Sub-tasks also

Navigation Basics

You can use this quick reference guide as
a fast reminder of basic navigation in
Access® Online.

Navigation in Access Online is quick and
easy. You always begin a process by
selecting a high-level task on the Left
Column Navigation Bar.

Ewent Driven Notification
Order Management
Trangaction Management

Account Information .
| Reporting Begin all your tasks

on the Left Column
Navigation Bar.

My Personal Information

Home

Message(s) frc
Contact Us
Training

Purchasing

1. Select atask (e.g., My Personal
Information). Related sub-tasks
display below.

Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

My Personal

My Personal |

I User ID: CH1FURCHASE

Information
* Password
= Contact Information
* Manage Account Access
* Manage Favorites
* Account Aleris

Password
Change your system pe
resetting a password.

Contact Informatiol
Update your user 1D co

= Email Notification

display as links on
the screen.

Manage Account A

View arcess rinhts and

2. Click a sub-task or a screen link to
continue (e.g., Password).
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My Personal Information
Change Password and Authentication

l User ID: CH1PURCHASE

Organization Short Name: APCQO04
Functional Entitlement Group:
CH DODwSBTAP

* = required
Change Password

Current Password: = 3

| ]

New Password: =

| | P
W1/

Confirm New Password: =

Authentication
Please select three unique authentication questic
that you forget your password.

Authentication Question 1:

|Wh0 is your favorite historical figure?

Authentication Response 1: *
[Martin Luther King. Jr.

3. The system displays the appropriate
screen.
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Event Driven Nofification

Order Management WEICOIT"
Transaction Management Your last login wa
Account Information
Reporting
My Personal Information
| Message Ce
"Home 5 Message(s) frc
Message(s) frc
Contact Us _—
| Training

Purchasing

4. Click the Home link from any screen
to return to the Client Home page.

5. Click the Contact Us link for a list of
phone numbers and other information
to use if you need help.

Contact Us

US Federal Clients

Cardholder Support
General Account Inquiries: * 8868-994-6
Password Resets & General Navigation- 888-994-6

Program Administrator Support
Access Online Program Support: 800-254-9¢
Email: accessonli

Dispute Address & FAX: U.S. Bank
C/OUS.E
P.O. Box €
Fargo, ND
Fax: 866-2

* Statements, transactions and balances, lost or stolen cards, PINS

6. Click the Training link to access
training resources.
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* none

Dispute 8¢

Use the Back to... links, not
your browser’s Back button.

[+ Dispute History/

=< Back to Transaction List

7. When you are in the middle of a
procedure, use the Back to... links on
the screen to go back a screen. Do not
use the Back button on your browser.

] [

Chat With Us Log Out

8. For security reasons, be sure to log
out after each session by clicking the
Log Out link.
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Navigation Summary

Access Online

ChatWanUs  LegOuw

Transaction Management
Card Account summary with Transaction List

Be sure to log out after

each session.

Begin all procedures by

510392210
5240062

left.

Approval Statas
No statemant

selecting a high-level task at

Related subtasks display.

=
=
ns  Posting  Meschunl Cig/Suate Amount Dutadl o+ Trans Unigue 10 Purchase Ip *
Date
THE KENDALL COMPANY S03-TTE9T00, MA 2418 0305817245 1STE1 2016-07- 2000008 10354
WM SUPERCENTER LAS VEGAS, NV sz 03058172457 157T812019-07-2000005 10354
AL RERATE-THANSK YOU 00000, D #MO3T CR 03058172457 15781 3018072000001 10354
e - - - F1301807- 1700016 10354
NF01S07- 1700006 10354
. [B12015-07-1700004 10354
Use the Home link return to the s
. 1201507 1700002 10354
Client Home page from any 01607000001 w0ase
[R15018-07-1400015 10354
screen. Use the Contact Us 12015 071100005 10354
[B12015-07-1000021 10354
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link if you need help.
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Common Cardholder Tasks Table

To perform this action:

Select this high-

level task...

Access Online

And then this
sub-task or...

Navigation Basics: Version 1-5

...Screen link

Access a list of my transactions Transaction Transaction List ~ Transaction
Management List
Perform transaction management tasks Transaction Transaction List ~ Transaction
(e.g., dispute, comment, approve) Management List
View my statement Account Statement Cardholder
Information Statement
View my account profile (e.qg., Account Account Profile Cardholder
demographic information, authorization Information Profile
limits)
Run a report (e.g., Transaction Detail) Reporting NA Report Name
Link
Change my password My Personal Password Password
Information
Change my authentication questions My Personal Password Password
and/or responses Information
Change my contact information My Personal Contact Contact
Information Information Information
Enable/disable email notification of My Personal NA Email
statement availability Information Notification
View my account access information (e.g., My Personal Account Access  Account
functional entitlement group, available Information Access
accounts)
Add an account My Personal Account Add Accounts
Information Access>Add
Accounts
Find out who to call for help Contact Us NA NA
Return to the Client Home page Home NA NA
Log out of Access Online Log Out link in NA NA

upper right corner
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©2019 Elavon Financial Services. All trademarks are the property of their respective
owners.

You may not reproduce this document, in whole or in part, without written
permission.

CAT ID:

Survey

Please take a few minutes to respond to a short survey on our training.


https://www.surveygizmo.com/s3/4757685/Access-Online-Account-Setup-and-Maintenance-Nonbranded

	Navigation Basics
	Navigation Summary
	Common Cardholder Tasks Table

	Blue Copyright.pdf
	Survey


