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Introduction

You can use a mobile app and web-based dashboard to create, send and manage a virtual
card to someone (e.g., staff member, job applicant, intern) that they can use immediately.
They do not need to wait for a plastic card to arrive or use their personal card and seek and
wait for reimbursement.

Learn more: Be sure to download and install the mobile app. You can also enable face ID
or touch ID. Follow the instructions in the cardholder quick start guide. The app is available
for Visa cards for both Apple and Android users. You must also be an existing One Card,
Corporate Travel Card, or Purchasing Card client with Access Online’s Payment Plus function
in place. Cardholders should also make sure that their email app resides on the mobile
phones.

Accounts overview

Your organization has two linked managing accounts for your virtual card program:
e Payment account
e Single-use account pool

Each card has a 16-digit account number from the single-use account pool and rolls up to
the payment account for central billing.

Example: Full credit limit used

The cardholder has charged the full $1,200 credit limit on a card. You deactivate the card so
the cardholder cannot see the card anymore. If the cardholder needs more money, you
should create a new card for the cardholder. After your organization pays the $1,200 back to
the bank, that $1,200 is available again on the managing account for the issuance of cards.

Example: Partial credit limit used

The cardholder has charged a total of $500 on the card with a $2,000 credit limit. The card’s
ending valid date passes and the card expires. The system automatically deactivates the
card. The cardholder cannot see the card anymore. The $1,500 returns to the managing
account credit and is available to use for other cards. After your organization pays the $500
of used credit back to the bank, the remaining $1,500 is available again on the managing
account for the issuance of cards.
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Register on the web portal

You should register on the web portal. In your registration email, click the link to the portal
and follow the on-screen instructions to register, specify a password, and log in. For detailed
steps, refer to the Web Portal Registration video.

Dashboard

Card Creation

Requests

15

Single

single card.

Greate a request for the creation of

My Dashboard

Sent for Approval

38 35

Single Bulk

173

Bulk

Bulk Card Creation

<Y

Create a request for the creation of
muliple cards.

Create Bulk Card

My Requests Active Cards

_ Cards Created (20 days)

2 2

Cards Creation Status

35

28

21

14

+

o 9

08Jun22 09Jun22  10.Jun 22

®

Cards Created  Cards Rejected

Hi, ICBulk Provisioner 2 m

Rejected (30 days)
B Single Bulk
Weekly v
1MJun22 120un22 13Jun22 14Jun22
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Create a card on the mobile app

2. Specify the card valid

Dasnboard dates and credit limit.
Requests Gard Valid fram* 1
(5] 074202020
Bo
Single Card Vslid 10°
[ osros/2020
Sent for Approval
Credit Limit*
o o ¢
Single Buic

1. Tap the Create
card icon.

Field 1
Project Supplies
Field 2
1111.20
Notes
Critical supplies for implirtant project

3. Type additional
information.

3

4. Tap Next.

Learn more: Each Field 1, Field 2 and Notes field has a limit of 50 characters. Your
organization can use these fields to capture any information you like.

6. Specify cardholder
details.

First Mame*
Carlos
Last Name®
Sanchez

Employee d

Emy
245678987

Preview

Email ID*
Tag on tha card Lo view Instant Card details.

Card Details Transactions
Mobile Number® (xxx) Al

+1(321) 123-1234

E Card Details

Your organization
may not require or
use the optional
employee ID field.

validity
07/21/22 - 07/28/22

Carlos Sanchez

Jo

Emall D
caros sanchez@acme.com

w

7. Tap Create. I
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Learn more: After you tap Send, the cardholder gets an email message with instructions
to access the virtual card, add the virtual card to their mobile wallet, and use the virtual card
immediately. Tap Save for Later if you do not want to send the card immediately. Cards that
you have saved for later have a yellow indicator near the card.

Create a card on the portal

Number of

Number of cards

Number of card
reauests.

Dashboard

Card Creation

Requests

15

Single

173

Bulk

Number of cards
needing approval
because they exceed

your organization
created over the
last 30 days.

rejected cards
over the last
30 days.

thresholds.

Bulk Card Creation

R

Sent for Approval

38 35

Single Bulk

Cards Created (30 days)

Single

Cards Creation Status

60

Bulk

Rejected (30 days)

0 0

Single Bulk

Weekly v

This dashboard shows

, " approvals and card
(Create a request for the creation of Create a request for the creation of 7
single cac. mutipl cards. requests enabled.
08 Jun22 09 Jun 22
;
Cards Created ~ Cards Rejected
1. Click Create Card.
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Create Card

Card Details:

Card Holder Details :

Card valid from Card valid to *

06/14/2022 B 06/30/2022 8
Card Limit * F 2. Specify valid dates,
$1 T credit limit and

cardholder details.
Notes
Field 2 Special project

/%

Max 50 characters

15/50

First Name * Last Name *
Carlos Sanchez
Employee ID Email ID *
123456789 cpsanchez@acme.com

Mobile Number *
+1 v 3211231234

3. Click Create.

Program Administrator
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Preview

== 5. Fllck the card
image to request a

one-time
passcode.

Card Detalls:

Avallable credit Frovisionad credit limit
$1.00 51

4. Review the
card
information.

LT, T K 4
vallidity Fahd 1

0721 /2022 - 07/28/2022

Card Holder Datalls:
MNama Employas ID
John Smith

Ermall 1D Woblle NMumbar
JSmithTest20@2@Yahoo.com +1 (612) 555-5555
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Preview

After you enter the
passcode, the full
account number

displays.
Card Detalls:
Avallable credt
$1.00
Wallaity

07/21/20

Potes

Cand Holder Datalls:

NAMTIE
Carlos Sanchez

Erreall 1D

.....

T view card rumiber, 59 and| billing adicress, tp
Send OTP

carlos.sanchez@acme.com

Frovisionad cradit limit

=)

Employes |0

fMobidle Mumbear

6. Click Close.

=
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Bulk card creation on the web portal

You can create multiple cards at the same time using a file process.

My Dashboard My Requests Active Cards Hi, ICBulk Provisioner 2 m

Dashboard

Requests Sent for Approval " Cards Created (30 days) Rejected (30 days)
e 15 173 E, 38 35 21 60 % 0 0
Single Bulk Single Bulk Single Bulk Single Bulk

Bulk Card Creation Cards Creation Status Weekly v

N

Card Creation

1. Click Create Bulk Card.

Create a request for the creation of
multiple cards.

Create Bulk Card

Create a request for the creation of
single card.

08Jun22 09Jun22 10Jun22 11Jun22 12Jun22 13Jun22 14 Jun22

L]
Cards Created  Cards Rejected

Create Card

Tip.’ Before you create bulk cards, ensure that your card pool is large enough to support
your needs. For example, if you want to create 300 cards, make sure you have a pool large
enough to create 500 cards. Contact your Relationship Manager or Account Coordinator to
assess your needs. The card-pool can be resized in about a week. You can create up to 500
cards with one file.

My Dashboard My Requests Active Cards H, ICBulk Provisioner 2 m

Bulk Card Creation

Need a template for creating Bulk cards? L Download Template

r A template is available.

Drag and drop CSV or Excel file for Bulk Card Creation

On)

Browss File \ 2. Drag and drop the file or

browse to select the file.

Upload ‘\I 3. Click Upload.

Program Administrator Confidential 9
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1 Please fill in required card request details below. Sample record format is provided for reference
2 FIRSTNAME LASTNAME EMAIL COUNTRY CODE PHONE NUMBER VAUDTO CARD LIMIT FIELD1
3 John Smith johnSmith123@gmailcom 1 6125551212 2021-12-26 345 field1
4
: &
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= e e s - o

Instant Card Hi,Luke Utting A

4. Select all the cards on
L SR R the Validated Passed
tab.

Validation Passg

5. Select the Active Cards
to view the cards.

Uploaded(3) Processing(0) Failed(0) Completed(0)

O  FirstName Empioyea ID Gradit limit Valid from Valid to Email ID Status

johnred123@gm  Awalting

n 767 1 25 -12-15 3
Joh 456767 2022072 202212
ail.com submission

(| Paul 456767 1 2022-07- 6700378301

6. Click Create Cards.

[0  Geoge 456767 1 202207

10V, Showing 1-3 of 3 Page 10f 1 Cancel

Create Cards

:Bulk Provisioner 8

7. Select the Requests tab.

Dashboard

Requests Sent for Approval Cards Created (20 days) Rejected (20 days)
Single Bulk Single Bulk Single Bulk Single Bulk
Card Creation Bulk Card Creation Cards Creation Status Weekly v
3 "\ 35
» 28
21
14
Create a request for the creation of Create a request for the creation of 7
single card. multiple cards. . .
[}
08Jun22 09Jun22 10Jun22 11Jun22 12Jun22 13Jun22 14 .Jun22
Create Card Create Bulk Card °
Cards Created  Cards Rejected
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Request Number

3329

Title

Search

Requests (183) Sent for Approval (73) Rejected (0)

o

we ¥ 8. Click a request number link.

Create Card

Request Status

In Progress
3455 ICBuIk Provisioner 08/19/2021 2 In Progress
3485 Bulk ICBulk Provisioner 08/24/2021 4 In Progress
3552 Bulk ICBulk Provisioner 09/17/2021 1 In Progress
3683 Bulk ICBulk Provisioner 10/29/2021 4 In Progress

9. Check the validation tabs
to see which cards passed
and which failed.

+1

+

+1

6700378300

6700378301

6700378302

Request #2321
<
idati (3)  Failed 1) F
Processing(0) Failed(0) Completed(0)
a First Name Employee ID Credit limit Valid from Valid to Email ID}
O Jon 4s6767 1 2022-00-15 202212415 Z;'g:‘”@“m ::’;'::m
O  Pau 456767 1 :;'::flm
10. Edit or delete any
] George 456767 1 . . uaiting
items from your file omision
v S and then upload the

Program Administrator

Cancel

notes

notas

notes

Create Cards

Last

Yelo

file again.

Confidential
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View cards on mobile app

2. Tap Sort.

Card holder list

M Mary Cardholder
mary cardholder@acme.com

J Jose Cargholder

1. Tapacard
tile to view
detail.

Create card here >

3. View valid
date, credit
limit and
notes.

Piease tap on the card to v

= Card details

Credit Limit
$1

Validity

07/29/2020 - 08/05/2020

Field1
Project Supplies

Field2
111,20

Notes
Critical supplies for important project

Deagctivate

Program Administrator

Confidential
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4. Specifya
sort order.

5. Tap Done. r
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View card detail and transactions on the portal

My Dashboard My Requests. Active Cards Hi, ICBulk Provisioner A m

Dashboard

Requests Sent for Approval Cards Cre
15 178 38 35 I 21 .
a snle  Buk Seale Bk se | 1. Select Active Cards.

Gard Creation Bulk Card Creation Cards Creation Status

| : . = 28

== | 21

14

Create a request for the creation of Create a request for the creation of 7
[ )

Weekly v

single card. multiple cards.

08Jdun22 09Jun22 10Jun22 11Jun22 12Jun22 13Jun22 14Jun22

Create Card Create Bulk Card Py

Cards Created  Cards Rejected

Active Cards

2. Search for the card and
click the name link.

o
Sanchez ,

Valid to Field 1 Email ID

Cards Created (2)

Name Provisioned credit limit

Valid from

Pen_test $1 06/14/2022 06/30/2022 Saogieancheztac

me.com
cpsanchez@acme.c
Carlos Sanchez 123456789 $1 06/14/2022 06/30/2022 om
10 v Showing 1-2 of 2 Page 1 of 1

Tip! You may have access to only the cards that you created or you may have access to all
cards in your program. You can also export all cards or selected cards.

My Dashboard My Requests Active Cards Hi, ICBulk Provisioner R Se|eCt My Active CardS or A"
Active Cards.

-0 v

eelD Provisioned credit limit Valid from Valid to d 1

Click Export to export all
cards or selected cards.

st $28 08/17/2022 01/02/2023

Program Administrator Confidential 13
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Carlos Sanchez ®

4. Click the card image
to request a one-
time passcode.

esess sess sese B8158

Expiration Date cwv v,s A

05/25 sse

Tap cn the card to view Instant Card details.

Card Detalls Transactions ]

A

Card Details:

Available credit Field 1
$28.00 ——
Provisioned credit limit Field 2
$28
Validity
08/17/2022 - 01/02/2023 3. View card details,
Date created Billing Address including available
01/26/2022 — credit.

Account ID
BLICVIC

Card Holder Details:

Name

Employee 1D
Carllos Sanchez 199456789
Email Mobile Mumber
carlos.sanchez@acme.com (321) 1231234
Deactivate

Tip.’ Depending on your access rights in the system, you may also be able to edit the credit
limit and the valid dates.

Program Administrator Confidential 14
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Tip! You can also enable and use Face ID or Fingerprint ID to request the one-time
passcode.

USB Test Card

To show card number, CVV and billing address

17 Unlock with Face ID ‘
| Bhogpl |

Send passcode to email

Card Details Transactions

(== Card Details

Available credit

$1.00

Provisioned credit limit

$1

Validity
08/03/22 - 09/30/22

Field 1
USB Test Card

o
A Carlos Sanchez

Program Administrator Confidential 15
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Carlos Sanchez

To view card number, CVV and billing address, tap
Send OTP

®

5. Click Send OTP.

Send OTP

Tap on the card to see the card details.

Card Details Transactions

Card Details: 7
Available credit Field 1

$28.00 -

Provisioned credit limit Field 2

$28 S

Validity Notes

08/17/2022 - 01/02/2023 ——

Date created Billing Address

01/26/2022 -
Account 1D

BLICVIC

Card Holder Details:

Name Employee ID

Carlos Sanchez 123456789

Email Mobile Mumber

carlos. sanchez@acme.com (321) 123-1234

Deactivate
Program Administrator Confidential 16
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|
Carlos Sanchez

A 6-digit verification has been sent to your registere 5. E.nter the chde to
Email Id. view additional

details, including
the full account
number, CVV, and
billing address.

Verification Code

Resend code

Card Details: z
Available credit Field 1
$28.00 —_—
Provisioned credit limit Field 2
$28 J—
Validity Motes
08/17/2022 - 01/02/2023 ——
Date created Billing Address
01/26/2022 —_—
Account 1D
BLICV IC

Name Employee ID
Carlos Sanchez 123456781

Email

Mobile Number
carlos.sanchez@acme.com

+1(321) 123-1234

Program Administrator Confidential 17
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Carlos Sanchez

Card Details:

Available credit
$28.00

Provisioned credit limit
$28

Validity

Date created
01/26/2022

Account ID
BLICVIC

MName
Carlos Sanchez

Email

08/17/2022 - 01/02/2023

Card Holder Details:

carlos.sanchezi@acme.com

VMERCIAL

ssess sses ssss §158

Expiration Date cw VISA

05/25 L

Tap on the card to view Instant Card details.

Field 1

Field 2

Notes

Billing Address

Employee ID
123456789

Mobile Number
(321)123-1234

Deactivate

®

z

6. Click Transactions to
view transactions.

Program Administrator

Confidential
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Carlos Sanchez ®

COMMERC1AL

ssas saas ssss 4GAG

Expiration Date cwvv 'V‘SA

05/25 s
Tep on e cand b view Instant Card detalls.
(o
Transactions (20) Available credit $354.00
Data Merchant name Transaction amount
Feb 16, 2022 SAETA $212.82
7. Review the
Feb 16, 2022 SCHOOLS tra nsactions' 547 .54
Feb 16, 2022 AR CONDITIOMIMG 5254 69
Feb 18, 2022 PEABODY £1,492.41
Feb 18, 2022 BICYCLE SHOP $557.86
Feb 18, 2022 SPRIMGHILL SUITES $58.17
$211.711
8. Use the buttons to
view mo.re $917.01
transactions.
Showing 1-8 of 20 i, 10F3 >

Deactivate

Tip! You may be able to view one list of all posted transactions.

Program Administrator Confidential 19
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Deactivate a card on the portal

My Dashboard My Requests Active Cards

Hi, ICBulk Provisioner A m

Dashboard
Requests Sent for Approval _— Cards Created (30 days) Rejected (30 days)
g 15 173 ass 35 21 60 é 0 0
Single Bulk Single Bulk Single Bulk

Single Bulk

Card Creation Bulk Card Creation Cards Creation Status

, 1. Select the Cards
- *\r} 35

< Created tab.
N | 21
14
Create a request for the creation of Create a request for the creation of
[E]

single card. multiple cards [ ]

08Jun22 09Jun22 10Jun22 11Jun22 12Jun22 13Jun22 14 Jun22

Create Card Create Bulk Card

L]
Cards Greated  Cards Rejected

Active Cards

2. Search for the card and

Sanchez Q
Cards Created (2) click the name link.
Name Emgyee ID Provisioned credit limit Valid from Valid to Field 1 Email ID
Carlos Sanchez Pen_test $1 08/14/2022 06/30/2022 carlos.sanchez@ac
me.com
cpsanchez@acme.c
Carlos Sanchez 123456789 $1 086/14/2022 06/30/2022 om
10 v Showing 1-2 of 2 Page 1of 1

Program Administrator Confidential 20
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%rlns Sanchez ®

COMMERC|AI

sass sses ssss D254

Expiration Data cwv 'VISA

07f2s sew

Tep on the cand to view Instant Card dedalls.

Card Details Transactions

Card Detalls:

Awailable credit Prowisionad credit limit
$1.00 51

Validity Fiiedd 1

091552022 - 00f22/2022 —

Hilling Address Field 2

Motes

. Click Deactivate.
Card Holder Datalls: 3 eactivate

Heamsa Employes |
Carlos Sanchez 123456

Ermail Mobile Mumber
Carlos.3anchez@acme.com +1 (123) 456-7

Deactivate

Program Administrator Confidential 21
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Overall program administration tasks

Depending on your access rights, you can perform additional program management tasks on
the web portal. You may be able to:

e Create a user profile for a provisioner or approver
e Search for existing provisioners

e View and edit profiles

e Change company address

Create and update a user profile

Administration

2. Specify the profile

_—Y

information.
/ Craate New User Profile Creale Bulk User Profiles
: Selsct ot i
1. Click Create New
User Profile to
enable another “““ "“ :Cr;le”" 3. Click Save.
Program '
Administrator to e B Al Gt B S
create or approve J+ Moo S B e b mn .
cords [ e ]

Administration

Saaven profiles.
Fter iy ety P ¥ E
ason Pk Cand Comm

“1 4. Toupdate a

profile, click View

- and Edit Profiles. Lyl Aycsi

. acme123 6. Click the
- Edit icon.

Learn more: You cannot edit the email or phone number. You can change the assigned
role or add a role (add the approver role to an existing provisioner). Create a new user
profile if you need a different email address for this person. You can also delete a profile.

Program Administrator Confidential 22
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Learn more: If your organization is using approval workflow, then you create your
approvers using this process. You can add the approver role to an existing provisioner. You
can also toggle between viewing a user’s approver role and their provisioner role.

Change your company address

Administration
QP
e
Create New User Profile Create Bulk User Profiles
iD= Saelect job nola
1. To update your
sl Secdi organization’s address,
click Settings.
Motk Husmber Anenate
[ e

Administration

Card and Mileage settings

gy M

by ki Sy

Comparny Address
2. Update your company
address.

Couniny”

3. Click Save.

Stvest Autrens’

18 oo, T8

Dy’

Program Administrator Confidential 23
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Your organization may configure a workflow approval process for card setup. The three

major tasks for using workflow are:

e Specify approval workflow settings
e Create approvers

e Approve or reject card requests

Specify approval workflow settings

Administration

Q@

View vl £t Profies

Create New User Profile Create Bulk User Profiles

53 Salac! job rola * Ernall *

| 1. Click Settings. |

Mobiie Number = Alteemate Contact Mumbar

Card and Mileage sattin

2. Onthe Approval tab, select
to enable single and/or
bulk card approval.

Approval

. Specify approval thresholds

and amount (e.g., require
approval for cards with
credit limits over $1,000
and card validity periods
greater than 30 days).

4. Enable cardholders to
request cards, if desired.

¥ Enatia

| 5. Click Save. |

¥
-

Program Administrator Confidential
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Create approvers
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Create New User Prafile Create Bulk User Profiles

o=

First Mama -

Miobiba Numbar *

Administration
1. Select the Approver role to

Q@ make the user an approver.

View wd £ Profiss

Select jobs rola *

Saloct role o

2. Click Save.

Lawst Name * Comparny Marne *

Acme

Altermte Comtact Mumbss Rapor o

w

Learn more: The approver gets an email after you set up their user profile that lets them
know they are an approver and prompts them to register on on the web portal. They
complete all their approvals tasks on the web portal.

Approve or reject card requests

An approver approves or rejects single and/or bulk card requests. If the approver rejects the
card request, they must provide a reason. Approvers use the web portal to complete their

tasks.

Approvers receive an email when they have a card request ready to review and

approve/reject.

My Approvals

Pending Approval(2) Rej

1. Login to the web portal to 2. Sort and filter the
access the list of card list, as needed.
requests that need approval.

1
- Frequest Mo Type Provisian =

Request Date: No. of cards Coedst lmt Cardholder Suatus

D51 32021 1 3 TLS Card Uiser Parieg Appecwal

CENT021 1 2 Jorathan Doe Pending Approval

3. Click the request number
to view details.

Program Administrator

4. Click Reject or Approve.
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5. The process for approving a batch of card

My Approvals

requests from a bulk file is the same. Select
the batch and click Reject or Approve.

Pending Approval{22)

= Fague M Twpe Proeiones Fisquent Date Mo of cardy rect levit

Reject

Learn more: If you select Approve, the system creates the card immediately. If you reject
a card request, then you must provide a reason. When you approve a card request, the
system sends an email to the provisioner and the cardholder. When you reject a card
request, the system also sends an email to the provisioner and/or the cardholder

(depending on who requested the card).

Override a rejected card request

You can select one or more rejected card requests and approve them, thereby overriding
the rejections. You can search and filter the list of rejected card requests to find the rejected
card requests you want to override (e.g., search for all rejected requests under $500). Click

the request number link to view detail.

1. To override a rejected card request,
select the rejected card request.

My Approvals

Pending Approval(2) Rejected(3)

RequestNo = Type Fequest Date Mo, of cards

05112021

LGl

Cardholder Stans

Cancel

Confidential
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Security

The system uses a uniquely generated card number, expiration date and security code as a
proxy, making the system highly secure. You can limit fraud by setting short expiration
periods and setting card limits for only the items that the cardholder needs to purchase.
Mobile wallet use provides an additional layer of payment security.

Declined authorizations

Reaessawsowe  Cardholder Account Profile )

System Administration Account Authorizations You can look up declined

Account Administration . . . .
E;;:‘:z:i‘::s fficat Card Account Number: * s, 4561, MEGAN AACKERMAN auth0r|zat|0ns n Access Onllne
Order Management Gard AccountID: 172245619071 using the Account Profile: Account
Transaction Management

Enhanced Supplier Name: Authorizations function.

Management

Account Information
+ Statement Auth Date Auth Time  Response Auth Numbe;
« Account Profile

Reporting 02/17/2011  04:42 PMET Approved 074354
Data Exchange

My Perconal nformation 02/17/2011 03:34 PMET Declined

Records 1-20f 2

Records 1-2of 2

Type of Request Transaction Amount MCC MCC Description
Mail/Phn Ord $0.00 5399 MISCELLANEOUS
Mail/Phn Ord $0.00 5399 MISCELLANEOUS

You can view declined authorizations in Access Online. Find the last four digits of the single-
use account number in the virtual card system. Then, in Access Online, select Account
Information and then click the Account Profile link. Search for the transaction by the last
four digits of the account number. Select to look at Account Authorizations.

Learn more: For detailed steps and common decline reasons, refer to the Access Online:
Declined transactions quick reference.
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Reporting

The mobile app and the dashboard integrate with Access Online, so your reports in Access
Online include all accounts and transactions. Your Access Online extract files also contain
mobile app transactions.

You can also use the Flex Data Reporting function to create and schedule a custom report
that includes mobile app information.

Request Status Queue : |
nctive Work Queus Flex Data Reporting

System Administration Please select a report from the list below.

Account Administration
Event Driven i
Payment Plus Uy Saved Report Templates | Create a New Report Template
Order Management

Transaction Management Create a New Report Template

2. Select to create a new

Enhanced Supplier Select a 'base report' data template and additional data tem| re pO rt te m p | ate .
M: it
A:::\‘;':‘";:;‘omaﬁm a new report template.
Reporting
+ Program Management PRIMARY REPORT DATA ADDITIONAL DATA

« Financial Management
« Supplier Management
* Tax and Compliance @ Transaction O Allocation

Management

+ Administration Create a report based on transaction Include additional transaction allocation
+ User Activity Audit Reporting information. information.
+ Report Scheduler
+ Flex Data Reporting
» Custom Reports O Account (J Merchant Supplemental
Data Exchaj
My Person: ation Create a report based on account information. Include additional supplemental merchant
information.
Home O Purchase Order
It based on order information. U Purchase Order
Include additional order information.
1 . Se|eCt uction
H It based on payment instruction Payment Instruction
Reporting>Flex pay " N
ude additional payment instruction

Data Reporting.

Lest

based on payment request

information. Include addition: ment request

O Combined Payments

Create a report based on payment instru 3 . Select Transaction as the
and payment request information. .

primary report data and
Create a report based on client supplied Payment /nStrUCtlon as
merchant information. the additional data

O System User List

O Client Supplied Merchant Information

Create a report based on user profile
information.

w « CR I'nplate.

4. Click Create. i
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Flex Data Reporting |

Tranzaction wiPayment Instruction
Report Name:

Transaction-Payment nsbuchon, 06May2021 5. Rename and edit your
report, if desired.

Transaction wPayment Instruction

Report Dise

Output Type: Output Parameter Page Placement: I
Excal ~ End = Dptioral tor FOF anly.

ERC [r— [ runroport [ s senecton opo

ErE i e e T e e e e

» Select the chack boxles) next to the desired calumn namee for the report. Column biles can oe sbbrevisted of rensmed. typs the new title in the
RENAME field.

= Salect the TOTAL checs bowjes) to indizate that you wen? totels calculated for that column on the B0F output report.

= Select the desired FILTER check oxles) to determine repor content, then continue fo FILTER FOR CONTENT tab to define cntena. Only one
nierarchy filter can ce selectad.

= WRAP DATA: Enter a desred colurrn wizhih (in) te formst data wrapging in tne POF cutput recart, lesve field Blank o allow detault colurmn widih,

Salect Report Columns Renams Report Columns Wrap Data Total Filtar
[ sineran | saew iy setactia

[ Hierarciy - Selict Al for Hicrsraly

8 Account ID

E Account Numbar .
E Account Uniqua D a
I Processing Hieranchy ®

Inzluge these Processing Herarchy names in report:
T Zelect Al 77 Processing Hiersrchy Bank Mams T Agent Mame [ Company Mame [ Division Name (1 Department Mame
1 Repeting Hierarehy o

Incluzs these Reporting Hierarchy names in report:
T Zelect Al 77 Reporting Herarchy Bank Name T Level 1 Name [ Level ZMame [ Leval 3Mame | Level 4 Name

Lo Lewed SName [ Level § Name | Leval T Nams
- JAccount - Seeet Al foe Amceant
8 Account Name
[ Account Status
|| Account Status Date
1 Aeeount Status Descriplion
I Billing Type
O Identiflcation Mumbsr
|| Lost Stolen

| Managing Account Name
) Managing Account Name Line 2

O Managing Account Number

[ optlonal 4

Il Gptional 2

| Replacement Account Number
1 Short Narme

- IMerehant || Sakel A1l for Marctint

OmMcc

CIMEC Description

[ TMECG Coda

[ IMCCG Description
[ Merehant Name

I Sourca Currency Amount
11 Total Amount Matched to Ordars
B Trangaction Amount

on Approval Status 0

[l Transaction Commes

1 Transaction Commwent 3

6. Select the fields to
include.

O Transaction Camment 4
O Transactlion Comiment 5
8 Transactlon Date

|| Transaction Management Custom Fisld 1

1 Transaction Management Custom Field 2

O Transaction Management Custom Fleld 3

O Transaction Management Custom Fleld 4
[ Transaction Management Custom Fleld 5
Il Transaction Reviewsd Status.

1| Transaction Type

O Transaction Unigue ldentifier
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Common Flex Data fields to support virtual cards

e Percent fulfilled

e Account Name

e Amount

e Billed Amount

e Cycle Close Date

e Date

e Percent fulfilled

e Account Name

e Amount

e Billed Amount

e Cycle Close Date

Date

Email

Employee ID
Exception reason
Field 1

Field 2

Notes

Phone

Posting Date
Purchase Method

Reference Number

Transaction amount
Transaction date
Transaction Merchant
City

Transaction Merchant
Name

Transaction Merchant
State/Province

Transaction Unique
Identifier

User ID

After you select the data, you can specify sort and display option, and then save, run, and
schedule your report. For example, you can schedule the report to run every week on

Thursday for the next three years.

Learn more: For detailed steps on creating and saving a Flex Data report, refer to the
Access Online: Flex Data reports and Access Online: Data dictionary for Flex Data reports
user guides. For detailed steps on scheduling your report, refer to the Access Online: Report

scheduler user guide.
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All trademarks are the property of their respective owners.

You may not reproduce this document, in whole or in part, without written permission.

CAT ID: NA

Survey

Please take a few minutes to respond to a short survey on our training.


https://www.surveygizmo.com/s3/4757685/Access-Online-Account-Setup-and-Maintenance-Nonbranded
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