Online Access »ORCHARD

) ) P ALLIANCE
How to Edit Personal Information & Access
Electronic Statements faith - finance

Summary

This document describes the process for editing personal contact information within Online Access and how to access
electronic statements.

Edit Personal Information

1. In the main menu, select Profile & Settings and choose Personal Information from the drop-down menu:

2. Click Edit to change any details:
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3. The fields will now be editable to make changes:

a. Above the Save and Cancel options, a box will be checked to confirm receipt of electronic statements. If you do not
wish to receive electronic statements, please uncheck the box.

4. Once your information has been changed, click Save to apply changes or click Cancel to discard and exit.
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Access Electronic Statements

1. In your dashboard, choose the account you wish to view statements regarding. If needed, you may search for the
account number in the search bar at the top of the page.

2. Statements are located in the Documents tab under the account information.
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3. You may choose to filter your statements by selecting the calendar icons and choosing effective dates or by selecting
a document type in the Filter buton. Click Find to view results. Select the Filter buton again to clear your filters.

4. To download a copy of your statement, select Download.
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