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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 a virtual
account, and set up alerts.

Sync with Access Online

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

System security

The app does not store any sensitive account information on your mobile device. The app
uses the highest level of secure encryption to protect all your transmissions. You may also
be able to enable biometric authentication (e.g., Face ID) to log in.

Download and start using the app

The options you see in
your app depend on
your organization’s
setup. You may not see
all-the functi
described i
wresndocument.

WVitww 4664unt burmmay

After you download
the app, use your

existing Access Online
credentials to log in. Save St

Access Online

Access Online

Qrganization short name

Vierw itaterments

View wansacton ist

To register your card, have
your organization short

name (OSN), account PassWwor
number, and account
expiration date available and Remember me Enable Face (O
tap Register Online.

Forgot password

Tap Help for in-app
assistance.

All users Proprietary 2




Access Online
Mobile app: Version 1-6

Tip! This document uses sample screens. Your screens will look different depending on:
= Your use of an Apple or Android operating system
= Your use of a phone or tablet

= The functions your organization uses

Tip! If you have a single sign-on to Access Online, then you can get your login information
for the mobile app from your Program Administrator. The mobile app does not support
single sign-on. You can maintain your login information (e.g., use the Forgot Your Password
option to reset your password) in the mobile app without affecting your Access Online single
sign-on access.

Use enhanced security

1. Ifyou have notenrolled
in enhanced security on
the Access Online web
site, you can enroll on
the mobile app. Simply
pick your option.

Please enter the code
we sent to XOOEXOX-1144

This code expires in 10 minutes. If you didn't receive

any time in the User ings page.

a text, request another code after one minute

() Biometric

® Mobile Six-digit code

Maobile number

Enter a 10-dicyphone number

Reguest new code in: 017

3. Whether you

enrolled via the
mobile app or
online, you get an
email message or

2. Specify your mobile
telephone number or
your email address

and tap Continue.
Review the terms and
conditions and finish

the enrollment.

All users

text message with a
one-time passcode
to use each time
you log in.
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Jane Smith

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

View account summary

View statements

SETTINGS

Account alerts

User settings

Help

Terms of use

Log out

4. Tap User

Settings to
Manage c

update your
Contact in secu rlty

preferences.

Access Online
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f
:

Enhanced Security Preferences

Use biometric authentication

Device history preference

Prompt me for enhanced security

during login. Recommended if you

use shared devices

Text me a passcode

Not enrolled

Email me a passcode

Not enrolled

®

©
Q»,

your preferences.

5. Tap a section to update

View account summary

MY ACCOUNTS

View account summary
View staternents T
View transaction list
Manage cards

Contact informatigh

SETTINGS

SELLCT AN ACCOUNT

Connie Willlams - 5384 $301.48

Connle Willlgms - 6186 $808.00

* Ope DASIC INFORMATION

Caanio Williams - 3939 $43.00 C

My szcounty

Avsilable cradit $698.52

Account name

$301.48-

Cord type
1. Tap View Account o diodis
Summary. 2. Review the list of g
— accounts. -4 3. Review the
summary
Torme of use information.
All users Proprietary 4
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View card information

2. The default passcode is the last four digits of your W#.

e |nstructions for How to Find W#.

My accounts

Enter Passcode

;SAW’L[ ACCOUNT 1 - 1234
| Coporate Card

Account 4321 1236 1234 1234

3. View

1. Tap View Card information
Information. 2. Specify your '
passcode.

Add an account to your mobile wallet

Account surmmary

ty sccovats Add Card to Apple Pay
ady SAMPLE ACCOUNT wk be avatable

In Waliet

$301.48 - iy

Card Number 1234
Avaliable credit $698.5|

BASIC INFORMATION ‘

1. Tap the option to add
the account to your 2 . Follow the
mobile wallet (e.g., instructions for
Google Pay, Apple your mobile
Wallet). wallet.

N
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https://www.uwyo.edu/budget-finance/financial-affairs/_fafiles/docs/procurement/how-to-find-w-number.pdf

Create alerts

Jone Smah

MY ACCOUNTS

View sccount summary

1. Tap Account Alerts.

Tarms of wse

Leg out

Access Online
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2. Specify your
email, mobile
phone number,
language, and
period.

mne smithgmal.com

LANGUAGE

Amernican English

Canadan French

1 3. Tap the alert type.

CONTACT DETALS

Mobile

ACCOUNT ALIRTS

PUBCHASE ALIRTS

BAGicous activity detected

Ll Text

Note the options for
purchase alerts.

4. Specify which alerts

you want to get.
The alerts available
vary by organization
and alert type.

Marchant type

fmad Tent

Purchane outside sefected states

Emal Tast

Purchane cutade » courtries

5. Specify any
dependent
values, if
needed.

6. Tap back to
Account Alerts
and tap Submit.

Pagremt made

tme- Yot

Pursosst nformation thanged

Emal Toxt

Learn more: For more information on alerts, refer to the Access Online: Alerts and

notifications user guide.

All users

Proprietary



Update your contact information

MY ACCOUNTS

View account summary

View staternunts

View transaction list

Manage cards

Contact information

SETTV

Account alRgts

1. Tap Contact
Information.

Contact Information
Sample Account 1234 )
Executive Card - Open
MVAILNG ADDRESS
1 NCRICIAN CROSEING >

SWATE 10
RICHFIELD, MN 55423.5646

2. Tap to update
your mailing
address.

Update address
TTed Uates v
AAtew s v
0056THET
s Oyt

You're all set!
Address updated!

The madng sddvess for  Samgle 1234

4. Tap I'm done.

3. Make your
changes and tap
Update.

Updare
All users

B3t oo changed

WeTATHET
MO APOLE, AN 33457 1a33

2005 4TH T
‘ O 20
«1TER waenarcu iy s e
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Reset your password

1. Type your
user ID.

Access Onlin

2. Tap Forgot
Password.

Forgot password

3 . Type the answer
to your security
guestion.

HRTWEr 1ha secueity quettion halaw

Who was your first employer?

Access Online
Mobile app: Version 1-6

5. Wait for an
email with a

password reset
code.

G Access Online

Your password authentication code is 7ea;

Access Of

1 looks ke you requesiod an aul tion code o
rogan access 10 your Accoss® Online user

profile. Use the foliowing code 10 reset your password
on the Forgot Password page.

Authentication Code:
1abCDeFg

The code will be activ 30 minutes. If it's entered

4. Tap Continue.

will be deactivated

6. Enter the code.

WEAS
Forgot password Cancel

d 8. Type a new password
or password phrase
two times.

Pasyword

Continue

Cancel

The requirements
Creat] update as you type.
Passvyi Password phrases are
sl less restrictive, but
® ~=={ you cannot start or
@ ~= end with a space nor
@ ~=1 user two consecutive

& 4= spaces.
, AN s

D0 Mol NS00 yOur uter Adeve Or Ut I0) /
........ /

’ I Cancet

All users

Proprietary

9. Tap Update
password.




Reorder a card

= Manage cards

ACCOUNT

CARLOS SANCHEZ ...1234 >

Purchasing - Open
DETAILS

View card information >

CONTROL

Request a new card >

Need a new card? No problem. Just let us know why
you'd like to replace your card for DAVIDGALTAB
TESTER ...6318

Lost

Stolen

Never received

New card reason

2. Select a reason.

Please call us 10 report your card lost, stolen of nover
recoived, We'll holp you secure your account and
order a new card.

TOLL-FREE

800-344-5696 A R

INTERNATIONAL

701-461-2010 5

Damaged
3. Tap Next.
1. Ifyou need to reorder a
plastic card (e.g., your
plastic card was
damaged), select your
account and swipe
Request a new card. o
5. Your shipping options
depend on your
organization’s setup.
¢ Lost card & Select an option and
ol tap Submit.
Call us right away. o€

o you want

4. Depending on which
reason you select (e.g.,
lost or stolen card) you
may need to call us.

100 SOUTH FIRST
ANYCITY, MN 55402

Call 701-461-2010 for internationa:

SHIPPING METHOO

Standard shipping (free)

Expedited shipping (S0)

110 be sent to

800-344-5

2 oW erent

898 days (when submitted before 2pm CT)

All users
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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

You can see your 99
most recent

transactions, including

2. Tap Sortor credits and debits.
Search.

SAMPLE TRANS ACTION

o0

1. Tap View
Transaction
List.

3. Selecta
transaction
to view
detalil.

All users Proprietary 10



Dispute a transaction

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

Select a Dispute Reason
Merchandise Retumned
Merchandise Not Recered
Services Not Recerved
Credt Not Recesved
Cazh Not Feceived

Altranon of Aroun

2. Select the
reason.

After you submit the

dispute, you can cancel
the dispute if you need
to. You can also track the
dispute status.

e
RICHFIELD, MN

Dizpute

Cancel Dispute )

All users
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3. Specify your name,
mobile number, and
add comments.

Quality of Service

SAMPLE ACCOUNT 1. ' 232

M am

4. Tap Submit.

11
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Attach areceipt to a transaction

Select

Attachments

SAMPLE TRANSACTION

Take Photo

Gallery

Cancel

1. Find the transaction

you want to attach a 2. Upload an existing 3. Tap the Plus Sign
receipt to and tap the document or take a to add another
Paperclip. b photo of areceipt. attachment.

Tip! 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

a transaction. After you upload an attachment, a Paperclip icon displays for the transaction.
Click the Paperclip icon to view the attachment

All users Proprietary 12
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View your statement

If you have your own card (not cards you manage through hierarchy assignment), then you
can view your statement.

View Statements

SANCHEZ . 1234 b

SANCHEZ .. 2234 5

Cantact indocigatio "Auuf_lz... J‘J.“ ! ’
1. Tap View i

Statements. 2. Select the

account, if
needed.

View Statements

Done 2023-11-06 M

SANCHEZ ... 3234 >
Purchasing - Opon

2 2023-12-05
)
7

2023-11-08

3. Selectthe
statement.

All users Proprietary 13



All trademarks are the property of their respective owners.
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