
Transaction management legacy view

Dispute a transaction

You can dispute a transaction in Transaction Management.

To dispute a transaction:

Click the transaction date link for the transaction you want to dispute.

The Transaction Management: Transaction Detail screen displays with the Summary tab open.

Click the Dispute button.

3/13/26, 10:06 AM Transaction management legacy view | Access Online Learning

https://learning.access-online.com/mod/book/tool/print/index.php?id=495&chapterid=1864 1/5



The Transaction Management: Select a Dispute Reason screen displays.

The Additional Items Required column tells you what additional information you will need to provide
when you submit your dispute request, based on Visa and MasterCard dispute rules.

If you do not recognize a charge, then you should call the bank to report the charge as fraud.

1. Select the radio button for the appropriate dispute reason.
2. Click the Select button.
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The Transaction Management: Dispute Reason screen displays, listing your selected dispute reason.

The screen displays different fields based on the dispute reason you select. The example screen displays
if you select the Services not received dispute reason.

Required fields have red asterisks.

1.       Verify or type your name in the Requestor Name field.
2.       Type your phone number in the Requestor Phone Number field.
3.       Specify any additional required or optional information.
4.       Click the Dispute button.

Follow the instructions to submit the form.

Disputed transactions display on the transaction list with a D icon to indicate that they were disputed.
The D icon remains even after the dispute has been resolved or cancelled.

You can also cancel an unresolved dispute and view dispute history.
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