
Transaction on the Access             
Online Mobile App



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 your card information to self-

register for a User ID

You MAY have access to a 

Mobile App: not all 

organizations have access or 

use the app.

Presenter Notes
Presentation Notes
Read slide.



View your transaction list

Presenter Notes
Presentation Notes
The mobile app is similar to how you viewed the transaction from Access Online’ s Transaction List. 
Select to View Transaction List
Select an account and view the transactions.
Click on the transaction to view the details.



Search or sort the transaction list

Presenter Notes
Presentation Notes
Next to the magnifying glass type information to search for a transaction
Type the merchant's name, the date or the amount and click search
Then view the transactions that met the search criteria.

To sort the list of transactions, tap on the sort icon that looks like an arrow up and an arrow down.



Attach a file

Click the attachment 

icon (paper clip).
Choose a method.

Take a photo or locate 

the photo from your 

phone’s gallery.

View the 

attachment, add 

another if needed.

Presenter Notes
Presentation Notes
You can attach files using the mobile app. From the transaction details, click the attachment icon (The paper clip)
Choose a method to upload the document and then view the attachment or add more if needed. 



Dispute a transaction in the mobile app

Click the Dispute 

button.

Select a dispute 

reason.

Complete the 

form and click 

Submit.

View the dispute 

information. Cancel by 

clicking Cancel Dispute.

Presenter Notes
Presentation Notes
To dispute a transaction from the mobile app, from the transaction detail, click the dispute button.
Select a dispute reason
Depending on the dispute reason, complete the form of additional information and click submit.





