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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 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:
Payment account
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. Note that
passwords need to be between 8 and 15 characters. For detailed steps, refer to the Web
Portal Registration video.
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Create a card on the mobile app

Dashboard )
[ deciivm cardh
4 o
[ Eogunia
4 0

Crede brsal

3. Tap Save and
continue.

¥
S |
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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.

4. Specify cardholder
details.

Your organization
may not require or

use the optional
employee ID field.

Create cardholder [

Reiew your request.

Card datails

.....

?

continue.

5. Tap Save and ‘ ‘

6. Tap Create card. ‘
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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.

Learn more: You can also monitor your request on the mobile app.

Tip! You can also enable and use Face ID or Fingerprint ID on the mobile app to request the
one-time passcode.

ol ol T -
My requests @
Q, Search
m Sent (2) Rejected (1]}
R P ® My requests ®
— it praval Q, Ssarch &, $ot
02024 Reguests (4] Sent {2 m
H Wiggins Reny (o} octed (1)
To monitor your St -
| Sort
requests on the L
m0b||e app, tap .::::: 5926 Sant for appraval :::::
A Request date G26/2024 e
Requests. R dano it
Singla Bulk
5926 Sent for approval .
s oo Filter to show all
e requests, sent
requests, and
e i rejected requests.
Arques et John Smith
Single
A 5 I~ = a o L
o Fequests Dashboant Fuquests o !
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Create a card on the portal

Number of
rejected cards
over the last
30 days.

Number of cards
your organization
created over the
last 30 days.

Number of cards
needing approval
because they exceed
thresholds.

Number of card
requests.

Cand Creation Baiiy Card Crastion

' I

This dashboard shows
approvals and card
requests enabled.

Dt i pocuesl o L cresen of
Falipen Lark

L
Carda Croghed  Cawaly Rafactod

1. Click Create Card.
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Create Card
Card Details:
Cand vald froer Cand valid 1o "

06/14/2022 B D6/30/2022 B
Gard Lima (== 2. Specify valid dates,
B1 T credit limit and

cardholder details.
)
Field 2 Special project
P o
Wi 5 chamciers L
Card Holder Details :
First Mamaea * Last Mamea *

Carlos Sanchez
Employea 1D Emaidl 1D~

123456789 cpsancher@acme.com
Mobiks Numbser * .

+1 v 221123 1234 3. Click Create.
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Card Details:

Available credit
$1.00

Provisioned credit limit
$1

Validity
06/26/2023 - 07/03/2023

Date created
06/26/2023

Account ID
BLICV IC

Card Holder Details:

Name
Carlos Sanchez

Email ID
cpsanchez@acme.com

CARD
COMMERCIAL

esseses ssee seee (J§53

o VISA

Tap on the card to view details

Expiration Date
05/25

Field 1

Billing Address

Employee ID
123456

Mobile Number
+1(321) 123-1234

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

4. Review the
card
information.
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To view card number, CVV and billing address, tap

omcio 1 6. ClickSend OTP.

Send OTP

Card Details:

Available credit Field 1
$1.00 I
Provisioned credit limit Field 2
1 I
Validity Notes

06/26/2023 - 07/03/2023 ——

Date created Billing Address
06/26/2023 ——

Account ID
BLICV IC

Card Holder Details:

Name Employee ID

Carlos Sanchez

Email ID
cpsanchez@acme.com

123456

Mobile Number

+1(321) 123-1234
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Card Details:

Available credit
$1.00

Provisioned credit limit
$1

Validity

Date created
06/26/2023

Account ID
BLICVIC

Card Holder Details:

Name
Carlos Sanchez

Email ID
cpsanchez@acme.com

06/26/2023 - 07/03/2023

A 6-digit verification has been sent to your registered

Email Id.

Verification Code

7. Specify the verification code
and click Submit. After you
enter the code, the full
account number displays.

15 Resend code

Submit

Field 1

Field 2

Billing Address

Employee ID
123456

Mobile Number
+1(321) 123-1

8. Click Close.

Program Administrator
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Bulk card creation on the web portal

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

Wy Daafhoars Wy Faguaats

Cashboard

Pty Sl dow Agsprosml = Corda Croaded -
1510 % o 21 & 0

Bk Cond Creation

1. Click Create Bulk Card.

(Croarie o Pagaes e s of Crama o reguas for fha omason of
wirphs et [T TS

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.

Bulk Card Creation

F | A template is available.

Drag and drop TSV o Exced fla for Bulk Card Creation

T

Browss Fi \ 2. Drag and drop the file or

browse to select the file.

Upload
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3. Click Upload.

& BuACaTmsten TAUT | th

Request #5348 has been created 4. Click OK.
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5. Select all the cards on
the Validated Passed

& Hulle Cawrrd Crmaten

tab Craats ko

L sed{ ks Pross s maglll Fadarilly Compasulh

6. Select the Active Cards

B e ——— [ramp— rep—1 e [Ty S— tO VieW the CardS.
B v e ‘ - 36 e ar st o
- T Lriad i s

. s =)
B e 1 Y e
en »

. Select the Requests tab.
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A — ¢ "] 10. Check the validation tabs

to see which cards

T s m passed and which failed.

11. Editor delete any items from your
file and then upload the file again.
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View card detail and transactions on the portal

Dashboard

1. Select Active Cards.

Cand Croston

Clvests i et for the comesticn o
g cmat e g o

.

Cordie Creatod Cande Rgeciod

3. Click the name link.

Cards Created (2}

2. Specify search criteria and/or
a filter parameter.

Comibeay Carphag FET 1 DO ATORE Lo e e

Showing Il a8 2 Fage 1 of 1

Tip! You can filter the list by provisioned credit limit range.

Drag the value to your
desired range and click
Apply Filter.
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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 Dioshboard My Bequests Hi, Carar

Select My Active Cards or All
Active Cards.

B ‘:_? m
tlimit = Valld from & Validio & Fisld 1 = Data created & CLM:‘:::\- s

|
‘ Click Export to export all

cards or selected cards.
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Carlos Sanchez ®

MERCIAL

5. 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 4. View card details,
Date created Billing Address including available
01/26/2022 — credit.

Account ID
BLICVIC

Card Holder Details:

Name Employee ID
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.
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Carlos Sanchez

®

To view card number, CVV and billing address, tap

Send OTP

6. Click Send OTP.

| SendOTP |

Card Details:

Available credit

$28.00

Provisioned credit limit

$28

Validity

08/17/2022 - 01/02/2023
Date created

01/26/2022

Account 1D
BLICVIC

Card Holder Details:

Mame
Carlos Sanchez

Email
carlos. sanchez@acme.com

Tap on the card to see the card details.

Card Details Transactions

1%

Field 1
Field 2

Motes

Billing Address

Employee ID

123456788

Mobile Mumber
(321) 123-1234

Deactivate

Program Administrator
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|
Carlos Sanchez
A 6-digit verification has been sent to your registere 7. Enter the_C_Ode to
Email Id. view additional
details, including the
Vorthcation Cog full account number,
on e i
CVV, and billing
address.
Resend code
Card Details: Z
Available credit Field 1
$28.00 —
Provisioned credit limit Field 2
$28 -
Validity Motes
08/17/2022 - 01/02/2023 —
Date created Billing Address
01/26/2022 —
Account 1D
BLICV IC
ga"‘le canch Employee ID
arios wanchez 123456781
Email .
carlos.sanchez@acme.com Mobile Number
+1(321) 123-1234
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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

COMMERCIAL

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

8. Click Transactions to
view transactions.

Program Administrator
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Carlos Sanchez ®

COMMERC1AL

ssas saas ssss 4GAG

Expiration Date cwvv 'V‘SA

05/25 s
Tap on the cand to view Instant Card dedalls.
=T
Transactions (20) Available credit $354.00
Date Marchant name Transaction amount
Feb 16, 2022 SAETA $212.82
9. Review the
Feb 16, 2022 SCHOOLS transactions. $47 .54
Feb 16, 2022 AR CONDITIOMIMG $254.69
Feb 16, 2022 PEABODY 51,452 41
Feb 16, 2022 BICYCLE SHOP $557.86
Feb 16, 2022 SPRIMGHILL SUITES $58.17
$211.71
10. Use the buttons to
view mo.re $917.01
transactions.
Showing 1-8 of 20 i, 10F3 a
Deactivate

Tip! You may be able to view one list of all posted transactions.
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Deactivate a card on the portal

My Laahboang MYy Ralseas

Allve Laria ril OBk Fowhiene S,

Dashboard

Recpests St for Approval . (Canls Greatsd 17 2 fams
. 2 2 BHi 2 2,

. ol

1. Select the Cards

=t - Created tab.
Craate o secuaisl i B Ofearian (F Crwiin o Fruent fof © w Cemallion of ? ‘ I
, 0

ey Tl s [ ]

Carme Croabed  Cawria Fooec tan

2. Search for the card and

Cards Created (2} click the name link.
s (M Fimidl § [T
LG ::f:rlm'*ﬁ-‘ﬂ
Coslos Tanehai VGG 3] [ TS ;..m-h;c.....“
W Shawng b2l ra—
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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

Card Holder Detalls: 3. Click Deactivate.

Heamsa Employes |
Carlos Sanchez 123456

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

Deactivate
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Virtual card; Version 2-2

Overall program administration tasks

Access Online

Depending on your access rights, you can perform additional program management tasks on

the web portal. You may be able to:
Create a user profile for a provisioner or approver
Search for existing provisioners
View profiles
Change company address
Edit profiles — contact the bank for edits or removal of user profiles

Create and view a user profile

Administration

‘@
View and Eit Profies

Salect job rolo *

/ Create New User Profile

1. Click Create New

Create Bulk Usar Profies

Salac! ok o

2. Specify the profile
information.

User Profile to

enable another ‘"” i i 3. Click Save.
Program ' \
Administrator to ——

create or approve = Enves 10 cign mot

cards.

Altermate Contact Numbar Ropart to *

Profiles.

4. Toview a profile,
click View and Edit

Administration

Lynnkc Ayorsic

acmel123

ol Ho o 770 35 B

5. Select the profile. |

Program Administrator
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Learn more: You cannot edit or delete profiles. Create a new user profile if you need a
different email address for this person. Contact the bank for assistance if you need changes
to or deletion of a user profile.

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.

View your company address

Your company address is used as the billing address used by cardholders for purchases.

Administration

Create New User Profile Create Bulk User Profies

1. To view your company
S address, click Settings.

Program Administrator Proprietary 25
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Card and Mileage settings

W T

by Pwn

Company Addrass

Oy

7
10

Administration

|

2. View your company
address. If you need it
updated, contact the

bank.

Canowl

Approval workflow

Your organization may configure a workflow approval process for card setup. The three

major tasks for using workflow are

Specify approval workflow sett

Create approvers

Approve or reject card requests

Program Administrator

ings

Proprietary
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Specify approval workflow settings

Create New User Profile

First Nama *

Mobia Mumbar *

Create Bulk User Profiles

Administration

Sehect jobi rok

Aiteemte Gontact Mumbar

Card and Mileage settin

Company Mame

. Specify approval thresholds
and amount (e.g., require
approval for cards with
credit limits over $1,000

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

Apprevnl

Approval Triahoios

and card validity periods
greater than 30 days).

| 5. Click Save.

¥

. Enable cardholders to

Create approvers

request cards, if desired.

Create New User Profile

First Mairea *

Mobiba Mumbar

Create Bulk User Profies

Administration
1. Select the Approver role to
make the user an approver.

Sehect job role *

Select role o v
— o | 2. Click Save.
Acme
Altgrmuste Contact Numbor Raportto *

1

Program Administrator
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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.

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

My Approvals

2

Pending Approval{2) Rej

1 5 - = 2 = ;
= Request Mo TP Provisioner Reguest Date N af cards Credit lont Cardholder Saatus

Roject | Approve |
A X
\ \
3. Click the request number
to view details. ‘ 4. Click Reject or Approve. ‘

5. The process for approving a batch of card
requests from a bulk file is the same. Select
the batch and click Reject or Approve.

My Approvals

Pending Approvaliz2) Rejected(13 n
L e

Ra e b Tvpe Pt ucnar Fasquent [t Ma of cardy rocht it [ .

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).
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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,
MY pprovas select the rejected card request.

Pending Approval(2)

Rejected(3)

Raques! Date N of cards Crodit lent Cardholder St

2. Click Approve.

Fage 1001 Cancel
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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

Cardholder Account Profile .
Account Authorizations You can look up declined

authorizations in Access Online

Card Account Numbar: #7556 MEDAN A ATHTRALAN ) :
fard ocomm 2 TN Y using the Account Profile: Account
Wit Authorizations function.
Records 1 2083
Buth Date  Auth Timea Responsa  Auth Mumber  Typae o uest  Transaction Amount MCC  MCC Description
02172011 Q442 PMET Approved 074334 Mgl Ord 3000 5399 MISCELLANEQUS
0272011 03 PMET Declined N n Cind 30000 5399 MISCELLANECHS 9
Rocorde 1. 2012

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, open the Accounts
menu and 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 start guide.
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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.

Access Online

Pariner sitns Hawd halp?

Dashboar

1. Select Reporting,
Reports and then

ments ~  Feporting & Program ~

Flex Data Reporting.

Account ACME.. 1234 l

Profile ~

Log out

Flex Data Reporting

Please select a report from the list below.

[ S B Bt | o o beew Aot Temcuale
Creale a New Report Template

& My report template

PRIMARY REPCRT DATA

& Transaction

Create a repon based on transaction
informadtion.

Z Account
Create a repor based on accound information

~ Purchase Onder
Create a repor based on order infarmation.

- Payment Instruction

Creata a repon basad on payment instruction
Informartion.

_ Payment Request
Creabe a repon based on payment negues!
Indormation.

O Combined Payments

Create a repon besed on payment instuction
and payment request information.

Client Supplied Merchant Information

Create a repon based on chant supplied
merchant informaticn.

2. Select to create a new
report template.

Salect a ‘base repor’ data templabe and additional data template(s) |

ADDITIOMAL DATA

Allgcation

Irciude additional Iransachion allocation
infprmation

Merchant Supplemantal

Inclisde addbonal supplemental merchant
information

Purchasa Ordar
Include additional crder information.

& Payment Instructicn

Inciude additional payrment instnac
information

Payment Request

Inclunde pdditional payment request
information

Combinad Paymants
Include additional combined payme

. Select Transaction as the

primary report data and
Payment Instruction as
the additional data.

information

= Gystemn User List

Create a repon based
information

4. Click Create.

ick CREATE bution o begin bulding a new report template.

Program Administrator
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Flex Data Reporting

Transaction wPayment Instruction
Raport Nama:
Transaction-Feyment Instuction, UEMay20:1

Report Description:

Transaction wPayment Instruction

Output Type: Output Parameter Page Placement: I

5. Rename and edit your
report, if desired.

Excel ~ End ~ Dptional for POF only.

ERC [r— [ runroport [ s senecton opo

[y e T T T

» Select the check boxies] next to the desired column names for the report. Column btles can e sbbrevisted or renamed. type the news tile in the
REMAME field.

= Halact the TOTAL checd holes) to indizate that you wen? botels calculated for that column on the B0F output repart.

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

= WRAP DATA Enter a desred colurnn width (in) bz formet data wrapeing in tre POF cutzut regort, lesve field Blank 1o allow default cokurmn width,

Salect Report Columns

[ sameran | saow oy sericta

Renams Report Columns Wrap Data Total Filtar

L= IHierarety - Selizct Al for Hierssehy

8 Account ID

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

Inzluzie 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
- 1Aceount ) Seiset Al for Atcount
8 Account Name
[ Account Status
|1 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

O optional 4

Il Gptional 2

| Replacement Account Number
1 Short Narme

- IMerehant || Sakel A1l for Marctint

omcc

CIMEC Description

[ TMECG Coda

[ IMCCG Description
[ Merehant Name

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

on Approval Status 0

[l Transaction Commes

1 Transaction Communt 3

6. Select the fields to
include.

O Transaction Camment 4
O Transactlion Comiment 5
B 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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Access Online

Virtual card: Version 2-2

Common Flex Data fields to support virtual cards

Percent fulfilled
Account Name
Amount

Billed Amount
Cycle Close Date
Date

Percent fulfilled
Account Name
Amount

Billed Amount
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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