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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. View 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 Searching

» Statement Account Number:
1 v Account Profile | |

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

Dashboard
Social Security Number:

Data Exchange
My Personal Information

R[]

1. Select Account Information. m

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.

qiw 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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Records 1 - 25 of 85
Page:1|2]|2]4

Product Name
Event Planner

Corporate Card
Purchasing

Cardholder Name
ANN ANDERSEN
BOB ANDERSON
CARL ANDERSON

AEME CORPORATION
S b o Borswms MEM® STATEMENT
Fargo, ND 581258343 ACCOUNT NUMBER _AT98364031884758

sasaHaE

STATEMENT DATE 032807

TOTAL ACTIVITY. $ Wa00

AMOUNT DUE 3000
DO NOT REMIT

CHRISTINE MANGN

2222 5_1TH S

EP-MN-TT2C

WMINNEAPOL IS MN 554541305

107

4798264031684756 (000000000

DATE  DATE  TRANSAGTION DESCRIPTION REFERENCE NUMBER MGG AMOUNT

D ne Ca rd DAI\I AI‘IDE Rs DI‘I 0319 0317 UAT JOHNSONS PRINTING BOSTON MA TATEETIO1INTE 2341 2700

0319 0317 UATOQFFICE FURNITURE TO GO ST LOUIS MO 74738267078019111111186 5021 4500
0326 0315 JOHNSOMS PRINTING BOSTORN WA 74738267085019111111179 2741 2700
0326 0319 OFFICE FURNITURE TO GO ST LOLIS MO TAMEBMLEIGIINNLT 4021 4600

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

Account Statements

. Default Accounting Code: 55555 102300NUJZT 43
CHR'S SM'TH Note the Ilnk tO ACCOUNT NUMBER ACCOUNT SUVIMARY
CUSTOMER SERVICE CALL
4 “ 4798-2640-3168-4756
view the associated prvosesace  am
. 1-800-000-0000 STATEMENT DATE| DISPUTED AMOUNT PURCHASES &
Please Note: The statemen account prof||e. 032607 3.0 OTHER CHARGES 314400
SEND BILLING IMQUIRIES TO: AMOUNT DUE CASH ADVANCES £00.
- . $0.00 CASH ADVANCE FEE $.00
View account profile 5o NoT REMIT
PO, BOX &3dd CREDITS $.00
G i 6125 800t
TOTAL ACTR/TY $144.00

2016

[ 03 The statement displays as a PDF copy of the
actual statement for viewing only (not
[ 02/ payment). The statement contains:

D) o1 e Cardholder address

10/19/2016 (PDF)
[ ) 08/19/2016 (PDF)
[) 05/19/2016 (PDF)

[) 04/19/2016 (PDF) e Cardholder account number

e Amount due
2015

e Account activity, such as posting date,

(3 12/21/2015 (PDE () 11 description, transaction reference number,
and transaction amount
5. Click a cycle link. e Customer service information

e Account balance
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Learn more: 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.

Statement
View account statement(s).
» Cardholder Account Statement

» Managing Account Statement
= Diversion Account Statement

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

All Users
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Account Information
Managing Account Statement

Managing Account Number; *======*=3533, A
Managing Account ID: 555085389071

To view a statement, select a cycle and
Note: The statement cannot be used foi
purposes only.

Select Billing Cycle:
|01/08/2019|v|

View Statement

Next, select a date and 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
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