
Managing Your Personal Information 
(Setting up E-Mail Notifications) 

 

Set Up Notifications for Specific Events: You can easily set up reminders of when specific events take place 

in Access Online. For example, you can get an email message when your statement is ready or when you have a 

file ready to download in Data Exchange. The system automatically enables these notifications for your 

personal accounts. If you do not want to be notified, you must disable the status of the email notification for the 

account. 

You set up these reminders, called notifications, in two places:  

1. My Personal Information—Using this function, you can set up notifications for statements, Data 

Exchange activity, transaction approvals, and travel expense reports.  

2. Event-driven Notifications—Using this function, you can set up notifications for events that are 

specific to your organization.  

 

Select the Email Notification link. The My Personal Information: 
Email Notification screen displays.  

 

 1 

2 

Click the My Personal Information high-level task.  
The My Personal Information screen displays.  

 



 

Click the Save button. A confirmation message will displays. You will now receive email notification for your accounts 

you have access to. 

 

Verify or type your email address in the Email 
Address field.  

 

Select Enabled from the drop-down list.  

 

This area shows the account that is 

directly associated to this cardholder. 

Email notifications go to this account. 

 

Keep in mind that 

you can only add 

email notification for 

accounts you already 

have access to. 
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