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Quick Guide: Modifying a Managing Account 

Step 1: To begin, click the Account Administration link on the left hand side of the page.  

 

Step 2: Click the Maintain Managing Account link. 
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Step 3: Enter one of the following into the space provided:  

 Managing Account Number 

 Managing Account Name 

 Manag   

  
Then click Search. 
 

 

Step 4: From the list that displays, click the account number link for the account you want to modify. 
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Step 5: Select the link in the task column that you want to modify. 

 

Below describes which types of account modifications are available within each link: 

 The Demographic Information link allows modification to the account name and contact 
information.  
 

 The Account Information link allows modification to other account information such as account 
status, hierarchy position, cycle day, and open date.  
 

 The Fleet Information link allows modification to fleet information such as vehicle or driver 
number, service restrictions, and prompts.  
 

 The Default Accounting Code link allows modification to the default accounting code assigned to 
the account.  
 

 The Authorization Limits link allows modification to the limit information such as credit limit, 
single purchase limit, and available credit. 
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Step 6: Make a  

 

 

 

 

 

 

 

 

 

 

 

Note: Maintenance changes to demographic, account information, default accounting codes and 
authorization limits take place in real time.  
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