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1. Click Register Online. 

Online registration 
 
You must activate the P-Card before you are able to register online. 
 

• To register your account, visit www.access.usbank.com 

 
When you register online, you specify your user ID, specify your password, specify 
your contact information, and register your account. After you complete this process, 
you are ready to begin using Access Online. 

 
 

Begin the process with Step 1 as indicated below. 
 

 

http://www.access.usbank.com/
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4 . Click the Send a Code button.  

 

 
The Organization Short Name for the University of Wyoming is UWYO.  

 
 

The 16-digit credit card account number and expiration date are on the back of the 
card. 

 
 

 
 
 

The code will be sent to your UW email address. 

2 . Type your organization short name. 

3 . Specify your account information. 
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5 . Wait for the passcode to arrive to 
you email inbox. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
6 . Enter the passcode. 

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

 
 

 
 
 The code will be sent to your UW email address. 
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8. Review the licensing agreement. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Click the I Accept button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7 . Click Continue. 
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The User ID is your choice as long as it meets the requirements in Step 10 on the 
next page.  
 
 

Passwords 
Passwords must be 12 – 99 alphanumeric characters. Passwords must contain at 
least one uppercase letter, one lowercase letter, one number, and one special 
character. You cannot use any part of the user ID, the first name, or the last name. 
You cannot reuse a password for 12 months. Passwords are case-sensitive. 
 
Allowed special characters for passwords 

 

` - = ' ; / . 
' ! @ # $ % * 
( ) _ + { } | 
: ? < > ^ ~  

 
 
Password phrases 
Password phrases are a phrase, 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, and aphorisms. 
 
Allowed special characters for password phrases 
For password phrases, the system allows all special characters without restrictions. 

 
 

Specifying your contact information: 
 

• The contact information associated with your P-Card is the information 
showing in the window of the envelope your card was delivered in. 

 
• The phone number will need to be a mobile/cell phone number to receive 

dual verification codes and other notifications you choose to set up. An 
office/land line phone number will not work. 
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Authentication questions and answers 
This requirement increases the security of system access and thus protects the 
account information in Access Online.  
 

• You can update your questions and answers at any time using the My 
Personal Information function. Refer to the Access Online: My Personal 
Information quick start guide.  

 
• 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. 
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Required f ields have red asterisks. 

 
 

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

 
 

 
 
 

Your organization may use passwords or 
password phrases. Click the Information icon to 
f ind out which option your organization uses and to 
get suggestions and requirements. 

 
 

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

 
 
 
 

12. Specify your authentication 
questions and responses. 

 
 
 
 
 
 
 

13. Specify your contact 
inf ormation. 
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14 . When you are done, click 

Continue. 
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Resources 
Access Online has an extensive library of guides, videos, and trainings that can be 
accessed from the Need help? menu at the top right of the screen. 

You are now registered and logged 
into Access Online. 


