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Mobile app

You can use the Access Online mobile app to view account and card information,
manage transactions (including disputing and attaching receipts), make payments,
request avirtual account, and set up alerts.

Access Online

Mobile app: Version 1-3

You can use both the Access Online web site and the mobile app. The tasks you
complete in the mobile app synch immediately with Access Online.

The app does not store any sensitive account information on your mobile device, and
the app uses the highest level of secure encryption to protect all your transmissions.

Download and start using the app

1. Download the app to
your supported Apple or
Android mobile device
and use your existing
Access Online

credentials to log in.

Access Online

Qrganization Short Name
admind Change

User ID

Password

| Register Online

Accesatity | Aboul

2. Or, to register, have your
organization short name
(OSN), account number,
and account expiration
date available and tap
Register Online.

All users

My hicuts

Access Online

Welcome to the Access Online
Corporate Payment Systems app
Please enter your organization short
name to continue

Lerkngn

Organization Short Name

Continue ]

This app 1s tor Corporale Travel, Purchasing or
Une Card cardmetnbers, It you need assislance
with your Organization Short Name, contact your

program administrator or call Cardmember Service.

US. 800.344.5696 or Canada 800.589.8065

This app 1snt for consumer, small business or
SiuvINgs dccounls

Tesl-AUTOMATION . UAT 12,8

Confidential

3. The options you see
in your app depend
ohyour ¢
organization’s

4. Tap Help forin-app

assistance. Click
Logout to log out of
the app.



Use enhanced security

936 AM

Enhanced Security Authentication

Verify me using the folowing method:

Text me a passcode

| Emad mo a passcg

nhanced Secunty

1. If you have notenrolled in
enhanced security on the Access
Online web site, you can enroll
on the mobile app. Simply pick
your option. Your organization
may require you to enroll.

4. Swipe User
Settings to
update your
security
preferences.

Sattings

All users

Catrior =

9:36 AM

Enhanced Security Authentication

Text me a passcode

Please enter your mobile number helow,

Mobile Nurmiber

Continue

2. Specify your mobile
telephone number or
your email address
and tap Continue.
Review the terms
and conditions and
finish the enrollment.

User Settings
Enhanced Security Preferences

Use Biomelric Authentication
(Mot L)

Email me a passcode
Enetied Emal
cpsimiih@acme om

Device Hiatory Preference
NPE e tor Enluine Sacunty dus
mcomineiden i v iise

5. Swipe a section

to update your
preferences.

Confidential
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Enhanced Security Authentication

Cantinin Y

Whether you
enrolled via the
mobile app or
online, youget
an email
message or text
message with a
one-time
passcode to use
each time you
log in.
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View account summary

104 S R 410 PM S B8

My Accounts SAMPLE ACCOUNT 1 - 1234

Summary Deshaing Balance

View Accounl Summary Select an Account

AL DEDZ A BEz

SAMPLE ACCOUNT 1 - 1234

Dechning Ralance - Open

View Tianfaction List WSET Carlos Smith
q

SAMPLE ACCOUNT 2 - 2234
Dechning Balance - Open

SAMPLE ACCOUNT 3 - 3234

Account Status Open

Viess Cargllofonmation

Available Credit $1.00
Payment equests

Declining Ralance - Open

Credil Limit $1.00

Create afayment Reques| Balance $0.00
alance

Yiew Regues! Shaluy

1. Tap View Account 2. Review the list of

Summary. accounts. 3. Review the
summary
" information.
Logeut

View card information

My Accounts - =
SAMPLE ACCOUNT 1 - 1234

rporate Card
Viove Acanunt Sumemay

Account 4321 1234 1234 1234
Vieye Transacton tist

Security Code 000

Expiration

Vigw Request £ atus

Account Alerts

3. View
information.

1. Tap View Card
Information.

2. Specify your
passcode.

Change Pagscode

All users Confidential 4
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Add an accountto your mobile wallet

e

PLE ACCOUNT - 1234 Add Card to Apple Pay

SAMPLE ACCOUNT we b suataie
Harr TEST
Cawd Hurnbar 1234
1. Tap the option to add 2 _ Follow the
the account to your instructions
mobile wallet (e.g., for your
Google Pay, Apple mobile wallet.
Wallet).
[
L I
Create alerts
2. Specify your ,
email, mobile 3. Swipe the alert
il phone number, type.
language, and
timeframe.

1. Tap Manage Alert
Preferences.

Edrhnd A ss

Alert Types

Mobila Number o

Fraug Alerty

Account Alerts Dveedt Alpets

3 Pureracs Alsrte
Preferred Output Language o

vty
American English |
T Fe

Choose when Lo receive Evenl and Purchase text
alerts

Traud Lext alerks will s10ii be sent as tnggered

My Personal Infermation

® No Timeframe " Set Timeframe

Note the options for
purchase alerts

All users Confidential 5



5. Specify any

Fraud Alerts d ep endent
- values, if
needed.
Suspiciaus activity is
dolected on eprolled
accounts Alerts Email  Text

i

Purchase is declined i\ ]
Purchase amount
exceeds (3) o
4. Specify which alerts
you want to get The Cash is withdrawn from &
. my account 4
alerts available vary
by org anization and Purchase is made via mail ;;g‘\
hone L
alert type. s -
Purchase is made over " g
lr:jer in?em(lel " QI" /

Access Online

Mobile app: Version 1-3

10:00 AM

( Event Alerts

Alerts Email Taxt

g «

Personal infarmalion
is changed

PIN
6. Swipe backto
Account Alerts
and tap Submit.
Credit limit is changed

Daily account balance

Payment is made

Learn More: For more information on alerts, referto the Access Online: Alerts

and notifications user guide.

Update your contactinformation

Contact Information

My Accounis

Sample Account .. 1234

Executive Card - Open
MAILING ABDRESS
1 MERIDIAN CROSSING >

SUITE 710

RICHFIELD, MN &5473-5641

2. Swipe to update
your mailing
1. Swipe Contact address.

Information.

All users Confidential



Update address |

Youre gl cett
Address updated!

The aaaling address for Sample 1234

Uintedt States ~
has heen changed
- Ii 200 6TH ST
208 S6THST & i [T HwEAPOLIS M 554021403
2005671 ST
EP-MN-LIRC %B ‘ 'f—\ EP-MN-L26C
- * MINNEAPOLIS, MN $5402 1400
|
MINNEAPOLIS 3

3. Make your - [T

&

changes and '

tap Update. |

4. Tap I’'m done.
a

Resetyour password

o ATAT w 1L AN ¥ @ T

3. Typeyour

D.
1. Type your OSN. user

Organization Short Name

acme Change

User ID
Onganization Short Nama

Password

4. Tap Forgot
Password.

rd | Register Qnhne

W | AccessEaty | Avaut

Confidential
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If you did not type your user
ID on the previous screen,
then type your user ID here
and tap Continue.

Reset your
password.

Orgamzation short naime: acme

Continue

Cancet



5. Typethe answer to your

security question.

We need to make
sure you're you

= —

6. Tap Continue.

9. Type anew password
or password phrase two
times. The
requirements update as
you type.

Create a new
password.

2000

r
Update password

10. Tap Update
password.

All users

7. Wait foran email
with a password
reset code and then

enter the code.

Enter the code we

sent here.

Ricuirat new coxdn

8. Tap Continue.

Password phrases are
less restrictive, but you
cannot startor end with
a space nor user two
consecutive spaces.

Create a new
password.

Update password

Cancel

Confidential
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AteT 134 PN el

Note the code.

Accirsy Dol

Authontication Codo

L

11. Useyouruser
ID and new
password to
loain.

AccessOnline

Organizats

acme &

Uses 10

Apmember Mo @)

Login

Faraor Password | Reqatier Onhine
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Transaction management

You can view transactions, dispute transactions, attach a receipt to a transaction,
and create a payment request.

View transactions

| by Accounts

1. Tap View
Transaction
List.

All users

2. Tap Sortor
Search.

" =
SAMPLE ACCOUNT 1 -1234

Daoclining [aluh

$71.00
$1.00
100

§1.00

3. Selecta
transaction
to view

detail.

Confidential

You can see your 99
most recent
transactions, including
credits and debits.

Dlapute
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. Search for the transaction
you need dispute and tap
Dispute.

Dispute a transaction

1l

Select a Dispute Reason

Merchandise Returncd
SAMPLE TRANSACTION

+$1.00 Merchandise Nel Recewed

Posl Date Services Mol Received
01/10/2020

Credit Nol Recerved
Transaction Date

01/03/2020 ash Not Receved

Ciy/Stare

RICHFIEL.D, MN Alteraton ol Amount

(T A — inadequats Doscraplion
\ Dispute

Not As Desconed
Lintecofirad transactions should ba iealed as

Qualily of Service

2. Select the reason.

Access Online
Mobile app: Version 1-3
3. Specify your name,

mobile number, and
add comments.

Quality of Service

SAMPLE ACCOUNT 1 - g2
Merchant
Transaction Dale
Statement Date
{Amount +$).00

Al fields required ungiss noted as (optional)

Reguestor Name:
Carlos Smith

Requestor Phoné Number

Comments

(Submit)

4. Tap Submit.

Tip/ After you submit the dispute, you can cancel the dispute if you need to. You

can also track the dispute status.

Attach a rece a transacti

iptto '

on

SAMPLE TRANSACTION SAMPLE TRANSACTION

+$1,00

Post Date.

01/10/2020 Chaose Method

Transaction Date
01/03/2020 Take Photo

City/Stale.
RICHFIELD, MN

Gallery

Cancel

{ Dispute '

p——_§

1. Find the transaction
you want to attacha
receipt to and tap the
Paperclip.

2. Upload an existing
document or take a
photo of a receipt.

ALE - FRENY

6% E 432 [EI Y]
Select
Attachments

01/10/2020
SAMPLE TRANSACTION

=

3. Tap the Plus Sign
to add another
attachment.

T/p.’ You can upload a JPG, PNG, or PDF. You can upload unlimited receipts, but
the maximum file limit is 5 MB for all files. Access Online converts all uploads to a
single PDF for atransaction. After you upload an attachment, a Paperclip icon
displays for the transaction. Click the Paperclip icon to view the attachment.

All users Confidential
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Attachments

You can use this quick reference guide as
a fast reminder of the basic steps for
attaching a file (PNG, JPG, or PDF) to a
transaction and viewing attached files.

Attach a file

Event Driven Natification
Paymenl Plus
Order Management

Transaction

Management

» Transaction List
Account Information 2
Reporting
My Personal Information

Transaction I

Transaction List
View, review, allocate;

View Previous Cyc
Presents the Trans

Home

Contact U . .
ontacts View Pending Trar

Training Presents the pendi

1. Selectthe Transaction Management
high-level task.

2. Click the Transaction List link.

A% Attachment Comments

3

]

0

g =
LLARD g

]
SEA 0
172 0
71 0

0
37 g

3. Onthe list of transactions, click the
Paperclip icon.

All users

Access Online
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Manage Attachments

Please add or delele attachments Only PNG JPG or PDF files are allowed

Add Atlachment

4. Click the Add Attachment link.

s » Sample Receipts for Upload e

.9
| Baja Sl July Ling
™ BajaSal.pdt
&= Home Depot.jpg
"X Marriott Sample.pdf
"1 petrek.pdf

e BajaSol,pdl 1Custom Frles (" jpeg " e g

——

5. Search and select one or more files to
attach.

6. Click the Open button.

Confidential 1



iManage Atlachments

Pleast aod ar deiete atlachmeats Gnly PNG JGG or IPDF Nies are allowed

Lo

! REGUL A
.‘X!ﬂ\ﬂ)'x’il':siw piviis
Vi iy
Jans
oy !
Tax

Payecyit :’

ek i for g ERE beitn §

Yeor ok Wadicr ls: W

E_h

0 BN

Add Another Attachment

7. Page through multiple receipts, if
needed.

8. Click the Save button.

Learn more: For more detailed
information, refer to the Transaction
management web-based training lesson
and user guide.

All users
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View an attachment

You can view an attachment by:
e Clicking the PDF icon on the

transaction list

s Running a Transaction Summary report

e Completing a multiple attachments

request if you are Program
Administrator

Transaction list

Y. 4

Attachment Comments

0 %
0 2
g ©®
LLARD 0
0
ZEA 0
172 0
)71 0
U}
37 0

1. Navigate to the transaction list.

2. Click the PDF icon to open and view

the attached file.

Confidential 2



Transaction Summary report

Management
Account Infcuvrma“_;| N
Reporting

* Program Managemen 2

* Financial Management

» Supplier Management

» Tax and Compliance

Management
* Administration
« User Activity Audit Reporting

1. Select Reporting.
2. Select Financial Management.

detail, allocation (accounting code) informatic
and transaction log data.

Multiple Attachments Request
Create a request to receive files attached to
transactions during ¢ 3 sific date range.

Transaction Summary,
Transaction summary information.

3. Click Transaction Summary.
Report Output
Output Type: 4
'PDF v

4. Select PDF if you want to view the
attachment.

All users

Access Online
Attachments: Version 1-5

Page Break:
OYes @ No

Note: Page Break is applica

Run Report m

5. Click Run Report.

5

Transaction
Status Attachment
Mot Reviewed

6
Not Reviewed View Image

« button to retumn to this report)

_Nc-:t-Ra;wewed [ View Ingy 3

6. Click View Image.

Confidential 3
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Report Output Multiple Attachments Request
Output Type:

Create a New Request

‘ EXCE| V ‘ Create a request to receive files attached to iansactions
= = : All fields required unless noted as (optional)
Step 1 - Select a Date Type and Date Range
7. Select Excel if you just want to check Date Type
for receipt attachment. 5 ® Cycle Close Date

i {:] Enable Cycle Day

Attached Document File Name File Name Calendar Month

700026_017732437026_09012021_1 77 017732437026 Posting Date

700026_017732437026_09012021_2 .. »_017732437026 Transaction Date

700026_017732437026_09012021_1 700026_017732437026
700026_017732437026_09012021_2 700026_017732437026

Date Ranqge

, , 5. Complete the form.
8. Note the attachment file name in the

report.

Multiple attachments request 6

detail, allocation (accounting code) informatic Submit
and transaction log data.

Multiple Attachments Request
Create a request to receive files attached to 6. Click Submit.
transactions during a specific date range.

Learn more: For more detailed
Transaction Summary information, refer to the Access Online:
Multiple attachments request quick start
guide.

Transaction summary information.

1. If you are a Program Administrator,
then you can also request afile of
multiple attachments.

2. SelectReporting.
3. Select Financial Management.
Click Multiple Attachments Request.

All users Confidential 4



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: NA

Survey

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



