Training Certificate

Add a training certificate attachment. Five or fewer PNG, JPG and PDF files 5MB or
smaller are allowed. Remove expiring certificates when uploading a renewed
certificate to avoid receiving email reminders.

Add Attachment Your organization may have you upload a training certificate

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

Training Certificate Comments (optional)

Click Add Attachment and follow the prompts.

T,
R

Arrnnint Meataile

136
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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. 




Leave account profile

Access@ Online . ‘g b

Chat With Us | Leave Account Profile Log Out

Account Profile

Switch Accounts

& TMREDESIGN TST1

Product Account Processing Hierarchy (i) Managing Account
One Card Unigue 1D ) Show All Hierarchy Mames Mame: UAT1425LMOCPYMTCH-FPB
|l | OO0 1425-0030-00035-00000-0000 Unigue 1D: (1)
Number: **4270 D 1230-3
Mumber: =
Organization Mame (optional) i Optional 1 (eptional)
QPBLATEST

ﬁ Account Overview


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

Next Slide



View a statement




Accounts menu — Cardholder account statement

Access Online Partner sites v Need help? Profile Log out

Dashboard Accounts A Transactions ~ Orders s~ Virtual payments -~ Reporting

Cardholder account
statement

WE|CDITI Cardholder

Your last login wal
|

Message Ce

Cardholder account profile

One Card =i Links

(.4210v) Manage Home Page Settings
Account Name: TMREDESIGN TSTH Account Alerts
Account Unique 1D: (1) Joo8 Manage Contact Information
Account ID: 004 Manage Email Motifications
Account #: 24210 _Bun Transaction Detail Report
Account Status: Open View All Statements
Current Balance: $0.00 View [ast Cycle ltansactions
Credit Limit: $1.00 View Open Transactions
Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAN INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00

A Py e Rk R IFrs R & A E I IR AR T PSd &eT e e e R R


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



Cardholder statements

Access Online Partner sites Meed help? ~~ Profile ~~ Log out

Dashboard  Accounts ~  Transactions s~  Orders -~ Virtual payments <«  Reporting -~

Cardholder statements

Statements can’t be used for remittance of payment. Statements are for display purposes only.

[| Account Sitha Test Chaccount? ...5640 ‘]

Show less ~

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

Card type Account ID Account status
-- 0304 6264 2300 0019 R9-Closed the account, a message will indicate so.
2025
@ May4 v+, Download @ April 6 ¥, Download
=2 March4 ¥, Download £ February4 oV, Download
£ January 5 o+, Download
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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



Select an account

Access Online Partner sites Need help? Profile Log out

Dashboard Accounts ~r Transactions -~ Orders ~r \Virtual payments ~ Reporting «

Cardholder statements

Statements can’t be used for remittance of payment. Statements are for display purposes only.

Account Sitha Test Chaccount7 ...5640 W ‘]
Showless ~
Card type Account ID If you have access to 2 to 9 accounts, select the account.
<=
-- 0304 6264 2300 0019
2D25
May 4 ¥, Download B April6 ¥, Download
March 4 v, Download £ February 4 v, Download
Januarv 5 ', Download



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



Switch account

Access Online Partner sites v Need help? Profile Log out

Dashboard Accounts ~-  Transactions -~ Orders ~ \Virtual payments ~ Reporting -«

Cardholder statements

Ta :I"I'-r-"l" Tham peon Ll2ra [Fu e I"I.!'!-il'lg:l- C:'p!lﬂ -1-|-. Switch sccount If you have access to more than 10 accounts, click the Switch account

link to select a different one..

Sohdwe 08s

Account 1D Account unique 1D Managing account name

1233 1234 12534 1254 1234 12534 1234 Jewalliana Margues

L 3 and 8ziz L ]

1 o

2025

2 May4 ¥, Download = April6 oV, Download
B March4 ¥, Download 3 February 4 v}, Download


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

Next Slide



Search and select account

Cardholder statements

SEARCH AND SELECT ACCOUNT

Enter search criteria and click Search.

Account number
Account name A777

Fartial or full account name Last 4 digits

[ Purged status Mo filter selected v Account status  No filter selected v

SHOWING 1 OF 1 ITEMS

Select the account.

Account i Product (Bank) ) Status T Email T

1t3046t3ccard ChO1 .. 4777 3046 Open shawna.r v
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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



Statement sample

Dashboard  Accounts s~ Transactions s  Orders

Cardholder statements

Statements can’t be used for remittance of pa

The statement is in

PDF format.

Account Sitha Test Chaccount? ...5640

Show less
Click the date to view, click

Card type Download to download the

-- file.
2025
= May4 o+, Download
= March 4 v, Download
= January 5 o/, Download

Partner sites

Meed help? - Profile Log out

v Virtual paymen

for

Account sta

R9-Closed

B Apriro

@ February 4

Account Mumber:
Upegue 1D: X300 3000 - 3000 -0000
statement Date: 0B-21-2025 Fage 1 of 2
Account Summary I Genaral Information
L sus il o 0.0 v E12.44
F'u wses and Ch i 21244
Cosh Advances £0.00
Lagh Advance ke LR CUESTIONS O TO REPORT A LDST OR STOLEM CARD,
L e Poy L 3000 CALL CUSTOMER SERVICE: 1-BDO-593-3526
wdits $0.00CH
H ay S0.00 Py
Total Activity $12.44
UHagated Arricant 000
l Mew Activity J
=17 ¥
LFatd LREE Rigtergings My 2, FRAREETOf Digienpl T
08-05 OF-25 /552045520172 170003000058 SHOPRIN WL GADGETS 1244
¥ DowWinmoad
+, Download
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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



Make a payment




Make a payment for an individually billed account

Dashboard Accounts s  Transactions s

Reporting

Welcome to Access Online Carlos Sanchez

Your last login was 12/26/2024

Message Center

One Card

Account Mame: UATZ298TBARIS GO
Account Unigue ID: (i) 0635-5298-2300-0350
Account D 1232938000044
Account #: **H329

Account Status: Closed

The account has a past due balance of $9.606.21.

Statement Balance: £9,971.89
Billing Cycle Close Date: 12/05/2024

Payment Due Data:

o

Current Balance: $9.971.89
Credit Limit: $1.00
Awvailable Credit: %-0.070.89

Currant Balance is updated as of previous business day. Available Credit includes pending

account activity.

Last 10 Transactions Posted
Posting Date Merchant
12/05 LATE PAYMENT CHARGE

Amount
$18286

Quick Links

Manage Home Page Settings

Account Alerts

Contact Information

Manage
Manage Email Motifications

Fun Transaction Detail Report

View All Statements

Wiew Last Cycle Transactions

Wiew Open Transactions

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

Next slide



Review and accept terms and conditions

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

Accass Online

Terms and Conditions

ACCOUNT PAY SERVICE TERMS AND CONDITIONS

Thess tedma and conditions are applicable 1o the Account Pay Service that sllovws you fo maks an slectionlc huri tranader b pay yoet cammaencial cand obligations. To b aligisle for use of Bhe Account Pay Service, you
FriE (1) COrmanl IS Fedaing it o S sl (] Seeanl The Litesie Agraaimant for uses of S Bash Seeatid? Onbne, (il sccapt Thass Areount Py Teires L Cosdiiond and {iv) dofimil e reguaned Satl Dhoug=
b ALt T Py G0t 880, rel pschonagi infoermmabagen reletereg 10 wioe Daink @ooorunt B vhes h 1ha s bCincenal amds trasater will oocur

ELECTROMIC DELIVERY <

W Pl P T REeGe B percAngla woi willh decirons varnecerl of rmiporiant coramdan b ana meod e S wil witih Acount Pay, Defone prowschng oo, pon) Uil bnow

= This éoasanl crdy acplad 1o The documenti b5 Aalced BiscSialed with Arceunt Pay Thads oot netiad will Be dadhvihed IS wou Vi emel o racs avallefles vwilsin tha Arcets Onfnas platiomrn

v Ewcheorsn gk i fedpured Tor Th A0 C ot Pay Teabuts, 11 you G0 @01 wish 1o DRlrethe Congen, ;&.ummﬂlly T v i Conbant, w0 il Mol D bl 1o ks The Aotount Pay Seavioe

&+ ‘Wou will nesd internet scoes, 8 valid amall sdcesss. and login credentisls for Access Cnline §o fb yer Acoount Pay documsenis snd notices.

s You hanve B righl b5 8 pliper Sofy of any dscumant oF Balice we Brovida alactonlcally: ad dassribad Balowr he reguetl § Daper Sodry oF S M updatad 10 your Bonlact inkotmatisn. Copian of Sacioduiol
Al ACCCAINT AP ETARLE vl D e b 81 00 CREee, SO OF DI &L B P-c:%

PROTECTING YOUR LOGIN CREDENTIALS

Yioaar sl Dhding CrRdantiely e il B0 oo oar sansmy T D pepen o making an ebecinores Pesd Trenader Froem wour desageutid DEnk sCooint vwith the Account Pay Serece. To protect yomsell, yous maist not
shine your Accaga Orling cradansishn wilh Snycrs

H s AFurs vl Wpn Cradenties for ACCess Dinkne wiih & thed-party. you agees That sach such Thad-party well be athorTed 10 Bt o your Dahatl, snad will b booend by Ehete 1arons and Condifions [and sny B s
sgrRamant goeeTTeng yoor sccoundl. Vs are nod respsninibie for manageng tha suifsn bty of yorir ihind: party refatocoehape, or s e of Scceay Dnline By 30 sufhorped Thind: pasty using yosar kg ons crachen ity You will Bo
projomed 15 ke authericed any acthrity perfermed using youwr log-is eradantiahi, even if you did net specifically viesd B 3 pou hres shared po legn eredentiab with @ i gy, s edals o revsas har
BCCHAE, PO M OO0 U B0 DO BOOEEE U0 ACCoEs Cnibne untd iy logen oreckenilinb §re eriabdished


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

Next slide


Set up the account to pay FROM

Home I Account pay

Account pay

Account: UAT2O93TBAPIS GD1 5329 Select Manage payment
accounts to set up the account
AMOLNT DUE PAYMENT MANAGEMENT you want to make a payment
Due on Decembear 26 Set up autopay > FROM.

$9,789.03

Manage payment accounts

You can also set up automatic

payment if you want.
BAAKE A PAYMENT Manage payment alerts »

Amount ) :
View payment history >

L ) Amount due [Incledes past due amount) :
SCHEDULED PAYMENTS Viewall »

i ) Pastdue E"I"Ih'!'ll: - 1 i
- I'here are no schedulad paymants.

i ) Total current balance *

D Custom amaount


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


Make a payment

Hame I Accouw L ey

Account pay

fccount: UATZ2OATRBAPIS GD1 5329

AMOUNT DUE

Due on Decembar 26

$9,789.03

MAKE A PAYMENT

Amount

() Amount doe (incledes past due amouwnt)

{_) Past due amount®

() Total current balance *

i) Custom amount

Due date and amount.

Payment

amount

options.

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

appear if you have multiple accounts to allow you to

choose.

PAYMENT MAMNAGEMENT

Set up autopay >

Manage payment accounts »

Manage payment alerts >

W

View payment history »

SCHEDULED PAYMENTS

-

['here are no schedulad paymeants.

View al

b
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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.
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Make a payment continued

Pay from

Choose the account you want to

make the payment from.

Choose account

Choose the date to make the
| 2/ 19,2024

Click Submit payment.
Submit payment

payment.

1. Amauint due: Tosal amownt ceved asof the last statcme vt date

2 due ampount: Outstanding amausnt c last payment due date.
3. Total balancea: -count balamck ke pre birsin ¥
d. Statement batance: Account balance as of the kst statement date.

Faymcnis are pastod 10 your account samc business day If recenvod by & pomi. LI FPawments are procassed thae noxt DUsiness ooy T mado arter & p.m. L1 or on Weckenios

Wiews all Terma & Conditions %
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Presentation Notes
Select the account you want to make the payment from. Select the date to make the payment.

Then click Submit payment.
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Confirm your payment

Confirm your payment

Amaunt

Cusiom amount: 31,00

Fary fram

Personal Checking ... 1111

Dhate

Dictober 10
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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



Payment confirmation

Home § Account pay

Account pay

" Payment of $1.00 for 12/30/2024 has besn submitted. Dashboard takes one business day to update and doasn't reflect pending activity.

Account: UAT298TBARPIS GD1 ...5329

AMOUNT DUE PAYMENT MANMAGEMENT

$9,789.03 Set up autopay >

Arngunt due (includes past dus amount)

Manage payment accounts >

MAKE A PAYMENT


Presenter
Presentation Notes
A message indicates confirmation of payment.

Next slide



See your scheduled payments

$9,789.03

MAKE A PAYMEMNT
Amount

() Amount due (includes past due amount) '

() Past due amount*

&0 EE

() Total current balance *

() Custom amount

Statement balance $9.971.89 on 12/05/20@4

Pay from

ANO0SE 3CCouU ne

Business Checking ...6789 V
2/30/2024

Submit payment

PAYMENT MANAGEMEMNT

Set up autopay >
Manage payment accounts >
Manage payment alerts >

View payment history.

View payment history »

SCHEDULED PAYMEMNTS View all
12/30/2024 $1.00 E‘
]
ACCTRAYTRAINIMNG Busimess Checling ...67 89

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.

?


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




See your payment history — scheduled payments

Payments

Account: UATZ98TBAPIS GD1 ...5329

Select a tab.
Schaduled (2) History (62)

Showing 2 of 2

Payment date T Amount T Type T Userid
1272772024 $100.00 Cine-time payment ACCTTPAYTRAINING
010052025 $5,000.00 One-time payment ACCTPAYTRAINING

Payment account

Business Checking ...67

Business Checking
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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


See your payment history — past payments

Hame { Account pay I Payments

Payments

Account: UAT298TBAPIS GD1 ..5329

View past payments.

Scheduled {2) History [62)

Showdng 25 of 62

Payment date b Amount T Type T Status T Confirmation #
O/ 2272024 $1.00 COne-time payment Cancelad BA2- 1427724

Ob/22/20024 $1.00 One-time payment Canceled 542-14263-24
O&s22/2024 £1.00 One-time payment Cancelad 42.-14255-24
O&/22/2024 $1.00 One-time payment Cancelad 542-14219-24

02252024 51.00 Cne-time payment Cancelad H42-14205-24


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.
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Manage payment alerts

PAYMENT MANAGEMENT

Set up autopay >
Manage payment accounts >
Manage payment alerts >

des past dus amo View payment history »

Set up payment alerts.

SCHEDULED PAYMENTS v
12/30/2024 $1.00 @
ce s ACCTPAYTRAINING Business Checking ...678%

.
&

Manage payment alerts

Email alerts are sent when a paymant Is Creatad, i"--.|'1E§EC;.

canceled, intiated, about to expire, expired, returned or a due

date has changed.

Send payment alerts

Select yes, enter your

(@ Yes

email and Save.

JessicaM@acme.com



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



Use the mobile app



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

Next Slide



Access Online

Log in for secure, anytime access to your LIS,
Corporate Travel, Purchasing, and One Card

accounts.

Organization short name

Meed halp? Contact Cardmember Sarvice.

.5, 800-344-5696 | Canada: BD0-585-3065

Wi accept relay calls.

Register onling Help | Online privacy & security

Open source licenses | Accessibility policy

Access® Online Mobile App is available for
download from the Apple App Store or for

Android via Google Play.

Download on the GET ITON .
. App Store " 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. i0OS 11, 12 and 13 are supported. Recommended

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





Log into app with existing credentials

Access Online

Log in for secure, anytime access to your LLS,
Corporate Travel, Purchasing, and One Card

accounts.

Organization short name <=

Enter your Organization

Continue.

Meead help? Contact Cardmembar Sarvice.

1.5, 800-344-5696 | Canada: 800-585-3065

‘We accept relay calls.

Register online Help | Onling privacy & security

Open source licenses | Accessibility policy

Access’ Online
Enter your User ID and

password. ort name

Edit

Password

Remember me xnl Enable Face ID

Log in

Forgot password

159°
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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




Main menu

Jane Smith

Last login: June 30, 11:57 a.m,
MY ACCOUNTS

View account summary

View statermnents

View transaction list

Manage cards

Contact information

SETTINGS

Account alerts

User settings

Help

Terms of use

Log out

160°
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Presentation Notes
The Main menu appears. The options you see in your main menu will depend on your organization’s setup. 
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View account summary = acomsmmey @

My accounts

Connie Williams - 5384 Corporate travel it
Jane Smith — My accounts @ Statement balance
Last login: June 30, 11:57 a.m.

SELECT AN ACCOUNT $30 1 48 -
MY ACCOUNTS L
c e Wil 5384 5 Current balance asof March 21
. onnie Williams - $301.48
I View account summary I Corporate trave Statement balance 301.48
® Open Available credit 698.52
View statements
Total Amount due 104.78
. PR i illi - 61 00 > =
View transaction list Connie Williams - 6186 $88. Pay this account
Supply Expanses

Manage cards ® Open

BASIC INFORMATION
Contact information Connie Williams - 3939 $44.00 > Account name

Misc Expenses Connie Williams - 5384

SETTINGS & Jpen

Card type
Account alerts

Corporate travel

Connie Williams - 4648 $0.00 >
User Set‘tll'lgs .'—I.-ZZI:.'IlIZJ'IZ-JI cxpansas ACCOUHT Status [ ] Dpen
® Open
Credit limit $1,000

Help

Terms of use

Setup & Pay

Log out
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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





View a statement

Jane Smith

Last login: Juna 30, 11:57 a.m.
MY ACCOUNTS

View account summary

View statements

View transaction list

Manage cards

Contact information

SETTINGS

Account alerts

User settings

Help

Terms of use

Log out

SELECT AN ADCOUNT

View Statements

SANCHEZ ... 1234

Prrchamineg - Chpen

SANCHEZ ... 2204

Purcihasing - Open

SANCHEZ ... 3224

Purchasing - Chpan

= View Statements

SANCHEZ ... 3234 b
Purchasing - Opoen

2023-12-05

3

2023-11-06

3

2023-10-25

0 0

2023-009-25

i
FA 1P,

B 2022-12-05

= 2022-1-06

162162
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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.
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View transactions

Jane Smith

Last login: Juna 30, 11:57 a.m.
MY ACCOUNTS

View account summary

View statements

View transaction list

Manage cards

Contact information

SETTINGS

Account alerts

User settings

Help

Terms of use

Log out

= Transactions list

My accounts
Connie Williams - 5384 Corporate travel

| @ Search merchant or transaction

¥

JUME 28

AMAZON MARKETPLACE

OB/ 282024

JUNE 27

AMAZON MARKETPLACE
DE/27 /2024

AMAZON RETURNS

DES2T 2004

JUNE 20

AMAZON MARKETPLACE
D6/20/2024

AMAZON MARKETPLACE
D6/20/2024

$20.00

$5.00

+$20.00

$10.00

$10.00

= Transactions list

My accounts
Connie Williams - 5384 Corporate travel

e Ama

Filterad: 6 results ﬂ'

JUME 28

AMAZON MARKETPLACE
D6/28/2024

JUME 27

AMAZON MARKETFLACE

Oar27 2024

AMAZON RETURMS
DB/27/2024

JUNE 20

AMAZON MARKETPLACE

DE/20/2004

AMAZON MARKETPLACE
DE/20/2024

3

$20.00

+$20.00

$10.00

$10.00
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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.
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Attach a file

Click the attachment

icon (paper clip).

ANOL-TEST-TSYS TRANS

51,040

ity mla

FRHAHFRELL, MM

Diggiita

Choose a method.

Choose Method

Take Photo

Gallery

Cancel

Take a photo or locate

the photo from your

phone’s gallery.

C.: Done

View the attachment,

add another if needed.

Attachmenits

06/18/2023

$1.00

164
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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. 


Dispute a transaction in the mobile app

View the dispute

Complete the form and information. Cancel by

Click the Dispute button. Select a dispute reason. click Submit. clicking Cancel Dispute.

Select a Dispute Reason Dispute a Transaction
Cuality af Sarvice

Merchandise Returned

ADMINFROS CORPTEST-0076

Menchant

Merchandise Not Received
Services Not Received

Credit Not Received
Al Gpldla reguered unloss noled a8 (oollonnd)

Cash Not Received
Hegusgior Mome

06/18/2023

LAl o
FHAHFRELLL, MM

Alteration of Amount gyleat Yang

Raguantor Phone Number

Inadequate Description

Not As Described \7:7, Commanis

Quality of Service

Cancel Déspusie |
Duplicate Processing .

Paid by Other Means

165
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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.



Manage account alerts

« Alert contact details
Jane Smith
Last login: June 30, 11:57 a.m,
MY ACCOUNTS MOBILE (3)
View account summary ebie e
View statements Set up your alert contact information. This will 555-888-1144

Enter a 10-digit phone numbeer

View transaction list apply to all alerts selected of any type. i
T find out if your carrier is supported, please call
2EE-994-6722,

Manage cards

Contact information Examples: EMAIL
SETTINGS e Email Ernad
Account alerts * Mobile number jane.smith@gmail.com
User settings e Preferred output language
LANGUAGE

Help American English

Terms of use .
Canadian French

Log out



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

Access’ Online

Dashboard  Accounts ~  Transactions s

Orders

w  Virtual payments ~  Reporting

Welcome to Access Online dash test Ch user [ Guide

Your last login was 06/02/2025

Message Center

One Card

Account Name:
Account Unique
Account ID:
Account #:
Account Status:

TMREDESIGMN TSTH

ID: (i)
1004
=*4210
Open

JOOE

Switch Account
210

GQuick Links
Manage Home Page Settings

Account Alerts

Manage Contact Information

Manage Email Motifications

Run Transaction Detail Report

View All Statements

Current Balance:
Credit Limit:
Available Credit:

$0.00
$1.00
$1.00

Current Balance is updated as of previous business day. Available Credit includes pending

account activity.

View Last Cycle Transactions

View Open Transactions

Last 10 Transactions Posted

Posting Date
10/06
10/06
10/06
10/06

Merchant

SANDMAM INN BLAT
OFFICE SUPPLIES BLAT
SANDMAM INN BLAT
OFFICE SUPPLIES BLAT

Amount
$5.00
$2.00
$5.00 CR
$2.00 CR

Partner sites

h'd

Meed help?

'

Profile

Log out

168
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Click the question mark icon at the bottom of the screen.
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Resource center open

Access Online Partnersites » Meed halp? Profile Log out

Dashboard Accounts <  Transactions ~ Orders ~  Virtual payments ~ Reporting ~

Welcome to Access Online dash test Ch user G Guide

Your last login was 06/02/2025
Message Center
K X
One Card Switch Account  guick Links Resource center
:4210%)  Manage Home Page Settings

Account Name: TMREDESIGN TSTH Account Alerts o
Account Unique ID: (i) )008 Manage Contact Information Announcements ?
Account ID: 3004 Manage Email Motifications
Account #: **4210 Run Transaction Detail Report How-to guides 5
Account Status: Open View All Statements Quick tips
Current Balance: $0.00 Uiew Last Cycle Trantlsac:tions
Credit Limit: $1.00 View Open Transactions Onboarding >
Available Credit: $1.00
Current Balance is updated as of previous business day. Available Craedit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount

10/06 SANDMAN INN BLAT $5.00

10/06 OFFICE SUPPLIES BLAT $2.00

10/06 SANDMAM INN BLAT $5.00 CR p

10/06 OFFICE SUPPLIES BLAT $2.00 CR
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The Resource center opens to display Announcements, How to guides and Onboarding.
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Announcements

Access Online

Dashboard  Accounts s~  Transactions s~

Orders

w  Virtual payments «  Reporting

Welcome to Access Online dash test Ch user & Guide

Your last login was 06/02/2025

Message Center

One Card

Account Name:
Account Unique
Account ID:
Account #:
Account Status:

TMREDESIGN TST1
ID: () )008
)004

=*4210
Open

Switch Account . ick Links

(.4270v] Manage Home Page Settings
Account Alerts
Manage Contact Information
Manage Email Notifications

Run Transaction Detail Report

View All Statements

Current Balance:
Credit Limit:
Available Credit:

$0.00
$1.00
$1.00

View Last Cycle Transactions

View Open Transactions

Current Balance is updated as of previous business day. Available Credit includes pending

account activity.

Last 10 Transactions Posted

Posting Date
10/06
10/06
10/06
10/06

Merchant

SANDMAM INMN BLAT
OFFICE SUPPLIES BLAT
SANDMAM INMN BLAT
OFFICE SUPPLIES BLAT

Amount
$5.00
$2.00
$5.00 CR
$2.00CR

Partner sitas

'

MNeed help? Profile s~ Log out

< Announcements

Cardholder statements
page redesign

The Cardholder statements page has

been redesigned to improve the user

experience:

» Enhanced navigation and account
selection options

+« Direct download option

Mavigate to View All Statements to
see the new changes.

Keep contact info
undatad

[ ]
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Announcements provide information about system enhancements and best practices.
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How to guides

Access Online

Dashboard  Accounts ~  Transactions ~  Orders ~  Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user 7 Guide

Your last login was 06/02/2025

Message Center
One Card Switch Account Quick Links

[.4210v] Manage Home Page Settings
Account Name: TMREDESIGMN TST1 Account Alerts
Account Unique ID: (1) Joog Manage Contact Information
Account ID: Joo4 Manage Email Motifications
Account #: **4210 Run Transaction Detail Report
Account Status: Open View All Statements
Current Balance: $0.00 View Last Cycle Transactions
Credit Limit: $1.00 View Open Transactions
Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAN INM BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00
10/06 SANDMAN INM BLAT $5.00CR
10/06 OFFICE SUPPLIES BLAT $2.00CR

Partner sites

'

Meed help?

v Profile Log out

Cardholder account statement

To view a cardholder account statement:

1

. From the navigation menu, open Accounts, and

select Cardholder.

. Select Cardholder account statement.

. If you have access to more than one account,

search for and select the account. Type % in the
Last Name field to find all. Then select the account
you want to view. If an account you have been
viewing displays, skip this step or select Switch
accounts and then search and select a different
account.

. Select the date link for the statement you want to

view.

5. The statement pdf downloads. Locate the pdf from

your computer Downloads folder.

. At the top of the screen, select Leave Account

Statements to exit.

@
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How to guides provide step by step information on how to complete a task in the system.
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Onboarding guides

Access’ Online

Dashbeard  Accounts s  Transactions +«  Orders s«  Virtual payments ~ Reporting

Welcome to Access Online dash test Ch user 7 Guide

Your last login was 06/02/2025

Message Center

One Card

Switch Account

(.4210+]

Quick Links

Manage Home Page Settings

Account Alerts

Manage Contact Information

Manage Email Motifications

Run Tranzaction Detail Report

View All Statements

Account Name: TMREDESIGN TST1
Account Unique ID: (1) 008
Account ID: 004
Account #: **4210

Account Status: Open

Current Balance: $0.00

Credit Limit: $1.00

Available Credit: $1.00

Current Balance is updated as of previous business day. Available Credit includes pending

account activity.

View Last Cycle Transactions

View Open Transactions

Last 10 Transactions Posted

Posting Date Merchant Amount
10/06 SANDMAM INN BLAT $5.00
10/06 OFFICE SUPPLIES BLAT $2.00
10/06 SANDMAM INN BLAT $5.00 CR
10/06 OFFICE SUPPLIES BLAT $2.00CR

Partner sites

'

Meed help? Profile Log out

¢ Onboarding

& Cardholder Onboarding
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And Onboarding provides links to videos or webinars.
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Locate user guides

Click the Guide icon to view the user guide for

Create Schedule Parameters & Guide "
Create Schedule Parameters

Enter the report scheduler criteria below, then click the Submit button to schedule the report.

* = required
Report Name: Transaction Detail

Output Filename: *

Report Description: *

|Transaction Detail

Schedule

17?173
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Presentation Notes
Click a Guide icon near a screen heading to open the user guide for the functionality on that page.


Locate training, user guides and contact information

Y
Access’ Online Nesdhele? w  Profile Log out

User guides and training

Contact us Open the Need help menu.

Select from the options Chat with us

Message client services



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.
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Caller verification - Cardholders

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

O O O O O

O

Full address, as it appears on the account.

Home or business phone number.

Employee ID

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

Credit Limit

Single Purchase Limit

®  |f 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.



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.




Common cardholder tasks in Access Online — wrap up

Getting started tasks

Set

Get started

preferences )

Manage passwords

Activate card

. . e Review contact information
e Register online

e Set up account alerts

* Set up email notifications

\ J

Manage View transactions \ Manage

transactions o account \
Submit disputes or fraud View account info

e Allocate, reallocate e View a statement

e Attach documents e Make a payment

e Approve transactions e Use the mobile app

( Locate resources /
- 176,

* Run a transaction detail report
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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.
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