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Webinar tips
• Mute microphones if using

• Do not put us on hold

• Expand/contract view: use full screen icon

• ESC key to exit full screen mode

• Using demo system data

• Your system views may vary

Ask questions at any time. 

TIP: Write them down!
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Learning objectives

At the end of this session, you will be able to:

View transaction information

✓ Navigate to the transaction list

✓ Filter the list of transactions

✓ Attach receipt, re-allocate, submit disputes

✓ Set up statement notifications

✓ Locate resources for transaction information

Run standard reports

✓ Describe an overview of reporting in 

Access Online

✓ Set up and run standard reports

✓ Schedule reports

✓ Locate reports in Data Exchange

✓ Locate resources for reporting
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Transaction data and receipt retention

Transaction data, including receipts, are available for viewing and 

reporting as follows:

• Transaction data and receipts: For 12 past cycles plus the current 

cycle through the Transaction Management area

• Transaction data: For 24 months by looking at statements

• Transaction data and receipts: For 72 months (6 years) after the last 

transaction or payment was made - through Reporting

• For longer periods after 6 years, make a request to the bank
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Navigate to the transaction list
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Navigate to 

Transaction 

Management

Helpful quick links

Past 10 transactions

Click Transaction Management

Card balance
The system logs you out after 

15 minutes of inactivity.

Get comfortable using links, 

your browser back button will 

kick you out. 
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Navigate to your transaction list

Links quickly take you to pre-filtered 

views of transactions 

Click Transaction List
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View the card summary 

and transaction listSummary of the card account

Search or filter the transaction list

Transaction List – work 

with transactions here

Click the menu for the Billing Cycle Close Date
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Filter by billing cycle

Usually, you will be approving either the open 

transaction or ones from the previous cycle. Up to 

14 cycles display here.

Select the recent past cycle and click Search
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Filter the list using search

Use the Approval Status drop-down 

menu to filter the list by status. This 

helps you quickly identify which 

transactions you still need to approve.

See more search fields.
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Transaction list
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Do not forget additional pages!
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Viewing transaction details
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View a transaction
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View details
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Attach a receipt/document
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Attach a document

Click the paper clip icon
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Click to add a document

Click Add Attachment.

Your computer may allow 

you to drag and drop 

documents here.

• You can attach a PNG, JPG, or PDF file to a transaction. 

• The system converts all file types to a PDF after upload. 

• No limit to number of attachments per transaction.

• Max size is 5MB for all files included
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Search and select document

Locate the document and 

click Open.
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Attached document preview

Click link to add additional 

attachments.
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Transaction list shows attachment
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Dispute a transaction
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Transaction 

date link

As a best practice, 

contact the merchant 

first to resolve an issue. 
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Dispute 

selection



Client Training | Confidential 25

Select a dispute 

reason

For fraud, contact the bank!
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Defective Shipped
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Specify 

additional 

information
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Disputed transactions



Client Training | Confidential 29

Set up notifications for cardholder statements
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Navigate to My Personal Information

Click My Personal Information

Click Email Notification
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Check your email address

Check your email address and 

select the language for email

Scroll down
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Select notifications

An email when a statement is ready is a great 

reminder to go in and view transactions

Click Save
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Set up alerts

Click My Personal Information

Click Account Alerts
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Account Alerts

Make sure your email 

address is correct

Select when you want 

to receive alerts 

This displays as Central Time so if you are 

in a different time zone, make your 

selections carefully. Eastern time is one 

hour ahead, Mountain Time one hour 

behind, and Pacific time two hours behind 

Central Time. 
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Fraud alerts
Select the Fraud Alerts tab

Check the box for Email or text
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Know what to do if a transaction is declined
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Look up the decline reason in the system (if your organization has implemented 
the functionality)Look up

Contact Customer Service using the number on the back of your card or the 
Contact Us in Access OnlineContact

Contact Program Administrator or Agency/Organization Program Coordinator for 
support (they can look up the reason and make an adjustment in Access Online)Contact

What should cardholders do when a transaction is declined?
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Account Information/Profile

Go to Account information, 

then Account Profile

Click Account Authorizations
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Viewing declines

Click on the time stamp for the declined transaction
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Review decline information

View the Decline tab

Find the decline reason
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Common decline reasons and what to do

Decline code Reason What cardholders can do

CRV status Card is not activated Activate card

MCC Code declined Blocked merchant Contact Program Administrator to 
unblock the merchant

Invalid account Merchant entered incorrect zip, 
expiration date, or CVV number

Make sure merchant has correct 
information – then run the 
transaction again

FR status (Fraud Referral) Transaction is suspected of being
fraudulent (sometimes when zip 
is entered incorrectly)

Call Customer Service and let them 
know the transaction is valid

Not enough available money The card has reached either the 
individual or managing account 
limit

Contact Program Administrator

Exceeded single purchase 
limit 

The transaction exceeds the single 
purchase limit

Contact Program Administrator
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Decline codes and reasons for chip cards
Chip Decline Reason 

Code

Code Definition What should be done?

ARQC Invalid 0881
Transaction was ran off-line and 

needs to be run on-line.

Request merchant to run transaction 

again.

ATC Incorrect 0145
CVV embedded in the chip is not 

verifying.

Retry transaction, if decline still persists 

refer Merchant to contact Merchant 

Services or swipe card.

Exceeds PIN Limit 0114
Cardmember entered PIN 

incorrectly multiple times.

Refer to Solution Advisors for PIN 

counter reset.

Application Trans 

Counter Invalid
0882

Merchant terminal is sending 

incomplete data.

Retry transaction, if decline still persists 

refer Merchant to contact Merchant 

Services or swipe card.

Invalid ICVV 0162
Merchant is truncating data 

sent.

Retry transaction, if decline still persists 

refer Merchant to contact Merchant 

Services or swipe card.

Invalid Card Verification 0125
Merchant is removing card from 

terminal too quickly.

Retry transaction, if decline still persists 

refer Merchant to contact Merchant 

Services or swipe card.
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Use a Mobile App for transactions
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Download the app

1. Download the app to your supported Apple or Android mobile device

2. Have your Organization Short Name (OSN) available

3. Login using your existing User ID and password or click the Register Online link from the launch page in the app and use y our card information to self-

register for a User ID

You MAY have access to a Mobile App 

- not all clients have access or use one
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View your transaction list

Click View Transaction List Select an account

View the transaction list. 

Click a transaction to view 

details.
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Search the transaction list
Click the search icon 

(magnifying glass)

Type a merchant name, date, 

or amount and click Search

Click a transaction to view 

details
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Sort the transaction list

Click the sort icon
Select a way to sort the 

transactions

Click a transaction to view 

details
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Attach a file

From the transaction 

detail, click the attachment 

icon (paper clip)

Choose a method

Take a photo (for 

example of a 

receipt), or locate the 

file from your 

phone’s gallery

View the attachment, 

add another if needed
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Dispute a transaction in the mobile app

From the transaction 

detail, click the 

Dispute button

Select a dispute reason Complete the form 

and click Submit

View the dispute information 

on the transaction detail

Cancel by clicking Cancel 

Dispute
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Locate resources for transaction information
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Navigate to Training

Click Training
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Choose learning content
Choose: 

• Lesson: if you want a chance 

to practice clicking through 

screens

• User Guide:  if you want a 

comprehensive, step by step 

guide 

• Videos: Quick demonstration 

of a single task

• Quick references: Quick steps 

of a single task

• Recorded class: Narrated 

explanation and demonstration

• Certifications: Examination 

questions providing a 

certificate

Select resources called Transaction 

Approval Process Enter and search on keywords to 

find specific topic resources
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Standard reporting overview
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Navigate to Reporting

To access the reporting area, click  

Reporting on the left navigation pane. 
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Standard reporting

• The reports you have available 

depend on your role, organization 

and type of card program.

• You can:

• Choose from over 60 report 

templates

• Select parameters to “customize”

• Create multiple reports from the 

same template

• Run when you want it

• Schedule many of them
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Report Scheduler

Many standard reports and flex data reports can be 

scheduled at a frequency you desire.
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Custom reporting

Custom reports are set up for specific organizations and 

help with a specific reporting or audit need
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• Data builds up to 72 months of history

• Data displayed on reports is from the prior day

• Time-out limit of Access Online is 15 minutes

What timing factors should you consider?

Note: Pop-up blockers may prevent reports from opening, so turn 

them off when viewing reports.
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Set up and run standard reports
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Program Management reports
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Navigate to Program Management

Click Program Management
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Popular reports – Account Spend Analysis

The Account Spend Analysis report 

provides the number of 

transactions and total amount 

spent for each account for the 

time-frame I specify.
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Popular reports – Past Due

The Past Due report gives me 

a list of past due accounts for 

the number of days I select.
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Popular reports – Account Status Change

The Account Status Change 

report provides a list of 

accounts with a change of 

status. It also shows new 

account information.
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Popular reports – Declined Transactions 

The Declined Transaction 

Authorizations report shows 

transaction decline 

information. Go to Account Information > 

Account Profiles > and then 

Account Authorizations to view 

declines as they happen.
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Navigate to the Account List report

Click Account List
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Specify report parameters – date and status

Best practice – select Last Maintained Date 

Range and leave dates blank

Want to see all closed accounts with outstanding balances? 

Choose Closed status here and Account Details below.

Select one or more statuses
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Specify report parameters – type and method

Defaults to Cardholder, but you can 

select Managing or Diversion Account or 

All account types

Defaults to All by leaving 

the blank at the top 

selected

Want to see all the accounts an 

Account Coordinator set up for you 

through an Excel spreadsheet? Select 

File here! 
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Select additional details

Select any additional details

Want to make sure that the correct 

Merchant Authorization Controls are in 

place for your accounts?DOD users can 

select to include 

DoDAACs
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Additional details in Excel only

Sometimes additional details are only available in one type of 

report output, such as Microsoft Excel. 
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Report parameters – comments, purged accounts

Select whether to include comments  from 

the Account Profile

Show all accounts, 

purged accounts, or 

non-purged accounts

Cardholder accounts purge at 12 months 

when they have a V9 or T9 status and at 22 

months when they have an Open status and 

have been inactive for that timeframe. 

However, information about those accounts is 

still available in Access Online reporting for 6 

years after the purge date and offline 

thereafter by request.
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Select sorting options In what order do you want information 

to appear on the report? You can sort it 

by some (not all) of the columns that 

display on the report.

Select the order – ascending 

or descending Example: Select Account Status first, then Account Name

This will first list all accounts by status, for example – all the open 

ones together, all the closed ones together. Then the accounts will 

be listed by cardholder name.
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Select report output type

Select an output type. For 

this example, select Excel.

Report Output types include:

• PDF

• Excel

• Browser

• Active Report

Some report types do not have ALL 

output types available.

Reports put the parameters somewhere on the report. If 

you select PDF output type, you can choose whether to 

put them at the beginning or end.
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Select a way to group the report Select how you want the data grouped. You can 

group by Processing Hierarchy or Account 

Number or Account ID. If you have Reporting 

Hierarchies, you can group by Reporting 

Hierarchy.

Click Search for Position or 

Add Multiple
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Select a hierarchy level or enter hierarchy information

Select a level and click Search

Or type a Reporting Hierarchy 

Name or levels and click Search
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Select one or more hierarchies

Show or hide hierarchy 

names
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Complete all three steps

1 2

3
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Run the report

Your selected 

hierarchies appear

Click Run Report
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Excel output

Excel is great for showing ALL data. You can use its functionality to search, sort, and create charts and 

tables. It’s good for saving and archiving data or uploading to other systems.
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Excel output – parameters in columns at the right

Scroll way over to the right on the Excel report to see the 

parameters that were chosen for the report
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Administration reports
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Navigate to Administration reports

Click Administration
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Accounting Code Management reports

I want to review the default 

accounting codes on our 

accounts!
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Online Registration Management reports

I want to see if any 

cardholders who tried to 

register online are locked out 

so I can help them get into 

the system.
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User Management reports

I want to see all the Access 

Online users to see who is 

active in the system.

Click System User List
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Select parameters for the System User List

Click Summary or Detail

Enter Start and End Dates for when the user profiles were 

created or maintained. Leave them blank to search for ALL.

Leave it at the default of All or select from 

the user status types
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Continue to select parameters for the System User List

Select additional detail

Select sort options

Select output type. For this example, select Browser.

Select to group by processing or reporting hierarchy

Click Run Report
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Browser output
Browser output is easy to 

see and read.

Right click on the screen to 

print the page
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Browser output controls

See the number of pages 

of the report. Jump 

quickly to a page by 

typing the page number 

and clicking the button

Click this button 

to have all pages 

appear on this 

screen so you just 

scroll down 

through the 

information

Use arrows to go 

back to the first 

page, back a page, 

forward a page or 

forward to the last 

page 
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Browser output search

Type a key word in the Search field 

and click the binoculars icon to 

search for something

Click the A-a icon 

to make the 

search field case 

sensitive or not 

case sensitive

Click the arrow 

button to change 

the search to 

search forward or 

backward

Click the question 

mark button for 

help

Click the X to 

close the browser 

window
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Browser output – click link to view details

Click a link to 

open details

Links to detail are active until about 

30 minutes AFTER Access Online is 

closed. 

Parameters do not display in 

a browser output.
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Financial Management reports
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Navigate to Financial Management reports

Click Financial Management
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Virtual Payment (Payment Plus) reports

If you use Payment 

Plus for virtual 

payments, you will 

want to check out the 

Payment Requests and 

Payment Instructions 

reports
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Order Management reports
If you use Order Management, you will want 

to check out these reports

Even if you don’t use Order Management, check out the 

Full Transaction and Order Detail report if you want line-

item detail on transactions!
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Transaction Management reports
Get account allocation details

See which transactions have been extracted

Click Transaction Detail You can run the transaction detail report in a 

way to see transactions pending approval.

See a history of managing account 

(statement approvals)
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Choose a date range

To run the report for a specific cycle, 

select Cycle Close Date Range. Then, 

enter the same date in the start date 

and end date fields, using a date that 

falls within that cycle. 

IF you check the Enable Cycle Day 

checkbox, you need to enter the exact 

cycle date in the Start Date and End 

Date.
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Choose which transactions to include

You could run a report by cycle and approval status to see which transactions 

still need to be approved.

You could schedule a weekly report to review all disputed transactions.
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Choose transaction amounts or posting types

Enter a transaction amount or leave blank to see all transaction amounts

You could schedule a monthly report to see all transactions over $5,000.

Select a posting type (Posted or Memo posted) or 

leave at the default of all
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Include or exclude payments, fees and additional details

Choose to exclude or include payments or fees

Select additional details DOD users can select to 

include DoDAACs
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Select which merchants appear on the report

Select one or more Merchant Category Code Groups to view 

transactions at those merchants. Leave it at the default of All to 

view transactions from all merchants.
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Select merchants by Merchant Category Codes

Enter or search for MCCs

Want a convenience check report? Select 

the Merchant Category Codes button and 

enter 6051.



Client Training | Confidential 103

Select merchants by name

Type a merchant name and 

click Add

You could schedule a weekly report to 

view all transactions at Amazon.
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Select sorting and output type

Select to limit the results to a particular accounting 

code. Leave it blank to view all.

Select sorting options

Select output type. For this example, select PDF and have 

the parameters placed at the End.
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Group report

Select to group your report by 

hierarchy or account number.
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Transaction Detail report - group by DoDAAC – PIEE users

You can group a report by DoDAAC or Group ID. 

Make a selection. Click the link to search and 

select a specific or multiple values.
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Run report

If you choose PDF for your output type, you have the 

option on some reports to include a break and subtotal 

for a level of the hierarchy. You can also choose a page 

break at that subtotal.

Click Run Report
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Report output PDF

Press the Control and F keys on your keyboard and type 

a word or numbers in to search for that information 

within a pdf.

If the pdf displays in a web browser like this, click the button to open it 

in a separate tab. That way if you open details, you can easily go back 

to the summary.

Zoom in or out, print or save
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Transaction summary versus detail

Click the transaction date to 

see more details.

If you chose a break/subtotal, you 

can see the total of all transactions 

for the hierarchy.
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PDF output detail

Use the arrow to go back to the summary (if 

you chose to view in a new tab).

Links to detail are only active while Access Online is open. So, you 

can’t save the report and have the blue links work. Also, keep a 

watch for the pop-up box to resume your session if it is about to 

time out.
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Pdf output parameters

The parameters appear on the first page or last page 

depending on your selection.

PDFS are great for viewing summary and 

rollup information. They are easy to read and 

understand the data.
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Report output active report

Select Active Report

Breaks and Subtotals are not available in Active Report output

Select Run Report
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Active report

There is a tab that displays the 

report parameters.

Click the arrows at the 

bottom to move to 

other pages.
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Active report output
Click the arrow next to a column 

header to expand a menu

Create charts

Export data to Excel

Not every standard report offers an Active Report. You 

cannot schedule Active Reports.



Client Training | Confidential 115

Bonus tip – Managing Account Payment Report

You can run a managing account payment report 

using the Transaction Detail template.

1. Select Posting Date Range and enter dates

2. Include payments

3. Select Merchant Category Codes

4. Type 0 (zero)
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Managing Account Payment Report continued

5. Select Excel output

6. Select Account Number

7. Type the full 16-digit managing account 

number or search and select

8. Click Run Report
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Schedule reports
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Create scheduled report

Click Create Scheduled Report
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Schedule parameters

Type a file name and 

description

Select a frequency Select when 

to receive the 

report

Select a start and end date 

for the report to run

Select how 

much data to 

include
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Select recipients

Add the people who 

will receive the 

report in their Data 

Exchange
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Report recipients

Enter a name and click Search or 

click Search for all

Select the Users and click 

Select Users 
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Submit report parameters

Click the checkbox to include yourself

Their names appear

Click 

Submit
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Parameters review

Review the 

parameters and 

save the report
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Navigate to Report Scheduler

Click Reporting

Click Report Scheduler
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Report Scheduler - search

Select to search from Standard or 

Flex Data Reports

Enter search 

criteria
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Report Scheduler – report list

Click Search Reports meeting your search criteria appear on the list

Click the report name to update 

the report parameters

Click the frequency link to update the 

frequency, name of report, recipients or to 

remove the scheduling

Click the date to show the modification 

history of the report

View to see run 

information
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Report Scheduler – create new scheduled report

Begin to schedule a report from here by selecting it 

from the list and click the Go button.

You then enter the report parameters and select to 

schedule the report as we just reviewed.
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Locate reports in Data Exchange
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Navigate to Data Exchange

Click Data Exchange
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Click your organization name

Click the name 

of your 

organization



Client Training | Confidential 131

Data Exchange access

Type a file name 

to search

Click a file name to open

Click column 

header to sort Click for 

help

Click to 

delete a 

report

Files automatically delete after 60 days.

Data Exchange allows you 30 minutes to access and 

download large files before timing out.
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Receive an email when your report is available in Data Exchange

Click My Personal 

Information

Click Email Notification
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Select Data Exchange and save

Make sure your email is correct

Select an output language

Check Data Exchange

Scroll to the bottom and 

click Save
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Supplier Management reports
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Navigate to Supplier Management reports

Click Supplier Management
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Popular supplier reports – Top Merchant Spend Analysis

The reports in the Spend category 

let me know the merchants we 

are spending money at. I like the 

Top Merchant Spend Analysis for 

a summary of our top spending. 
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Popular supplier reports – Hotel Spending

The Hotel Spending report gives 

me summary and detail 

information about the hotels we 

are spending at.
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Tax and Compliance Management reports
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Navigate to Tax and Compliance Management reports

Click Tax and Compliance Management
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Popular Tax and Compliance Management reports

The Sales and Use Tax by State 

report provides a list of transaction 

and tax amounts by state. It’s based 

on information passed through by 

the merchant. 

The Vendor Summary by Socio-

economic Indicator gives you a list 

of transactions at vendors classified 

as minority types.
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Vendor Summary by 

Socio-economic Indicator 

Report

Select a date range

Tip – select a long date 

range to look for trends

Select states or provinces 

or leave at default of All

To support Diversity, Equity and 

Inclusion project, organizations like 

to review this report to identify 

ways to boost usage of diverse 

suppliers.
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Select parameters

Select a socio-economic 

indicator or leave at  All

Select sort option,  

indicators are available for 

sorting

Select hierarchies

Report runs as Excel

Run report or schedule
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Sample report – left columns
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Sample report – indicator columns
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Report sorting 
Select the top row and turn 

filters on to filter data

Click Sort to open menu

Sort by indicators
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Analyze and communicate Look at transactions for 

these merchants

Encourage cardholders to use vendors 

with socio-economic indicators

Consider developing preferred supplier relationships with 

vendors with socio-economic indicators
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User Activity Audit Reporting 
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Navigate to User Activity Audit Reporting

Click User Activity 

Audit Reporting

The User Activity Audit Reporting gives you historical 

information about activity and changes by system 

users – it tells you who did what.
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User Activity – Transaction Management

Provides information about 

who did what to 

transactions, such as 

approve, reject, reallocate 

and extract them.
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User Activity – User Profiles

Provides information on who 

made updates to user profiles –

so for example, you can see 

who changed a password.
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User Activity – PIEE Task Queue for PIEE users

Provides detailed history of 

PIEE appointment task 

activity.
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Locate your resources for reporting
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Navigate to Training

Click Training
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Open the topic Create and run reports and statements

Click Create and run reports and 

statements
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Locate reporting resources

Standard Report Samples

Is there a report that gives me ….
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Reporting Resources on the WBT
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Where can I get help with reporting?

Technical Help Desk
1.800.254.9885, press 2
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Wrap up

You should now be able to:

View transaction information

✓ Navigate to the transaction list

✓ Filter the list of transactions

✓ Attach receipt, re-allocate, submit disputes

✓ Set up statement notifications

✓ Locate resources for transaction information

Run standard reports

✓ Describe an overview of reporting in 

Access Online

✓ Set up and run standard reports

✓ Schedule reports

✓ Locate reports in Data Exchange

✓ Locate resources for reporting


