
Chart of Accounts (COA) Crosswalk Tutorial 
 

How to Find Your New BearTrax Charge Account Number  

Using the COA Crosswalk Spreadsheet 
 

1. Open the COA Crosswalk Excel Sheet. Click Enable Editing to view the full document properly. 

 

 
 

2. Note the different tips highlighted within the document. 

 

  



3. Click the drop-down menu on the left-hand side of the screen to open the Filter and Search 

options for the column. 

 

The menu will open with different options to sort and search Account Numbers. 

  



4. Type in your Former Account Number in the search bar. Press “Enter” on your keyboard or 

click “OK” to add the filter. 

 

 

  



The system will show only the account number(s) that match what you typed in. 

 

  



5. Find the specific account number you were searching for, then scroll to the right along the 

same row to view the new BearTrax Account Number that matches your former account 

number. 

 

 

 

 

 


