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Login and navigation
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Login page links

Login page links:

• Forgot your password? Answer an 

authentication question and reset 

your password.

• Register Online for cardholders to 

set up their own User ID and 

Password with card information.

• Activate Your Card for cardholders 

to initiate the card for use. (This is a 

separate step from online 

registration for a User ID.)

• Change your PIN number if 

necessary for cardholders.

Links provide access to functions.

Access Online link:

https://access.usbank.com
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Forgot your password – all users
Access Online will lock you out of 

the system after THREE 

unsuccessful login attempts.

To prevent this, after 2 

unsuccessful attempts:

• Click the Forgot your 

password? link.

• Answer the authentication 

question.

• Reset your password.
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Register online – cardholders create own user ID and password

• Enter Organization Short Name, account 

number and expiration date of card.

• Click the Send a code button. It goes to the 

email address on the card account.

• Enter the code and set up user profile with 

username, password, authentication questions 

and answers.

14



Client Training| Proprietary

Activate a card – cardholder process

• Enter account number, 

expiration date and the last 4 

digits of work phone on the 

card account.

• Click the Submit button.
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Online card activation process
• Select the Activate Your Card link found at bottom of the 

Access Online login page. Google Access Online to locate 

the page.

• Enter card number, expiration date and last 4 of work 

phone.

• You will receive two emails; the first includes the link to 

activate your account, and the second includes a passcode.

• Select the emailed link to activate your account and then 

enter the passcode from the second email. 

• You will be given the option to update your mobile phone 

number. Select Submit.

• Set a new PIN. Select Submit. 
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Phone card activation process

Information needed

• 16-digit account number

• 5-digit zip code from the card account

• 4-digit activation code. This is the last 4 digits of 

whatever is in the Social Security Number field of 

the card account. It could be the last four of your 

SSN, last four of your employee ID or four numbers 

your organization uses as a code.

Process

1. Enter 16-digit account number

2. Enter 5-digit zip

3. Press 1 to activate account 

4. Enter 4-digit activation code, or last four of SSN, 

or last four of employee id

5. Enter phone with area code to update records

6. Press 1 or 2 to accept or decline terms to be sent 

messages on your phone. 

7. Enter and confirm 4-digit PIN. This is not the 

same thing as the 4-digit activation code. It’s a 4 

digit number that can be used for some 

transaction types such as cash or for some 

terminal types such as those outside the US.
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Change your PIN – cardholder process

• Enter account number, 

expiration date and the last 4 

digits of work phone that is on 

the card account.

• Click the Submit button.
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Personal Identification Number – 
cardholder process

What is a PIN?

• When you activate your card, select a 4-digit PIN

• A PIN may be required by some merchant terminals or for some 

transaction types, such as cash advances

• Many transactions outside of the United States require a 4-digit PIN

• Change your PIN on the Access Online Home page or through the IVR

• To set up a PIN if you don’t set it up upon activation, you will need to 

call customer service for a PIN Mailer to get it set up. 

• A Program Administrator may go to Account Administration, 

Cardholder Account Maintenance, Account Details and click a link to 

Request PIN to have a PIN Mailer sent for a card. This link only 

displays if there is no PIN on the card.
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Logging in

Enter your Organization 

Shortname MDEEEF, user ID 

and password.

Tips for using Access Online:

• Use internal navigation links instead of 

browser buttons

• Always allow pop-ups for statements, 

reports and more

• Logout will occur after 15 minutes of 

inactivity (with option to resume)
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Two navigation methods for administrators only

Top navigation Left navigation pane

Ending 
late 

August 
2024

Dashboard/legacy views are driven by account or hierarchy assignments on the user profile.
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Cardholder welcome page features

The welcome screen 

includes:

• Left navigation menu

• Message Center 

• Card account summary 

and last ten 

transactions

• Quick Links
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Dashboard display depends on user profile assignments

Administrator with processing hierarchy 

assignments at bank, agent and/or 

company levels

Administrator with hierarchy assignments 

at division and/or department levels

Administrator with only card account 

assignments or with hierarchy and card 

account assignments
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Using the navigation menus


