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Introduction 

Whether you are a cardholder or a Program Administrator, getting started in Access Online is quick and easy. This 

user guide provides important background information about Access Online, as well as procedures to help you log 

in and use the system. 

Access Online is a web-enabled tool that lets your organization manage your card program. Our team worked with 

you to implement the Access Online features and functionality that best support and enhance your processes. 

How we gather and manage transaction data in Access Online 

When a cardholder makes a purchase, the merchant’s bank, known as the acquiring bank, processes the 

transaction by requesting funds from the bank issuing the card (known as the issuing bank). 

The issuing bank approves or denies the authorization to complete the transaction. If the issuing bank approves 

the authorization, then the merchant can complete the transaction. 

The Visa and MasterCard networks transfer the transaction data from bank to bank. 

The payment processing system at our bank retrieves the transaction data from Visa and MasterCard via a nightly 

upload. We then upload the transaction data into Access Online. 

Cardholders and Program Administrators log in to Access Online to access the transaction data. 

Available tasks 

The Access Online user interface is specific to each user, displaying links only to the functions the Program 

Administrator assigned to the user ID. For example, cardholders can view statements, review their account 

information, manage transactions, and run reports. Program Administrators can set up and manage accounts and 

users, manage allocation information and rules, manage approval processes, run reports, and perform other tasks 

to manage their programs. 
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Cardholder-initiated account setup, cardholder 
process 

With the Cardholder-initiated setup process, your organization's Program Administrator sends systemic emails to a 

cardholder to enter their information into Access Online so that they can get a card. 

To increase the efficiency of creating accounts, your organization may let you specify your contact information for 

your account. 

In this document, you will learn how to initiate your own account setup and specify your information. 

You receive two emails: 

• First email: The first email has a link to the site (valid for 14 days). 

• Second email: The second email has an access code. 

After you finish your part of the account setup, your Program Administrator finishes the rest, such as your account 

limits and default accounting code. 

Your Program Administrator specifies in Access Online to have the system send you two emails that you need to 

start the process. 

Click the here link in the first email. 

 

The link is valid for only 14 days. 

Note the authorization code in the second email. 
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1. Type the authorization code. 

2. Click Submit. 

 

The Create New Account, Enter Account Information screen displays. The fields to enter will be different depending 

on the type of card you will be using (e.g., a purchasing card to buy office supplies, a corporate card to purchase 

travel). Fields are required unless they say optional above the field. 
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Account Owner’s Information section 

Enter your demographic information. A Program Administrator may have created and applied a template to your 

account setup. In that case, you may find that some fields are already populated with information (e.g., a street 

address). You can change the information, if needed. 

1. Type your last name, first name (required) and middle initial (optional). 

2. Type your Social Security Number. The last 4 digits of whatever is in this field will be used when you 

activate your card or for verification when you call customer service. This number will be masked to only 

display the last 4 digits everywhere in the system. 

3. Specify your mailing address. The system automatically validates the address you enter. The system 

displays error messages with instructions if you use invalid characters. For example, if your card mailing 

address is in Santa Barbara, but the ZIP code you type is for Santa Monica, then an error message displays 

with instructions for correcting the address. 

4. Specify your email address. 

5. Specify your work phone number, personal phone, and additional phone and fax numbers. 

6. Type information in any of your organization’s optional fields. Some organizations use one of these fields 

for an employee ID. 

7. Type any comments. Any comments that you type are visible to your Program Administrator and any 

other user with access to your account. Also, any comments you type are visible on your account profile 

after your account is active in Access Online. 
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Legal Information section 

Federal government regulations require banks to collect cardholder’s legal information. So enter the following 

information. The system requires you to enter either a date of birth or legal residential address. 

1. Legal first, middle and last name. 

2. Date of birth 

3. Legal residential address. You can use the same mailing address you entered in the prior section or a 

different address. Or you can select Not provided (if you enter a Date of Birth). 

4. Enter comments if desired. 
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Click Submit. The system automatically validates the address you enter. The system displays error messages with 

instructions if you use invalid characters. For example, if your card mailing address is in Santa Barbara, but the ZIP 

code you type is for Santa Monica, then an error message displays with instructions for correcting the address. 

Your organization may require you to select whether you will authorize a credit check before processing your 

account setup for certain types of cards (e.g., a travel card that you will be personally liable for). By selecting to 

authorize a credit check, you give the bank permission to obtain information about your personal credit history. 

A Confirmation message displays.  

Your Program Administrator can now access this information to complete your account setup. Your Program 

Administrator communicates your account information, including your account number, to you when the process 

is complete. 
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Card activation 

Cardholders can activate their cards online or over the phone. 

Card activation online 

You can easily activate your card online without having to call us. If you have a card that uses a PIN, you can also 

specify your PIN during the activation process. You need to have a valid email address on your cardholder account 

in Access Online before you begin. If you do not, contact your Program Administrator. If you have three 

unsuccessful attempts at activating your card online, you are locked out of the process for 24 hours. 

1. Get the Access Online url from your Program Administrator, from the activation sticker on your card or 

from your card mailer. You can also complete an internet browser search for Access Online. 

2. On the Access Online login screen, click Activate your card. 
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The Activate your card screen displays. 

1. Type your 16-digit account number. 

2. Specify the expiration date. 

3. Specify the last four digits of your work telephone number that is listed on your cardholder account in 

Access Online. The last four digits of your work telephone number are not your PIN. 

4. Click Submit. 

 

The Privacy Policy Agreement displays. Click Agree. 
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A message indicates to check your email for a passcode. 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 is not your PIN. 



13 
 

 

When you click the link in the email, the Enter passcode screen displays. 

Paste the passcode. The passcode is valid to use for 20 minutes. If this time lapses, begin the process again.  

Click Submit. 

 

The Set PIN screen displays. 

If your card requires a PIN (e.g., you are authorized to withdraw cash or your card is an EMV card), then specify 

your new 4-digit PIN two times. Your PIN cannot be all zeros. It is a best practice to set up a PIN at this time even if 

your card will not use it much. 

Click Set PIN. 
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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. 

 

Program Administrators can track the status of card activation by running an Account List report. 
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Card activation by phone 

You can activate your card via the Interactive Voice Response IVR system (automated phone system) by calling the 

phone number on the back of the card. 

1. Enter your 16-digit account number. 

2. Enter the 5-digit zip code that is on the cardholder account in Access Online. 

3. Press 1 to activate account. 

4. Enter the 4-digit activation code, last four of SSN, or last four of your employee ID that is on the 

cardholder account in Access Online. 

5. Enter your phone number with area code to update the system records. 

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

7. Enter and confirm a 4-digit PIN. 
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Cardholder online registration 

Cardholders can click the Register Online link on the Access Online login page to create their own user ID and 

password to log into Access Online. There are also other methods for cardholders to gain system access. 

When you register online, you specify your user ID, specify your password, specify your contact information, and 

register your accounts. After you complete this process, you are ready to begin using Access Online. 

Your organization may have enabled enhanced security for both the Access Online web site and the mobile app. 

When you register online, you may enroll in or decline the enhanced security option, as described in Enrolling in 

Enhanced Security Authentication. 

If your program does not use online registration, then your Program Administrator has already registered you, and 

you can log in to Access Online right away. (Refer to the Access Online: Navigation Basics user guide for procedures 

on logging in.) 

Click Register Online. 

 

The Online Registration, Account Information screen displays. 
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1. Type your organization short name. 

2. Specify your account number. 

3. Enter the card expiration date. 

4. Click Send a Code. 

 

If you make a mistake in typing your information, then Access Online displays an error message. If you receive this 

error message, then check your entries for formatting (e.g., that you do not have spaces in your account number), 

correct the information, and continue. If you cannot continue, then contact the Help Desk or your Program 

Administrator for assistance. If you become locked out of the registration, then your Program Administrator can 

unlock you. 

If you do not complete a required field (designated with an asterisk on the screen), then Access Online displays the 

following error message: “A required field has been left blank, please complete.” If you receive this error message, 

then check the required fields and complete the blank ones. 

Wait for the passcode to arrive to your email inbox. 
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Enter the passcode on the Online Registration Passcode screen. The passcode will expire in 10 minutes. You can 

request another passcode after one minute. If the email address on the screen does not look correct, contact your 

Program Administrator at your organization for assistance. A link to Send me another code lets you request a 

different code. 

Click Continue. 
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The Licensing Agreement displays. 

1. Review the licensing agreement. 

2. Click the I Accept button. 

 

The Password and Contact Information screen displays. Required fields have red asterisks. 

1. Type a user ID between 7 – 20 alphanumeric characters. 

2. Your organization may use passwords or password phrases. Click the Information icon to find out which 

option your organization uses and to get suggestions and requirements. 

3. Specify your password/password phrase by typing your password/password phrase two times. 

4. Specify your three authentication questions and responses. 

5. Specify your contact information. This includes your first name, last name, middle initial, address, city, 

state, zip, country, phone, fax and email. 
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Passwords and password phrases 

Your organization determines the expiration and complexity of your passwords. Your organization may also use 

password phrases instead of passwords. 

Password expiration: Depending on your organization’s requirements, your password may expire from every 30 

days to every 365 days, or your password may not ever expire. 

Password complexity: Your organization also controls how complex your password must be. Below are two 

examples. 

Client A may require a password with 8 to 100 characters, including one or more letters in either upper or lower 

case, one or more number and one or more special character if no numbers are used. The password is case 

sensitive. 

Client B may require a password with 12 to 100 characters, including one or more upper case and one or more 

lower case letter, one or more number, and one or more special character. The password is case sensitive. 

All organizations use the following password restrictions. The password/password phrase: 

• Must not contain four consecutive characters from your first name or your last name (not case sensitive) 

• Must not contain four consecutive characters from your user ID (not case sensitive) 

• Must not contain two consecutive blank spaces or a single space at the beginning or end 

• The best way to find your organization’s list of requirement is to hover over the information icon. 
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Allowed special characters for passwords 

` - = ' ; / . 

' ! @ # $ % * 

( ) _ + { } | 

: ? < > ^ ~ & 

Password phrases 

Password phrases are phrases, instead of single words. You can include multiple words with or without spaces, but 

do not put a space at the beginning or end of the password phrase and do not put two spaces together. Your 

password phrase must be at least 14 characters long, but longer is better. Your password phrase can include 

numbers and special characters, but they are not required. Your password phrase should be unique, so do not use 

lyrics, quotations, or aphorisms. 

Allowed special characters for password phrases 

For password phrases, the system allows all special characters without restrictions. 

Authentication questions and answers 

Access Online requires all users to set three authentication questions and answers. This practice increases the 

security of system access and thus protects the account information in Access Online. If you registered online, then 

you set your authentication questions answers then. You can update your questions and answers at any time using 

the My Personal Information function. You also answer one of your questions if you use the Forgot Your Password 

function. Program Administrators can view, but not edit, your questions. Program Administrators cannot view your 

answers. Help desk staff can also see your questions, but not your answers. Help desk staff can only validate as 

correct/incorrect the answers you give them on the telephone. 

When you are done, click Continue. 
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Enrolling in enhanced security authentication 

When you register online, you must enroll in Enhanced Security Authentication. With Enhanced Security 

Authentication, you request and enter a single-use passcode every time you log in to Access Online, for additional 

security. 

Your organization may let you choose to use either your mobile telephone or your email address to receive the 

one-time passcode. Your organization may also have only one of those options available. 

If your organization lets you choose between mobile phone and email, then you have the option to pick which one. 

If you select to use email, the system uses the email address already in the system. If you do not already have an 

email address in the system, the system prompts you to specify an email address during enrollment. Your one-time 

passcode arrives at your email inbox each time you log in. 

Our example shows mobile phone enrollment. No matter which option you use, the overall process for enrolling is 

the same. 

On the Enhanced Security Authentication, Enrollment Preferences screen: 

1. Select which Enhanced Security Authentication option you want to use, text or email. 

2. Click Continue. 

 

A screen displays for you to enter your mobile phone number or email address. It also has links to review the 

Privacy Policy and Terms and Conditions. These open in a new window for you to review. 

Click the Privacy Policy link. 
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The Privacy Policy displays. Review the privacy policy 

Return to the Enhanced Security Authorization screen. 
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On the Enhanced Security Authentication screen, click Terms and Conditions. 

 

The Terms and Conditions screen displays. 

1. Review the terms and conditions for Enhanced Security Authorization 

2. Click Back to Enrollment at the bottom of the screen. 
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On the Enhanced Security Authorization screen: 

1. Type your mobile telephone number. If you selected to use your email address, then the system uses the 

email address in the system or prompts you to specify your email address. 

2. Select the I have read and agree to the Terms and Conditions agreement check box. 

3. Click Continue 
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The Enhanced Security Authentication Passcode screen displays with a field to enter the one-time passcode. The 

passcode expires in 10 minutes. You can click the Send me another code link to send another code after one 

minute. 

Wait for the passcode to arrive to your mobile telephone or your email inbox.  
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Go to your email or text and locate the email from Access Online. Note the passcode. 

 

Return to the Enhanced Security Authentication Passcode screen and enter the passcode. 

Click Continue 
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The Licensing Agreement screen displays. Read the content. Click the I Accept button to accept the terms of the 

licensing agreement and continue. 

 

Your Access Online dashboard screen displays. After you enroll in Enhanced Security Authorization, you request a 

single-use passcode each time you log in. 
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Login process 

Learn the steps for logging into Access Online and an explanation of passwords, authentication questions and 

enhanced security. 

To log into Access Online, you need the URL address for the web application. You can search for Access Online 

using your internet browser. You also need your organization shortname, which is an abbreviation of your 

organization’s name. 

If a Program Administrator set up a user profile for you instead of having you set up your own through cardholder 

online registration, the first time you log in to Access Online, you must complete the following steps. For more 

information about these steps, refer to the Cardholder online registration section of this document. 

• Change your password 

• Specify authentication questions and answers 

• Enroll in enhanced security 

• View and respond to the licensing agreement 

On the Access Online Login screen: 

1. Type your organization short name. 

2. Type your user ID. 

3. Type your password. 

4. Click the Login button. 

If you do not remember your password/password phrase, use the Forgot Your Password? link as described in 

Reset your password If you have three consecutive failed attempts to log in to Access Online, your account will 

become inactive. Contact your program administrator or the technical support desk to reset your login credentials. 
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You may need to respond to an authentication question each time you log in. 

Type the answer to one of your three authentication questions/responses, if needed. 

Click Continue. 
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An Enhanced Security Authentication screen to verify your identity appears. It notifies you that it will either text or 

email you a passcode. 

Click Continue. 

 

Wait for a single-use passcode to arrive to your mobile telephone or email inbox and then go to the Enhanced 

Security Authentication Passcode screen and enter the code. 

Note: The system prompts you for a single-use passcode every time you log in to the Access Online web site or the 

mobile app. 

Click Continue. 
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Your Access Online Dashboard screen displays. The content that displays on the cardholder Dashboard screen 

depends on your program’s setup, your role, and which card type you use. 

Click the Log Out link from any screen. 
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Cardholder dashboard 

The cardholder dashboard displays for system users who have one or more cardholder accounts on their user 

profile. 

The content that displays depends on your program’s setup, your role, and which card type you use. 

The screen displays a summary of your account information such as billing cycle close date, payment due date, 

balance, credit limit, and recent transactions. 
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Navigation menu 

Depending on how your program is set up, you have different features on your dashboard. 

The menu can be used to navigate to different functions within the system. The menu items you have available 

depends on your role and system access. 

 

Account summary 

A summary of your account displays current balance, credit limit and available credit. If you have more than one 

account, you can click the switch account menu and select a different account to display on the dashboard. 

 

If you have an individually billed account, the statement balance, billing cycle close date and payment due date 

display. The system also provides a View Current Statement button and a Pay This Account button. 

 

The last ten transactions that posted display in a table. 
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Quick links 

Depending on how your program is set up, you can access key functions using quick links. 

To update your settings, click the Manage Home Page Settings link. 

 

Switch the account to display as the default when you log in, if desired. 

Select and deselect the options that you want to display as quick links on your home page. 

Click the Save button. 

Common quick links include: 

• Account Alerts: quickly go to the area where you can set up to get email or text alerts for suspected fraud 

or other account events. 

• Manage Contact Information: navigate to where you can update your contact information.  

• Manage Email Notification: go to the page where you can set up to get system emails for events such as 

transactions waiting approval or statements available for viewing. 

• Run Transaction Detail Report: go to the parameters page where you can run a report to get a list of 

transactions. 
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• View All Statements: navigate to the page that lists your last 24 statements. 

• View Last Cycle Transactions: navigate quickly to view transactions from your last cycle date that passed. 

• View Open Transactions: navigate quickly to view open transactions that occurred since your last cycle 

date. 

  

For security reasons, if you do not perform any task in Access Online for 15 minutes, the system logs you out of 

your session automatically. A warning message displays that lets you resume your session or log out. 

Resource Center 

The question mark icon opens the Resource center. This icon is present on most pages and provides access to 

Announcements, How to guides and onboarding. 

• Click Announcements to see system enhancement or process information. Note the number of unread 

announcements in red. 

• Click How-to guides to open a list of help topics. 

• Click Onboarding to view training information. 
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When you click How-to guides, the list of topics displays. Search for a specific How-to topic or scroll the list. Click a 

topic link. 
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The topic screen opens with step-by-step instructions. 

The help text stays on the screen as you complete the steps. 
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Account Alerts 

Users with a cardholder account on their user profile can select to get text and email message alerts for potential 

fraud, account activity (e.g., credit limit change, personal information changed), and purchase alerts (e.g., mail or 

telephone order). 

For text alerts, the user’s mobile device must be connected to a US or Canadian cell phone network. 

Go TO: To view and set your account alerts use your navigation menu and select Profile, then select Notifications 

and Account Alerts. 

1. Type or update your email address in the Email field. 

2. Type or update your mobile telephone number (for text alerts) in the Mobile (U.S. and Canada Only) field. 

If you select alerts for your mobile number, wait for a confirmation text. Agree to the text within 72 hours 

to complete your enrollment. 

3. Select the account you want to set the alerts for. 

4. Select your preferred language. 

Note: If you add your mobile number, read and accept the Terms & Conditions. If you do not accept the Terms & 

Conditions you will not receive mobile alerts. 
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Fraud alerts 

Open the Alert type menu select Fraud. 

Select the Email and/or Text check box to receive text and/or email alerts for an account when the system detects 

suspicious activity on the account. 

Note: The text alerts are two-way so you can text back letting the bank know if it was you making the transaction 

or if it was not you making the transaction. The email alert is not two-way. 

Fraud alerts include: 

Suspicious activity is detected on enrolled accounts: Our systems detect any type of suspicious activity 

on the account. 
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Event alerts 

Open the Alert type menu select Event. 

Select the Email and/or Text check box to get a notification when an event occurs on your account. 

Event alerts include: 

• Card is activated: Someone activates a card associated with this account. 

• Card is requested: Someone requests a new card for your account. 

• Credit limit is changed: Someone changes the credit limit in your account. 

• Daily account balance: You want to get a daily notification of your account balance. 

• Payment is made: Someone makes a payment on your account. 

• Personal information is changed: Someone changes the personal information associated with your 

account (e.g., changes the mailing address, changes telephone number). 

• PIN on my card is changed: Someone changes the PIN on your card. 
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Purchase alerts 

Open the Alert type menu select Purchase. 

Select the Email and/or Text check box to get notifications and specify notification parameters for additional alerts. 

Specify any related parameters (e.g., purchase amount exceeds $500, purchase made outside the United States or 

Canada). 

Purchase alerts include: 

• Purchase is declined: Your card is declined at purchase. 

• Purchase amount exceeds: Someone makes a purchase above the limit you specify (e.g., someone makes 

a purchase above $2,000). 

• Balance reaches or exceeds: Your balance reaches or exceeds an amount you specify (e.g., my balance 

exceeds $1,500). 

• Payment is due in: Payment is due before the number of days you specify (e.g., payment is due in five 

days). 

• Cash is withdrawn from my account: Someone withdraws cash from your account. 

• Account balance is: Your account balance reaches or exceeds at amount you specify (e.g., balance exceeds 

$5,000). 

• Available credit is: Your available credit reaches or exceeds your specified balance (e.g., your available 

credit exceeds your specified balance of $2,000). 

• Purchase made via mail or telephone: Someone makes a purchase via mail or telephone (e.g., places an 

order for an airline ticket over the telephone). 

• Purchase is made over the internet: Someone makes a purchase using the internet (e.g., purchases office 

supplies from a web site). 

• Purchase merchant type: Someone makes a purchase at your specified merchant category groups (e.g., 

makes a purchase of legal services or liquor store). 
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Location alerts 

Open the Alert type menu select Location. 

Select the Email and/or Text check box to get notifications and specify notification parameters for additional alerts. 

Purchase alerts include: 

• Purchase is made inside/outside selected states: Someone makes a purchase inside or outside your 

specified states (e.g., a purchase outside California, a purchase inside Hawaii). 

• Purchase is made outside the selected countries: Someone makes a purchase outside your specified 

countries (e.g., a purchase outside the United States or outside Canada). Select up to 25 countries in 

which purchases are allowed. 

• Purchase is made certain distance from postal code: Someone makes a purchase outside your specified 

distance from a specific postal code (e.g., a purchase more than 1,000 miles from 55402). 

 

 

When the user selects purchases made in the U.S., the description indicates Miles from a Zip code. 

 

When the user then selects purchases made in Canada, the on-screen description changes to indicate Kilometers 

from a Postal code. 
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Submit your selections 

Click the Privacy Policy and Terms and Conditions links and review the information. 

Select the I have read and agree to the Terms and Conditions agreement checkbox. 

Click the Submit button. 

If you are using text message enrollment only, you can wait for a text message to arrive. Respond to the text 

message within 72 hours to confirm the alert setup. 

You can return to Account Alerts screen to modify your alerts at any time. You must read and accept the terms and 

conditions every time you make a change. If you remove your email address or mobile telephone number, then 

you will deactivate all associated account alerts. 

Check the Enrollment Status Column for the status of your enrollment: 

• Pending: Your enrollment is processing in the system and is not yet complete. 

• Enrolled: Your enrollment was successful. 

• Enrolled by Another User: Another user with access to your account successfully enrolled you. 
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Cardholder account statements 

You can use this quick reference guide as a fast reminder of the basic steps for viewing a statement in Access® 

Online. If you have access to more than one account, you can view the statements for each account you have 

access to. 

GO TO Open Accounts then Cardholder. Click the Cardholder account statement link. 

Program Administrators need to specify search criteria. 

• Account name: Type either a partial or full account name 

• Account number: Type the last 4 digits of the account number 

• Filter by Purged status 

• Filter by Account status 

Once you have your search options entered click Search.  

 

Results will appear on the bottom of the screen. Click the link of the account you want to view.  
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Click the pdf to open a statement you would like to view or click the download option to download a copy of the 

statement. 
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The statement displays as a PDF copy of the actual statement for viewing only (not payment). The statement 

contains: 

• Cardholder account number 

• Amount due 

• Account activity, such as posting date, description, transaction reference number, and transaction amount 

• Customer service information 

• Account balance 

Cardholder account profile 

You can easily view information about your account using the account profile function. You can view: 

• Account Overview: This section includes your account status, credit and balance information, and 

expiration date. This section also includes a button that lets you send the card security code to your 

secure email address. You can also view financial history and statements from this section. 

• Account Owner’s Information: This section shows your contact information. 

• Training Certificate: This section lets you and your Program Administrator view and manage your training 

certificates. 

• Account Details: This section shows the default cycle day and expiration date. This section also shows 

convenience check information, reporting hierarchy, and active dates for the account. 

• Default Accounting Code: This section shows the default accounting code for the cardholder account. 

• Authorization Limits: This section includes the credit limit, as well as optional velocity limits and merchant 

authorization controls (e.g., block airline purchases). 

Your organization may have created custom fields to use in account administration and transaction management. 

If your organization has created these custom fields, then these fields display in your account profile in the section 

that your organization assigned them to. 
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Select an account 

You can easily navigate to the accounts you have access to. 

GO TO Open the Accounts menu, select Cardholder and then click the Cardholder account profile link. 

The types of accounts that display depend on your role and access levels. If you have only one account, then you 

go to directly the profile for your account. 

The Search and Select an Account screen only displays if you have access to more than one account. 

1. Specify search criteria. 

2. Click the product name link for the account you want to view. 
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View your account profile 

The Cardholder Account Summary screen displays. Click View Account Profile. 
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Account Overview 

Open the Account Overview area to view your account status, credit limit, available credit, and expiration date. The 

fields that display depend on the type of card (e.g., purchasing, corporate) and the fields that your organization 

selected to use. 

Account overview section details: 

• On any screen, click an i icon for additional information. 

• Click View Financial History to view statistics on the account’s financial history. 

• You can also view payment information, including statement balance, current balance, and statement 

close date. 

• Click View Statements to view a PDF of your statement. 

• If you have a secure email address on file for your virtual (e.g., nonplastic) account, then click Send Card 

Security Code to have Access Online email you your card security code. 

The Send Card Security Code button displays only if your account is virtual and does not have a plastic card. 
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Depending on your card type and organization, a Pay This Account button displays that lets you access the 

Account Pay function. You can use the Account Pay function to easily, quickly and securely make electronic 

payments without leaving the Access Online system. Refer to the Account Pay section for more information. 
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You may have a Send Card Security Code button you can click if you have a cardless account and need the cvv, or 

security code. The card security code is a three- or four-digit code near the signature line on the plastic card. The 

merchant asks for this number to ensure that the user is the authorized cardholder. 

 

When you need to have the card security code, you can simply click the Send Card Security Code button to have 

the system securely email the code to you. Your Program Administrator may have specified a secure email address 

if you will make purchases without presenting a plastic card (e.g., over the telephone, via the internet) or using a 

Virtual Pay pre-authorized limit account. This field is blank if your Program Administrator has not specified a secure 

email address for you. 
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Account Owner's Information 

Open the Account Owner’s Information area to view your contact information. Any comments that your Program 

Administrator has typed during the creation or modification of your account display. 
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Account Details 

Open the Account Details area to view details such as your cycle day, open date, organization name, convenience 

check status, maintenance date, and active dates. 

 

1. Select Yes from the Order Checks drop-down list. 

2. Click Submit. After your Program Administrator approves or rejects your request, the system sends you an 

email update. 
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Default Accounting Code 

The default accounting code is the accounting code the system assigns to your transactions when your transactions 

enter Access Online. The segment name, length, and values are entirely unique to your organization. 

Open the Default Accounting Code area to view your default accounting code. The fields that display depend on 

your organization’s accounting code structure. 

Some organizations do not use this area in Access Online. 

 

Authorization Limits 

Open the Authorization Limits area to view the limits set on your account, such as single purchase limit and daily 

dollar. 

You can also see any merchant authorization controls attached to your account, such as airline purchases being 

blocked. 
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Transaction management legacy view 

You can easily use Access Online to view and manage your transactions. You can view a list of transactions for 13 

months, including the current (open) billing cycle and the past 12 closed billing cycles. You can also view and 

modify the details of transactions. During the current cycle and for a number of days following the close of that 

cycle (established during program implementation), you can mark transactions as reviewed, reallocate 

transactions, enter line item data, and enter transaction comments. Only the functions you have access to display 

when you log in and access the transaction management function. 

You begin all transaction management function on the transaction list. The information that displays in Card 

Account Summary area depends on your program setup and access rights. The columns, buttons, functions, and 

information that displays on the transaction list varies by organization. From the transaction list, you can review, 

approve and reallocate transactions.  

Go to: Open the Transactions menu and select Transaction management. 

Click Transaction List to view transactions for a cardholder account. 

 

Search for cardholder account 

If you have access to more than one account, you can easily search and select the cardholder account that you 

want to work with. If you have access to just one account, then you do not need to search and select an account. 

You go directly to your account when you navigate to Transaction Management and the Transaction List link 

You can search for a cardholder account by using cardholder information. 
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On the Transaction Management: Search and Select an Account screen, specify search criteria. Choose from one 

method: 

• Type the last four digits of the cardholder’s account number in the Account Number (Last 4) field. 

• Type the cardholder’s last name and/or first name in the Last Name and/or First Name fields. You can 

enter a first name, but you cannot search by first name alone. 

• Type the cardholder’s social security number in the Social Security Number field. 

• Type a % symbol in the Last Name field to list all cardholders. 

Click the Search button.  

 

A list of cardholder accounts that match your search criteria displays at the bottom of the screen. If only one 

account matches your criteria, you go directly to the transaction list for that account. Click the link in the Product 

Name column for the cardholder account you want. 
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The Transaction Management: Card Account Summary with Transaction List screen displays. 
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Card account summary with transaction list 

When you select an account, the Transaction Management: Card Account Summary with Transaction List screen 

displays. There are three sections that you can expand and contract using plus and minus signs before each section 

heading. 

• Card account summary: The information that displays in Card Account Summary area depends on your 

program setup and access rights. The system provides high level information and counts of transactions 

and other data. By default, the current cycle displays. You can select up to the past 12 cycle dates from 

the drop-down menu. 

• Search criteria: To filter the list of transactions, you can perform a basic transaction search or an 

advanced transaction search. 

• Transaction list: The system lists the transactions filtered by cycle date or search criteria entered. 

Transaction list 

The transaction list displays a list of transactions based on filters or search criteria entered above on a table with 

various columns. The columns displayed depend on the features your organization has chosen for cardholders to 

use. You can click a table heading link to sort the table by that column. 

Select: Use check boxes to select one or more transaction and use buttons at the bottom for transaction 

management. 

Status: Displays a D icon for disputed transactions or an R icon for reviewed transactions.  

Approval Status: Displays Pending if cardholders need to approve, Approved if a cardholder has approved, Final 

Approved when the last approver has approved, Rejected if an approver rejected it back to the cardholder and 

Pulled Back if a cardholder pulled it back after approving it. This is optional functionality. Click the approval status 

to go to an Approval History tab. 

Trans Date: Date the transaction occurred. Click the transaction date to go to a Summary tab. 

Posting Date: Date the merchant sent the transaction information to the bank, and the transaction posted in 

Access Online. 

Merchant: Merchant name. If you use enhanced supplier information (ESI), then merchants with ESI data display 

as a link you can click for more information. You do not perform any transaction management work on these tabs. 

City/State: Merchant location. 

Amount: Dollar amount of the transaction. A CR next to the amount means the transaction is a credit. 
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Detail: This is the level of detail that the merchant sent to the bank along with the transaction. If there is level III 

detail, then line item detail was provided by the merchant. 

Extract: An icon displays when a transaction has been extracted into another system. 

Trans Unique ID: Each transaction has its own reference number following it through the bank. 

Purchase ID: Displays a purchase ID if the merchant sends it through. 

Allocation: An icon displays when a transaction has been reallocated. 

Attachment: A paperclip displays if your organization has turned on the attachment feature. Click the paperclip to 

add a receipt, invoice or other document. A pdf icon displays after one or more documents have been uploaded. 

Click the pdf icon to display the document. 

Comments: An icon displays if comments have been added to a transaction. Click the icon to go to a Comments 

tab. 

Accounting Code: Displays the accounting code for the transaction. The system has functionality where a Program 

Administrator can set up a default accounting code so that each transaction is automatically allocated to it upon 

posting. Or other automatic allocations are available through Allocation Rules Engines and Merchant Allocation 

Rules. Then cardholders may be able to reallocate to a different accounting code if your organization allows it. 

Click the accounting code to go to an Allocations tab. 

You have two navigation options. You can click a link to go to the transaction detail tabs, or you can select a 

transaction and click a button. 

Card account summary 

The top of the screen displays the cardholder name and last 4 digits of the account number and the account ID. 

• If you have access to more than one account, you can click the Switch Account link to go to a different 

card. 

• If you have access to both cardholder and approver roles, you can click Switch Role to go to a different 

role. 

The Card Account Summary area displays high level information for the cycle date, including the total number and 

dollar amount of transactions, approved and final approved and reallocated transactions. If you use Order 

Management, it also displays the dollar amount of outstanding orders and the amount of unmatched transactions. 
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• From the Billing Cycle Close Date drop down menu, select the cycle date or All for the transactions you 

want to view and click Search. You can view the current cycle plus the past 12 cycles. The transactions 

display on the Transaction List below. 

• Click the Plus Sign icon to open Search Criteria section. 

 

Search or filter the transaction list 

You can search or filter the transaction list to make it easier to display or find specific transactions. 

You can search or filter the transaction list using these methods: 

• Billing cycle close date filter 

• Basic search criteria 

• Advanced search criteria  

• Billing cycle close date filter 

You can view transaction lists for the current open cycle and the past 12 closed cycles. 

To search for a specific transaction or group of transactions, select a different billing cycle from the Billing Cycle 

Close Date drop-down list. Using Open will show all the transactions since the last cycle. 

Click the Search button. Transactions in your selected cycle display at the bottom of the screen. 
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Basic search criteria 

Click the Plus Sign icon to open the Search Criteria area. 

The search fields available to you depend on the functions your program uses. For example, only when you use the 

transaction approval process does the Approval Status field display. 

− Transaction Amount: Filter by dollar amount. Select a mathematical operator (e.g., <=, >=) from the 

Transaction Amount drop-down list. Type an amount in the $ field. 

• Purchase ID: Filter by purchase ID. 

• Approval Status: Filter by approval status to quickly find transactions Pending your approval. 

• Order Match Status: If you use Order Management, you can filter to quickly find transactions that are not 

matched to an order. 

• Disputed Transactions: Filter by dispute status. 

• Reallocated Transactions: Filter by reallocation status. 

• Display: Select the number of transactions to display per page from the drop-down list. It automatically 

defaults to display 25 per page. 

Click the Search button. The transactions that meet your selected criteria display in a table at the bottom of the 

screen.  

Click Advanced Search to display additional fields, such as to search by date range or merchant name or 

accounting code. 
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Advanced search criteria 

You can narrow your search for transactions by performing an advanced search using additional, optional search 

fields. For example, you can search for only approved transactions between January 12 to February 12. 

To perform an advanced search for transactions, click the Advanced Search link.  

Additional search fields display. The advanced search fields available to you depend on the functions your program 

uses.  

Enter search criteria: 

• To filter by date, specify a date type, beginning date and/or ending date. 

• To filter by transaction amount, specify an amount status and type a dollar amount or range in the $ 

fields. 

• Specify additional search criteria (e.g., merchant name, reallocated transactions, transaction unique 

identifier). 

• To filter by allocation values, select a segment name and type a value. You can search by multiple values 

for the same segment. Your unique accounting code segments populate the drop-down list. 

• Select the number of transactions to display. 

Click the Search button. 

Click Reset & Search with Defaults to reset the advanced search fields to the default parameters. 

Click Basic Search to toggle back to the basic search. 
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Transactions that match your advanced criteria display at the bottom of the screen. Click a date link to view 

details. 

If you have trouble finding a transaction, make sure you don’t have a filter turned on that would filter that 

transaction out of the list. 
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Print account activity 

You can view and print a summary of your account activity. 

To print a summary of account activity: 

1. Select the cycle from the Billing Cycle Close Date drop-down list. 

2. Click the Print Account Activity button. The report opens in a new window. 

 

If your organization is based in Canada, then Canadian tax values display. 

The last page of the report has signature lines. 
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View transaction details 

You can easily review detailed information about a specific transaction. Your screen may display allocation source 

information. 

To view additional information that is available for a transaction, click the transaction’s date link. 

 

The Transaction Management: Transaction Detail screen displays. 

To view additional details, select any of the other tabs. 

Click the Back to Transaction List link (or the Trans List link to maintain your context) to return to the transaction 

list. 
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Transaction detail tabs overview 

The fields and tabs that display depend on your program setup (and the information the merchant passes with the 

basic transaction data): 

Summary: This tab provides a quick overview of the transaction detail, including transaction, merchant, reference, 

extract, currency, and dispute information. You can dispute a transaction from this tab. 

Match: This tab displays only if your organization uses order management or Virtual Pay. You can see if the 

transaction a user has matched the transaction to an order, payment request or payment instruction. You can also 

match on this tab. 
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Allocations: This tab gives you information on the transaction's accounting code allocation. You can reallocate a 

transaction on the Allocations tab. If your organization has selected to display source information, then you can 

also view the allocation source (e.g., user, allocation rule) and more specific source information (e.g., user Jane 

Doe, system). 

Tax and Allocations: This Canada-specific tab displays information in the transaction's accounting code allocations 

and lets you reallocate, manage tax, and add comments. 

Transaction Line Items: This tab displays only if the merchant passed level III data, which includes line item details. 

User Line Items: This U.S.-specific tab contains fields for you to add your own information about line items, 

including tax dollar values. If the merchant passed level III data (line item data), then you can use that data to 

automatically populate the line item fields on the User Line Items tab. 

Tax Data: This U.S.-specific tab contains any tax information (e.g., shipping information, usage codes) the 

merchant passed. You can also add your own tax information. You use this tab only if your organization uses the 

U.S. tax management function in Access Online. 

Comments: This tab lets you add comments on the transaction. Each organization customizes the available 

comments fields and grants access to different groups of users. You can view the history of comments for each 

field. 

Approval History: This tab displays information on the approval history of the transaction. If you want to approve a 

transaction, use the Summary tab. 

Custom Fields: If your organization has created custom fields, you can view those fields and values. 

United States federal government users may be required to select values on the Custom Fields tab in the 889 

Designation field, the Emergency Type Operation field and the Add’l Code or Event Info field. Refer to your agency-

specific documentation for details. 
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Dispute a transaction 

You can dispute a transaction in Transaction Management. 

To dispute a transaction: 

Click the transaction date link for the transaction you want to dispute. 

 

The Transaction Management: Transaction Detail screen displays with the Summary tab open. 

Click the Dispute button. 
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The Transaction Management: Select a Dispute Reason screen displays. 

The Additional Items Required column tells you what additional information you will need to provide when you 

submit your dispute request, based on Visa and MasterCard dispute rules. 

If you do not recognize a charge, then you should call the bank to report the charge as fraud. 

1. Select the radio button for the appropriate dispute reason. 

2. Click the Select button. 
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The Transaction Management: Dispute Reason screen displays, listing your selected dispute reason. 

The screen displays different fields based on the dispute reason you select. The example screen displays if you 

select the Services not received dispute reason. 

Required fields have red asterisks. 

1. Verify or type your name in the Requestor Name field. 

2. Type your phone number in the Requestor Phone Number field. 

3. Specify any additional required or optional information. 

4. Click the Dispute button. 

Follow the instructions to submit the form. 

Disputed transactions display on the transaction list with a D icon to indicate that they were disputed. The D icon 

remains even after the dispute has been resolved or cancelled. 

You can also cancel an unresolved dispute and view dispute history. 
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