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Statements

You can use this quick reference guide as a
fast reminder of the basic steps for viewing a Cardholder Account St
statement in Access’ Online. If you have Search & Select an Account
access to more than one account, you can
view the statements for each account you
have access to.

Wiew Diversion Account | View Manac

Enhanced Supplier Cardholder Account Search
q Management Search for an account by Cardholder A

Account Information a cardholder account by first Searchin

» Statement Account Number:
1 v Account Profile | |

Reportin
. - Last Name (or Vehicle Name): |
ORMAnders% | |

Dashboard
Social Security Number:

Data Exchange
R[]

My Personal Information

1. Select Account Information.

Account Information

3. If you have access to more than one
account, specify search criteria.

Tip! You can use a percentage sign as a

Statement wildcard, as shown.

mzw account statement(s).

» Cardholder Account Statement
= Managing Account Statement

s Diversion Account Statement

2. Click the Statement sub-task or the
Cardholder Account Statement link.
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Product Name Cardholder Name Ac:
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One Card, ALDRIDGE
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One Card ALEXIS
Purchasing_ LISAALFORD R
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Card ALMONTE

KRISTY e
bne Card ALMONTE
Pre-Auth PURCHASING el
Purchasing_ WEST

4. Click the product name link for the
account you want.

Account Statements

LISAALFORD

Account Unique ID: 0142-5162-8030-
Account ID: 1722-4579-9071 | Accol

Please Note: The statement can't be used forr

View account profile

Note the link to
view the associated

2023 i
account profile.
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) 11/10/2022 (PDF)

() 10/10/2022 (PDF)

) 09/12/2022 (PDF)

5. Click a cycle link.
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AGME GORPORATION
G P 0. B B33 MEMO STATEMENT
Farge, KD 84126 8348 AGCOUNT NUMBER _4736269031584756

sasaHaE

STATENENT DATE 032607
TOTAL ACTIVITY. 3 Wa00
AMOUNT DUE 3000

DO NOT REMIT
CHRISTINE MANCN

2222 S ITH ST

EP-MN-TTZC

WMINNEAPOL IS MN 554541305

4798264031684756 000000000

DATE  DATE  TRANSACTION DESCRIPTION REFERENCE NUMBER MGG AMOUNT
0319 0347 UAT JOHNSONS PRINTING EOSTON WA T470LBTG0IG1111111TE 2741 2700
0319 0817 UATOFFICE FURNITURE TO GO ST LOLIS MO 74728267078018111111186 5021 4500
0326 0315 JOHNSONS PRINTING BOSTON MA 7473826TD018111111178 2741 2700
0326 0819 OFFICE FURNITURE TO GO 5T LOLIS MO 7470267046019 111111167 5021 4500
De@ult Accounting Gode: 55555 T02300NUIZT 42
ACCOUNT HUMBER ACGOURNT SUWMARY
CUSTOMER SERVICE CALL
4798-2640-3168-4756
PREVIOLIS BALANCE £00
1-800-000-0000 | rraoere] oivures Ao
PURCHASES &
032607 3.0 OTHER CHARGES $144.00
GASH ADVANCES £00
SEND BILLING INQUIRIES TO. AMOUNT DUE
$0m CASH ADVANCE FEE £00
DO NOT REMIT
PO. BOX B30 CREDITS £00
FARGO, ND 58125 8344
TOTAL ACTI/ITY $144.00
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The statement displays as a PDF copy of the
actual statement for viewing only (not
payment). The statement contains:

e Cardholder address
e Cardholder account number
e Amount due

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

e Customer service information
e Account balance
Tip! You can also view your statement on the

mobile app. Refer to the Access Online:
Mobile app quick start guide.
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Managing account
statement

If you are a Program Administrator, you can
also view managing account and diversion
account statements. Refer to the Access
Online: Managing Account Statements quick
reference and the Access Online: Managing
Account Statement Notification quick
reference.
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Account Information

Statement
\iew account statement(s).
Cardholder Account Statement

= Managing Account Statement
» Diversion Account Statement

Account Information
Managing Account Statement

Managing Account Number: 5569634555308
Managing AccountID: 535085389071

To view a statement, select a cycle an
payment, select the Pay your Managin

QSelect Billing Cycle:

111/08/2023 v |

\ View Statement

1. Click a link to search and select a
managing or diversion account.

All Users

2. Select a billing cycle.

3. Click View Statement.
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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.


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

