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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: 

• 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. For detailed 
steps, refer to the Web Portal Registration video. 
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Create a card on the mobile app 

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. 

1 . Tap the Create
card icon.

2 . Specify the card valid
dates and credit limit.

3 . Type additional
information.

4 . Tap Next.

6 . Specify cardholder
details. 

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

7 . Tap Create.
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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 

1 . Click Create Card.

This dashboard shows 
approvals and card 
requests enabled. 

Number of card 
requests.

Number of cards 
needing approval 
because they exceed 
thresholds. 

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

Number of 
rejected cards 
over the last 
30 days. 
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2 .  Specify valid dates, 
credit limit and 
cardholder details. 

3 .  Click Create. 
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4 . Review the
card
information.

5 . Click the card
image to request a
one-time
passcode.
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After you enter the 
passcode, the full 
account number 
displays. 

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. 

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. 

1 . Click Create Bulk Card.

2 . Drag and drop the file or
browse to select the file.

A template is available. 

3 . Click Upload.
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7 .  Select the Requests tab. 

4 .  Select all the cards on 
the Validated Passed 
tab. 

6 .  Click Create Cards. 

5 .  Select the Active Cards 
to view the cards. 
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9 .  Check the validation tabs 
to see which cards passed 
and which failed. 

1 0 .  Edit or delete any 
items from your file 
and then upload the 
file again. 

8 .  Click a request number link. 
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View cards on mobile app 
2 . Tap Sort.

4 . Specify a
sort order.

5 . Tap Done.

1 . Tap a card
tile to view
detail.

3 . View valid
date, credit
limit and
notes.
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View card detail and transactions on the portal 

 

 

 

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.  

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

1 .  Select Active Cards. 

Select My Active Cards or All 
Active Cards. 

Click Export to export all 
cards or selected cards. 
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3 . View card details,
including available
credit.

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

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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Tip! You can also enable and use Face ID or Fingerprint ID to request the one-time 
passcode. 
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5 . Click Send OTP.
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5 . Enter the code to
view additional
details, including
the full account
number, CVV, and
billing address.
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6 . Click Transactions to
view transactions.
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7 . Review the
transactions.

8 . Use the buttons to
view more
transactions.

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

1 . Select the Cards
Created tab.

2 . Search for the card and
click the name link.
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3 . Click Deactivate.
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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: 

• Create a user profile for a provisioner or approver

• Search for existing provisioners

• View and edit profiles

• Change company address

Create and update a user profile 

1 . Click Create New
User Profile to
enable another
Program
Administrator to
create or approve
cards.

2 . Specify the profile
information.

3 . Click Save.

4 . To update a
profile, click View
and Edit Profiles.

6 . Click the
Edit icon.

5 . Select the profile.

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.  
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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 

1 . To update your
organization’s address,
click Settings.

2 . Update your company
address.

3 . Click Save.
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Approval workflow 
Your organization may configure a workflow approval process for card setup. The three 
major tasks for using workflow are: 

• Specify approval workflow settings

• Create approvers

• Approve or reject card requests

Specify approval workflow settings 

1 . Click Settings.

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

3 . 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).

5 . Click Save. 

4 . Enable cardholders to
request cards, if desired.
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Create approvers 

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

2 . Click Save.

1 . Log in to the web portal to
access the list of card
requests that need approval.

2 . Sort and filter the
list, as needed.

3 . Click the request number
to view details. 4 . Click Reject or Approve.
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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.  

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. 

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

2 . Click Approve.
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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 

You can look up declined 
authorizations in Access Online 
using the Account Profile: Account 
Authorizations function. 

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. 

4 . Click Create.

2 . Select to create a new
report template.

3 . Select Transaction as the
primary report data and
Payment Instruction as
the additional data.

1 . Select
Reporting>Flex
Data Reporting.
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5 .  Rename and edit your 
report, if desired. 

6 .  Select the fields to 
include. 
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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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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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