
Your Individual Account

Client Guide For Online Account Access
An Investment Advisory Internet Access Product

• Online Account Access is an Internet-based tool with access to holdings and transactions.  
• Graphical displays of summary information are available for both current and past portfolio positions.  
• You have the ability to download details for both asset information and transactions.  
• This tool provides you with access to client statements.

Step 1: Go to www.commercebank.com.Step 1: Go to www.commercebank.com.

Step 2:
• To access the online account access login page, click 
the down arrow and scroll to Trust Account and click.

Step 2:
• To access the online account access login page, click 
the down arrow and scroll to Trust Account and click.

For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator
For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator



Step 3:
• To Access your account, click on Your 
Individual Account or the “Login Now” button.

Step 3:
• To Access your account, click on Your 
Individual Account or the “Login Now” button.

Step 4:
•Enter your Access ID provided in the accompanying letter, and enter your PIN, which was sent to you in 
a separate letter.
•You will need to change your PIN the first time you log on by clicking on Change PIN.
•PIN’s are 6 to 8 characters (letters and/or numbers)and can be changed at the user’s discretion.
•Then click the “Log on” button.
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a separate letter.
•You will need to change your PIN the first time you log on by clicking on Change PIN.
•PIN’s are 6 to 8 characters (letters and/or numbers)and can be changed at the user’s discretion.
•Then click the “Log on” button.

For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator
For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator



To view statements, click on the Statements link.  Click the View Statement button.

Select the account and the date 
you want to view.

Select the account and the date 
you want to view.

Click button to view statement.Click button to view statement.

To view statements, click on the Statements link.  Click the View Statement button.

To view Transaction activity, click on Transactions, 
then “Detail”.

To view Transaction activity, click on Transactions, 
then “Detail”.

Select the Time Period or enter the 
date range, then click the Go button.

Select the Time Period or enter the 
date range, then click the Go button.

For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator
For Technical Assistance Call:  1-888-345-4366, for other information contact your Account Administrator



Select the desired Portfolio Date, then click the Go button.Select the desired Portfolio Date, then click the Go button.

To view Portfolio information, click on 
the Portfolio link.

To view Portfolio information, click on 
the Portfolio link.

Click on “Detail” to see a comprehensive listing of all assets held in the account grouped by asset type.

For Technical assistance, call toll-free 1-888-345-4366; for other information, contact your Account Administrator.For Technical assistance, call toll-free 1-888-345-4366; for other information, contact your Account Administrator.



To save information to a file for use in a spreadsheet program such as 
Microsoft Excel®, click on the Portfolio link to download asset information, or 

click on the Transaction link to download account activity information.

To save information to a file for use in a spreadsheet program such as 
Microsoft Excel®, click on the Portfolio link to download asset information, or 

click on the Transaction link to download account activity information.

Click the “Download” 
button when you  are 

ready to save your data 
to a file.

Click the “Download” 
button when you  are 

ready to save your data 
to a file.

Users may change default settings using the Preferences page.  Click on the link then use the “drop-down” 
boxes to set the defaults as you wish.  Remember that changing any of the Portfolio or Transaction settings 

will limit the information displayed.  Click on the Update button to apply changes.

Users may change default settings using the Preferences page.  Click on the link then use the “drop-down” 
boxes to set the defaults as you wish.  Remember that changing any of the Portfolio or Transaction settings 

will limit the information displayed.  Click on the Update button to apply changes.

For Technical assistance, call toll-free 1-888-345-4366; for other information, contact your Account Administrator.For Technical assistance, call toll-free 1-888-345-4366; for other information, contact your Account Administrator.


