
NetService Access Card Member Tutorial
www.NetServiceaccess.com



This easy to use Internet-based solution allows Card members to:

View and download up to twelve statements of transaction information
View and download unbilled posted transactions
View pending transaction approval and decline information
View Level II and III data (when supplied by the merchant) for posted 
transactions
View global transactions
View credit limit and current balance
Dispute a transaction
Schedule, make or search for online payments (if applicable)
Update street and e-mail addresses and telephone information (if applicable)
Access organization messages
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Register for Online Access

To begin using this easy-to-use online tool 
you will first need to Register your 
account.

Enter your account number in the login 
page.   You will then be prompted to 
validate your account as shown in Step 1. 

NetService uses the VeriSign Global 
Server ID, which enables 128-bit SSL 
encryption with users of nearly all 
Web browsers almost anywhere in 
the U.S. 



Register for Online Access

Step 2 of the registration process asks for 
additional information in order to complete 
your online profile.

Account Nickname is helpful if you have 
more than one account and want to add 
another under your same login profile later.  
This is discussed in more detail in the 
Register an Account section.

If you need to use the Forget Your 
Password? option you will be prompted for 
the Security Answer you designate in this 
step or by the Social Security Number 
entered in Step 1.

You will receive an Email 
Confirmation after successfully 
registering your account which will 
include your User Name.  



After logging in select Register an 
Account if you have additional 
accounts you would like to add to 
your profile.

Register Another Account

You may also access this from the link in the 
Account Maintenance section.



For quick and easy access, additional 
accounts will then appear in the drop-
down box located in the top of the left 
navigation bar.

Register Another Account

Profiles with more than one account registered will also see the
option to Delete Accounts in the top of the left navigation bar.



General Account Information

Once logged in, the Review 
Transactions page is displayed 
with current transactions posted 
since the last billing statement.

General account information is 
always displayed in the left 
navigation bar for quick reference 
and links to different areas of the 
site.

Important Messages from the 
bank or your company are also 
accessible from this section.

The top navigation bar provides 
additional quick links.



Review Transactions - Overview

From the Transactions tab, 
you can review your current 
transactions (unbilled), past 
billing statements, and 
authorizations that may not 
have posted to your account 
yet.

You may also download 
current and past transactions 
from this page. 

The Current Period
transaction page is shown 
here.

Memo Identifier – Memo items are not included 
in total amount purchased or number of 
purchases.  The transaction is stripped to a 
central account but still appears for expensing 
purposes.



Review Transactions - Download

To download transactions
select the format and click Go.  

You will receive an e-mail 
when your transactions are 
available for download.  

Once available, you can 
access your information from 
the 
Download Files Inbox using 
the 
Download Center section of 
the left navigation bar.



Review Transactions - Past

The drop-down box provides 
quick access to historical 
statement information.  The 
last 12 statements of 
transactions are available for 
view and download.



Review Transactions - Past

Click on the Transaction Description to view additional Transaction Detail.



Review Transactions – Airline Addendum Detail

If the merchant is level II or III capable and they pass 
the data, it will also be included (sales tax, etc.) as 
part of the addendum detail.

If additional information is available for the selected 
transaction the View Addendum Detail link will be 
displayed in the top right corner of the Transaction 
Detail page.

Detail data will be formatted based upon the type of 
addendum, i.e. hotel, car rental, airline.



Review Transactions – Hotel Addendum Detail

Sample Hotel Addendum Detail



Review Transactions – Car Rental Addendum Detail

Sample Car Rental Detail



Review Transactions - Pending

To review your authorizations that 
might not have posted to your 
account select the type and 
duration then click Go.

For additional detail regarding an authorization, 
including decline reason, select the transaction.  
If the transaction was declined the reason will be 
displayed.



Review Transactions - Pending

Selecting View Authorization Information will 
display additional general account spending 
parameter information such as merchant category 
code group names, daily limits, cycle limits, etc.  



Account Maintenance - Overview

The Account Maintenance tab provides additional quick links to several 
account maintenance features that are also accessible via your left 
navigation bar. 

This page will also store an historical record of your requests for 
address/phone changes, secure correspondence requests and disputes.



Account Maintenance – Address/Phone Change

Update your information and click Continue. 
You will be asked to Review and Confirm 
before the change is made.

All changes will be historically logged for 
your reference under the Account 
Maintenance tab.

The Address/Phone Change link will 
appear if your company has enabled 
this feature.

You may also reach this page directly 
from the left navigation bar under the 
My Profile section.



Secure Correspondence provides a 
secure method to post questions to the 
bank.   You will receive an e-mail 
notification by the next business day 
asking that you log-in and access Secure 
Correspondence to view the response to 
your question. 

A history of your inquiries will always be 
accessible in the Account Maintenance 
section.

Account Maintenance – Secure Correspondence



Account Maintenance

Dispute a Transaction allows you to easily dispute a transaction online within a few simple steps.   
The next several slides of information will review how to dispute a transaction. 

Register An Account was reviewed earlier in this tutorial.  This link is another quick way to access 
adding an account to your user profile.



Dispute a Transaction

To dispute a transaction online, 
select the posted transaction then 
click Dispute Transaction to begin.



Dispute a Transaction

You will then be prompted for the 
necessary information. 

Depending upon the reason for the 
dispute you may be asked for further 
details. For example if the merchandise 
was returned, you will need to provide the 
date of the return. 

After you click Submit a confirmation of 
the dispute will appear.



Dispute a Transaction

Maintenance Request Details of your 
disputed item(s) will always be accessible 
from the Account Maintenance tab.  

To view the history of your request simply 
select the item.



Payments can be made online if your account depending on your account type or company set-up. Online 
payment allows you to:

Create and manage payment accounts

Schedule payments for current or future dates

Maintain a scheduled payment date and/or amount

Delete a scheduled payment

Pay Bill - Overview

To access the Make a Payment screen 
you can select either Pay Bill from the 
top navigation bar or Pay Online located 
in the Billing Summary section of the left 
navigation.



Pay Bill – Add Payment Account

Upon submission built in bank routing validation occurs real-time to ensure that a correct routing (ABA) 
number has been entered. If errors are encountered you will be prompted to re-enter the data, otherwise 
the account will be added to your payment Account List.

To make an online payment you must first 
set up a payment account. 

Select the Add a Payment Account from 
the top right of the Make a Payment 
screen to begin.  



Pay Bill – Edit Payment Account

To Edit or Delete an existing payment 
account click on the Account Name 
from the Make a Payment or Add a 
Payment Account screen. 



Pay Bill – Edit Payment Account

The Edit a Payment Account allows you to modify or 
delete the payment account.



Pay Bill – Make a Payment

Once a payment account is available you may then process 
your online payment request.



Pay Bill – Cancel or Confirm

From the Payment 
Confirmation screen you 
can select “Confirm” to 
continue processing or 
“Back” to modify or abort 
the payment.

After the payment is confirmed, 
the confirmation results screen is 
displayed with a confirmation 
number.  An Email 
Confirmation will also be 
generated.



Pay Bill – Payment History: View, Modify or Cancel

You may edit or delete payments until 4:00pm EST on the day the payment is scheduled to post. 

Only Payments with an “Open” status can be modified or canceled.

An email confirmation will be sent to the designated email in the payment history of the changes made.



My Profile

Select Update Profile from the 
left navigation or My Profile from 
the top navigation to change your 
e-mail address, password, 
security question and answer or 
account nickname.

An e-mail will be generated to 
your current e-mail advising of 
any updates made to your profile.



Help/Contact Us

This tab provides quick information to frequently asked 
questions about the online tool.



Congratulations!

You have completed the Tutorial and 
are ready to use this online tool to 
review transactions, make payments, 
update your information and more!


