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Welcome to the Credit Card Portal.
This guide is designed to help with the day-to-day card program administrator process and provide
information concerning the features available for servicing your company and employee accounts.
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ACTIVATING YOUR NEW CREDENTTALS

To access the card portal and activate new administrator credentials, follow the steps outlined below:

STEP 1 — Welcome email
Click on (or copy and paste) the Registration Link contained within the Program Administrator welcome
email to begin the registration process. A sample registration email is provided below:

Note: The email will include the website address and company information. The email below
includes mocked up information for informational purposes.

Dear Program Administratar,

The application for your company, HOYSTER'S CONSTRUCTION, has recently been approved and you have been identified as the Program Administrator. Registering as
a Program Administrator will provide you with an array of features to help you senice your Company and employee accounts. Our site is available 7 days a week, and
365 days a year and is only a click away for you to begin the registration process.

— To register as a Program Administrator, please access our website https:.-”fabcbanbd,myapexcard_comfpa#p=pafRegistration. As part of the registration process you will

be asked to provide personal information that can be used to authenticate you, including the unique User Name and Company ID listed below:

User Name: pauserrward

Company ID:  XJSCZ2PW

For your protection, you will also need to provide identifying information to complete registration.

To view more details about Program Administrator senicing click here https://abcbank. myapexcard.com/policy/download ile=pa_guide.

Thank you for trusting us with your credit relationship. Please let us know if you have any guestions. You can contact our card services team at (855) 674-7637.

To make sure you receive future emails, please add noreply@MyApexCard.com to your safe senders list. To protect your privacy, messages from ABC Bank will never
ask you for any information through email that would uniguely identify you.

Thank you for your business.

Please do not respond to this message. This email is generated automatically, and is not monitored for responses.

STEP 2

Please complete the required fields with the Program Administrator information:
a) Company ID (this can be found within the Program Administrator welcome email)
b) Social Security Number
c) Billing Zip Code
d) Username (this can be found within the Program Administrator welcome email)
e) Click Next to continue the registration process

Program Administrator Registration

Company ID || | (7]
SSN o

Billing Zip Code

User Name
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STEP 2 (continued)

f) Date of Birth
g) Company’s Taxpayer ldentification Number (TIN)
h) New Password/Confirm Password
- Must be 8 - 25 characters with no spaces
- Must contain at least one number
- Must contain a mixture of upper- and lower-case letters
- Must contain at least one special character
- Must not contain your Username or email address
i) Enter your Email address (same email address used to receive the Program Administrator
welcome email)
j) Agree to the terms
k) Click Next

Program Administrator Registration

Program Administrator & Company Verification

DoB - =

TIN 9

Password
Mew Password [7]

Confirm Password

Email
Email
Wiahcito TF\ o gl ' 't'n My =
yWweDsIte [erms and Lanaltions n ]
L]
Program Administrator Online Access Terms and Conditions
W
¥ES. | have read the Terms and Conditions in their entirety and agree to the website
terms of use.
Mo, | do not agree to the website terms of use

S |
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STEP 2 (continued)

Pressing Next will return messaging to indicate the registration is complete and successful.

CONGRATULATIONS!

Click here to learn more about being a Program Administrator

Select the Close button to be redirected to the company landing page.

REQUESTING YOUR USERNAME

STEP 1
From the card portal sign in page, select the Forgot Username link.

Username

Password

B Remember my username

Sign In

Forgot Username or Password?
Create New Username @

Activate your Credit Card

STEP 2
Click the I need to request my Program Administrator User Name radio button then click Next.

Forgot User Name

| meed 1o request my Cardholder UWser Mame

@ | nesd to request my Program Administrator User Mame 1§

O |
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STEP 3
Provide data for the Program Administrator in the following required fields then press Next.
a) First and Last Name
b) Date of Birth
c) Social Security Number
d) Billing Zip Code

Forgot User Name

STEP 4

Select a preferred method (Text or Email) to receive a 6-digit verification code. The phone number
and/or email address available for the verification code were defined during the initial Program
Administrator setup. To change this phone number, access the Program Administration feature. Click
the Next button.

Forgot User Name

Meed to change your contact info?

Text J00L-X00-4567

Email ***smith@abccompany.com

By selecting one of these contact options, you are providing a one-time authorization for us to send you a temporary
code. For mobile, message and data rates apply.

|

STEP 5
To resend the code, or change the sending method, click the Resend Verification Code button.

Please input the verification code that was just sent to you.

Verification Code || |

Cancel m Resend Verification Code
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Clicking the Next button will return messaging containing the Program Administrator Username.

Select the Sign In button to be redirected to the sign in page. Next, input your Username and Password
to sign into the card portal.

CONGRATULATIONS!

YOU have successTully compileteg the verinication process

Your Program Administrator User Name is: pauserjoesmith

RESETTING YOUR PASSWORD

From the Sign In page, reset your password by following the steps outlined below.

STEP 1
From the card portal sign in page, select the Forgot Password link.

B Remember my username

Sign In

Forgot Username or Password?
Create New Username @
Activate your Credit Card

STEP 2
Complete the Program Administrator form by completing all required fields then click Next.

Change Password

User Mame * 7 )
DoB * - - -

SEH * a

Billing Zip Code *

8|Page rev 4.2023



STEP 3

Select a preferred method (Text or Email) to receive a 6-digit verification code. The phone number
and/or email address available for the verification code were defined during the initial Program
Administrator setup. Click the Next button.

Change Password

MNeed to change your contact info?
f this contact information s no longer valid. please contact ws at 855-201-4743

Text J00CH-4567

Email ***cmith@abccompany.com

By selecting one of these contact options, you are providing a one-time authorization for us to send you a temporary
code. For mobile, message and data rates apply.

|

STEP 4
To resend the code, or change the sending method, click on the Resend Verification Code button.

Please input the verification code that was just sent to you.

STEP 5
Input a new Password, confirm the new password, and then click the Change Password button.
- Must be 8 - 25 characters with no spaces
- Must contain at least one number
- Must contain a mixture of both upper-case and lower-case letters
- Must contain at least one special character
- Must not contain your Username or email address

& successh compoleted the verif

Mew Password 7]

Confirm Password
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The system will present the landing page. Input both a Username and new Password to sign into the
card portal.

SIGNING INTO THE PORTAL

STEP 1
Enter Username and Password and click on the Sign In button.

Username
Password

I Remember my username

Sign In

Forgot Username or Password?
Create New Username @
Activate your Credit Card

STEP 2

The system uses two factor authentication and will recognize the device used to login. When
prompted, indicate a preference for receiving a 6-digit verification code then click the Next button.

Sign In

m o

Text  XX-XNH-4567

Email ***smith@abccompany.com

By selecting one of these contact options, you are providing a one-time
authorization for us to send you a temporary code. For mobile. message and
data rates apply.

.

STEP 3
Input the Verification Code received via text or email, then click the Next button.
Note: To resend the code, or change the sending method, click the Resend Verification Code button.

Please input the verification code that was just sent to you.

Verification Code | 369480 |

Cancel m Resend Verification Code
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Click the Next button to receive the Do you want this device to be remembered notification. Click on
the Yes button and then the My Company home page will display.

. . A
Do you want this device to be
remembered?
u 1€
Ny irly u t
| [ U Wil I 1 k |
I ttir 1 i I
np =il )P
| n regqu It e
] | u I are u i
f Y I e (Lt [
1 a b I
No Yes

Note: For the card portal to remember a username for future sign in, check the Remember my
username box. The username will be pre-filled going forward.

Il Remember my username

Sign In

Forgot Username or Password?
Create New Username @
Activate your Credit Card

NAVIGATING THE CARD PORTAL

Program Administrators have access to an array of servicing features which will be covered in this
section. The company features presented here are determined by your financial institution’s
configuration of the card program and the assigned Program Administrator role.
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COMPANY SUMMARY

From the My Company landing page, click on Company Summary from the panel header or the tile.
This feature allows authorized PAs to view and edit basic information about the company.

Company Company Alerts & Controls Program
Summary Accounts Administration

Bank Account Card Management J Enhanced Expense Reports
Manager Features

Reporting

Additional Information: Some of the features shown in this illustration below may not be available on
all products.

To make changes to data within the Contact Information tile, click the Edit button located at the
bottom of this page.

Company summary

Company Summary

Contact Information Accounts Billing

Company Contact Company Credit Limit y CONSOLIDATED PAY
Name Company Available Limit g e 14
Phone Company Current Balance y L 25
Number of Open Accounts.
Company Address
Line 1

Guarantorl
Guarantor2
Authorizing Officer

Make all desired changes and click the Save button.

Company Summary
Corserv Holdings Inc

Company Contact Information Accounts

Company Contact Company Credit Limit
Name Company Avsilable Limit
Phone Company Current Balance

Billing
'CONSOLIDATED PAY

Opened 25

Name Number of Open Accounts
D

TIN

Company Address

Guarantor1
Guarantor2

Authorizing Office

... T
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COMPANY ACCOUNTS

From Company Accounts, view all the credit cards associated with the business account and add new
cardholder “sub” accounts. Click on the Company Accounts tile or header panel.

Company Alerts & Controls Program
Summary Administration

Card Management § Enhanced Expense Reports
Features

Reporting

To view data on the Company Accounts feature in a tiled view, click on the IEI icon. Toview dataina

list view, click on the EI icon. Use the Search window (top right-side of page) to search on a specific
card account. At the bottom of the page, edit the number of records that appear on the screen up to
100.

Selection of a card record from the Company Accounts list, allows an authorized Program
Administrator to drill down on a specific card account’s detail. Click on an account to view and/or edit
the account details.

Company Accounts

HE — + search Q
m =
Accounsen

Account Type: Guarantar Name Balance Credit Limit Available Limit Status Exp Date

$0.00 510 510 opEN
$0.00 53,000 $3,000 OPEN
$0.00 51 Eil OPEN
$0.00 550 550 CLOSED
$0.00 $100 $100 opEN

$0.00 55,000 55,000 OPEN
$0.00 35,000 7 opEN

OPEN

5112.99 55,000 54,824 OPEN

$0.00 $1 51 CLOSED
$0.00 50 550 CLOsED

$0.00 5300 5267 OPEN

The cardholder’s name and last 4 digits of the account will display in the upper right-hand corner of the
banner. The account screen displays the features applicable to the selected account and displays the
account’s summary details in the left-side panel. Account details are accessed by clicking the features
tiles displayed: Profile, Transactions, Statements, Features.
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Welcome, Chris Lee

o T

View Company Profile
[~ - show Cora Bewai ]
Mastercard Easy

Mastercard® Purchasing

PROFILE:

To view and make changes to an account, click on Profile tile. Under the Account feature, click the Edit
button. An authorized PA may CLOSE (and reopen) the account temporarily and/or change the
account’s Credit Limit, both in real-time. The PA can edit the account’s address details, default account
codes and contact detail for the account. Click the Save button when the profile changes are
completed.

My Company Pay

View Company Personal Account Address
T Name ACCOUNTS PAYABLE Statement Cycle 14 Company

Role CONTROL Purchase APR  23.25% Hnet

SSN k4707 Cash APR 23.99% city
DOoB 09-18-1981 Intro Rate N/A State
Status OPEN 7ip

Mastercard Easy
Savings®
Credit Limit 5000

Mastercard® Purchasing Account Code 1 testing

As OF: Account Code2 1234
Account Code 3 testing1234

Credit Limit: B

Avail Credit 34824

Cash Limit
Avail Cash:
LestStme
LestStmt Bal

Total Auths: 56307 # Edit

My Company

View Company Personal Account Address
+ Show Card Details Name ACCOUNTS PAYABLE Statement Cycle 14 Company
poke CONTROL Purchase APR  23.25% W)
Mastercard Easy SSN AkERRA702 Cash APR 23.99% gt;yte
] 09-18-1981
Savings® Intro Rate N/A B
Status OPEN ® CLOSE
Credit Limit
Mastercare urcl Account Code 1

As OF o: Account Code 2
Account Code 3
Credit Limir

Avail Credit
Cash Limit
Avail Cash:
LastStme
Last Stmt Bal

Total Auths:

TRANSACTIONS

To view transactions for an account, click Transactions in the header or click on the Transactions tile.
The system will display a date range dropdown menu. Select a default date range or choose a custom
date range. The page will then display the transaction results. The system allows for the printing and
download of the transaction details by clicking the print or download icons.
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My Company

View Company

+ Show Card Details

Mastercard Easy
Savings®
. - * Using Quicken? q
M=
crea

+
Current Bl

PAY NOW

When the download option is selected, a choice of formats in presented. Click on a download format.
For Quicken users, mouse over the Using Quicken? icon to review additional details.

Select download format

@) Spreadsheet [.csv)
Text - tab-delimited {.txt)
Text - pipe-delimited [.txt)
Quickbooks {.qbo)

Quicken {.qfx)

Download Cancel

Next to the Using Quicken link, there is a transaction Search feature. To perform a smart Search, enter
a merchant name, dollar amount, date or status to view specific transaction data on the screen. Clear

the Search field to return to the full transaction list.

To view transaction data at a detail level, click the + icon next to any transaction date. Transaction
details can be viewed online or included in the print and download.

Features  Expense Reports

My Company ~ Profle  Payments [RICUSCSRUSN Statements

Transactions that have posted to your account are shown below. Select a date from below to view transactions from previous billing periods.
View Company

+Show Lara vetans

Mastercard Easy Since last statement
Savings®
sumequickenr
astercard® Purcl

PAY NOW.
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STATEMENTS

To access the PDF images of the statements for a specific account, click Statements in the header or
the Statements tile. Click on the PDF image to download a specific statement. All statements for the
current year are displayed on the page. Access previous year statements by changing the “For Time
Period” feature in the upper right corner.

My Company Frof O — enture

u
]
Mastercard Easy a 02142023 a 01/13/2023
Savings®
Mastereard® purchasing
As 03/02/202:

o. 2023

FEATURES

Click the Features tile or header, to set up Alerts & Controls for this card account (account-level alerts)
only. To begin setting an alert for a card, click on the Alerts & Controls tile.

My Company  Profile ransactions  Statements Exp

view Company Alerts and Account Terms

Controls
Mastercard Easy

Mastercard® Purchasing

As Of:

Credit Limit:

Avail Credit:

Cash Limit:

Avail Cash:

Last 5tmt: NiA

Last 5tmt Bal

Current Balance: $43.75
Payment Date: N/A
Payment Due:
Past Due:

Last Payment:

A series of tabs is displayed. Set Up Contact Information tab: Click the Edit button and enter the
cardholder’s email(s) and/or Mobile number(s) to receive the alerts then click Save.
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Alerts and Controls

Set Up Contact Information [iEsd

To manage the security and usage of ard(s), you may also set up controls on how and where each card is used. You can choose to re

The first step is to provide your col nformation below.

set Contact Information
Email 1 dkar@solutions.com
Email 2
Mobile 1 6156156155

Mobile 2 e.123

We may contact you at any cell number you provide. You agree to receive messages such as text or emall to service your account or to send you notifications. You understand that normal cell phone data charges may apply

T

Under the Set Alert Preferences tab, click on the dropdown menu and select an alert to apply to the
card account. Temporary Block Use of My Card control is also available for when a card is lost or stolen.

My Company 1 Features

Alerts and Controls

View Company
Set Up Contact Information [l Set Alert Preferences >> EEgl View History

Mastercard Easy
Savings® Setting Alerts and Controls

select from the list below when you want to be alerted about activity on your card(s) and to control when and where your card is used.

Mastercard® Purchasing

As Of: 01/03/2022
Credit Limit: $500 Ske 5 celect -
Avail Credit: $600

Temporarily block use of my card
Cash Limit: 50

Alert: Daily Available Credit
Avail Cash: 30

_— Alert: Balance Threshold

Last St NIA
Last Strt Bals $0.00 Alert: Balance Netification

Alert: When a charge is made online, by phone, or by mai
C t Bal : $0.00

urrent Balance Alert: wWhen a charge is made over a threshold

Payment Date: A N
P Mo

After selecting the alert, complete the process by completing any specific data requirements displayed,
selecting at least one email address or mobile number and then click Save to activate the alert.
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Features

Alerts and Controls

Set Up Contact Information [lell Set Alert Preferences [ESll view summary

Setting Alerts and Controls

Select from the list below when you want to be alerted about activity on your card(s) and to control when and where your card is used

Alert: Daily Available Credit -

Email 1 Email 2 Mobile 1 Mobile 2

utions.com 615-6¢

Balance Notifications select card for which control applies

orservsolutions.com | mkavanaugh@co

1406 not used

Each day my available credit falls below | 500 MICHAEL KAVANAUGH Ending in 4314 x v Ud

Important Note! This notification is based on the
available credit as of 10:00am, ET, daily.

1-10f1 10~ |perpag

Save

After clicking the Save button, the system will confirm the alert has been applied.

Alerts and Controls

Set Up Contact Informa EEl  Set Alert Preferences e

setting Alerts and Controls

Select from the list below when you want to be alerted about activity on your card(s) and to control when and where your card is used.

View Summary tab displays all alerts set on the individual account.

Alerts and Controls

Se Up ontactInformation rET— . »

Summary of Alerts and Controls

Below are the alerts and controls that have been set for this account.

Email 1 Email 2 Mobile 1 Mobile 2

Transaction-based Notifications Select card for which control applies karbowski@cerservsolutions.com | mkavanaugh@cor:

utions.com 615-603-1406 not used

No User Selected Alerts found for account.

Balance Notifications Select card for which control applies dkarbowski@eorsersolurions com | mksvanaugh@corssrvsolutions com | 615-603-1406 notused
No User Selected Alerts found for account.
Control when my card(s) can be used select card for which control applies dkarbowski@corservsolutions com | mkavanaugh@corservsolutions.com | 615-603-1406 no used
No User Selected Alerts found for account.
When my credit card is declined MICHAEL KAVANAUGH Ending in 4314 - v
When 2 charge is mede that is at lesst | 1 MICHAEL KAVANAUGH Ending in 4314 - v v
Each day my availzble credit 7lls below | 500 MICHAEL KAVANAUGH Ending in 4314 - v

Important Note! This notification is based on the
available credit as of 10:00am, ET, daily.

View History tab displays dates and times when notifications were sent and enroliment/de-enrollment
of alerts.
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Alerts and Controls

Set Up Contact Information Set Alert Preferences

view summary IRl View History

Alerts and Controls - Notification History

Below are the Alerts and Controls notifications that have been sent for this card in the last 60 days.

MICH NAUGH Ending in 4314 -

Notification Sent Date Sent Alert Sent To

Alert: Daily Availzble Credit 06 AM EST mkavanaugh@cor

& charge Is made over 2 threshold 33 AM EST dkarbowski@cors

Alert: when 2 charge is made over & threshold 021-12-08 04:59:33 AM EST

Alert: When a charge is made over a shold 2021-11-1512:11:10 PM EST
Alert: When 2 charge is made over & threshold 2021-11-1512:11:10 PM EST

mkavanaugh@cor

Alerts and Controls - Enroliment/Un-Enrollment History

MICHA JAUGH Ending Iin 4314 -
Alert/Contral Action Taken Date Username

When a charge is made over a thresh, Enrolled 20 0 11:32:51 AM EDT MMartinApex
en a charge is made over a Enrolled 20 115:19:53 P\ EDT mkavanaughcorserv
en a charge is made over a thresh Un-Enrolled 20 115:22:26 PM EDT mkavanaughcorserv
en a charge is made over a thresh Enrolled 20 115:22:27 PM EDT mkavanaughcorserv

my card to be used at specific types of merchants Enrolled 20 29:18 PM EDT spexemployes

Allow my card to be used at spedific types of merchants Un-Enrolled 2020-08-25 22:28:55 PM EDT spexemployes

Also, under the Features tile, the Account Terms tile displays the card’s current Terms & Conditions
disclosure which then can be printed, mailed or emailed.

PAYMENTS

Click on the Payments header or tile to view 4 payment features:
1. Make a New Payment — manually send a payment
2. View Electronic Payment History — view all payments processed by year
3. Manage Payments Accounts — Manage bank accounts setup for payments
4. Autopay - Setup auto payment for billing accounts

My Company  Profile [Payments| Transactions Statements

Fea rts
View Company Profile Payments Transactions Statements Features
+ Show Card Details
Mastercard Easy

Mastercard® Purchasing
As Of: L

Credit Limic: E
Avail Credit 54824
Cash Limit
Avail Cash:

Last st

Lest stme Bal

Total Auths:
Current Balance:
PAY NOW

Payment Date:

Fayment Due:

Past Due.

Last Payment:
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New Payment

& New Payment

m
m
n
o
=]
o
]
]
]
.
L4

Arnount | Enter amount or s

49 Electronic Payment

History Date E -
Account Select Account e
Matification Select Email =

To edit or delete an emall go to the MyProfile paze.

Mastercard ® Purchasing

Az Of: 11/0£:2019
Credit Limit: £50.000
Avail Cradit: £43.955

Additional Information: The Payment tile does not appear on “Sub” accounts since the payment is
made on the consolidated billing (Control) account.

ADDING A NEW ACCOUNT

From the Company Accounts header or tile, mouse over the + icon and click Add Account.

My Company  Col v Alerts n Administration ank Account Manager  Ca it Enhanced Features

Company Accounts

/ Filter Card Selection | Select 2 value
uarantor ame . t tatus

Account Account Typ G Balance Credit Limit Availsble Lim s
Add Account
ELS sus { $0.00 510 510 OPEN
05 VIRTUAL SUB ! $0.00 53,00 $3,00 OPEN
Add Virtual Sub
9 GHOSTSUE { 50.00 OPEN
50 sus ! DAN MULLEN $50.00 550 550 CLOSED
-3 Add Ghost Sub VIRTUAL SUB ! DO NOT USE 5000 s700 5100 opEN
cEie sUB | $0.00 $5,000 $5,000 OPEN
o GHOST sUB N 50.00 $5,000 4,971 OPEN
4314 sUB | 49,7 550 50 OPEN
0508 CONTROL | $112.99 $5,000 $4824 OPEN
5 sus ! CHARLES HATWARD $0.00 $1 $1 CLOSED
g sus ] DAN MULLEN 50.00 550 550 CLOSED
5796 sUB { DAVID LUTHER $0.00 5300 $267 OPEN 04/2026

To create a new card account, complete all the required fields presented and click the Submit button.

Additional Information: Virtual Sub and Ghost Sub accounts are not available for all companies.
Detailed information on Virtual Sub and Ghost Sub can be found later in this guide.
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|V|y C ompany Corr mmary Company Accounts ntrols Pr 1 Administration

Company Accounts

Add New Account

Enter information in the fields below to establish a new account for an employee. A credit card for this new account
will be mailed to the Company address defined on the Card Management/Card Shipping tile.

i T e

Name * First Middle Last ~
DOB * Month - Day ~ Year o
SSN *
Primary/Home Phone * (7]

Woark Phone

Requested Spending | s Q0
Limit *

Do NOT input the name of the company in the Street Address field below. It will be automatically added as part
of the new account set-up.

Street Address * 5607 GLENRIDGE DR STE 760
Line 2 Unit/Apt
ATLANTA Georgia > 30342

Card will be shipped to the corporate address on file.

x| [N

Add New Ghost Sub Account: When creating a new Ghost Sub, use the supplier’s business name to
assign to the ghost card. For example: “Browns” (first name), “Travel Agency” (last name).

Assign the account a Spending Limit and set the Expiration Date using the dropdown menu.

My Com pany Company Summary Company Accounts Alerts & Controls Program Administration

Company Accounts

Add New Ghost Sub Account
Enter information in the fields below to establish a new Ghost Card Sub Account.

* indicates a required field
MName* | First Middle Last ¥
spending Limit* |5 0o
Expiration Date Expire in 36 months >
¥ cancel m
This new account will be I'I'llTl-':CiEIE;." enralled into the Mastercard Alert Temporarily bia un-oic use ar my carag. 1ou nesc o

un-enrall frem this slert prior to use.

21| Page rev 4.2023



When creating a new Virtual Sub, use the department’s functional name when defining the name on
the virtual account. For example: “Supplier” (first name), “Invoices” (last name). Companies utilizing
virtual cards for supplier invoice payments require a single Virtual Sub account to support all
underlying individual virtual cards. As invoice payments are made by a company, the virtual card
system automatically applies a single virtual card per payment. All the individual virtual cards will roll-
up to the single Virtual Sub account established for the company. Authorized PAs can view all the
posted virtual card transactions under a single Virtual Sub account.

Spending Limit $ - It is very important that the Spending Limit established for the company’s Virtual
Card program is set high enough to support all payments for 30 to 60 days:

Enter information in the fields below to establish a new Virtual Card Sub Account.

R e beelaire il el

Name * First Middle Last o

Spending Limit * 5 0o

X cancel m

ALERTS & CONTROLS

Click on the Alerts & Controls tile or panel header to access this company-level feature that offers the
ability to set notification alerts and spend controls on cards:

My Company

Company Alerts & Controls Program
Summary Administration

Card Management J Enhanced Expense Reports
Features

Reporting

NOTE: Some of the features shown in this illustration may not be available on all products
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Additional Information: Alert handling at the company-level does not impact the Alert settings the
employee’s card account may have defined. In fact, the employee is not made aware of any Alerts &
Controls the company may have enrolled for their account. The employee can enroll/un-enroll in Alerts
available to them, without it impacting Alerts the company may also be enrolled in for the same
account.

Click on the Alerts & Controls tile to begin setting alert notifications and spend controls on company
cards.

My Company Alerts & Controls 3ank Account Manage Cz ement Expense Reports  Reporting

Alerts & Controls

Alerts & Controls MCC

Administration

NOTE: The MCC Administration feature shown in this illustration may not be available on all products

Company-level Alerts & Controls setup page, like the card account alerts page, includes a series of 4
tabs:

Tab 1: Set Up Contact Information — establish email address(s) and/or mobile number(s) for the
Program Administrators. Remember to click the “Save” button.

My Company  Co Summary  Co P n Administration 33 t Manager  Card A ent  Enhanced Features  Exp eports  Reporting

Alerts and Controls

Set Up Contact Information MESll Set Alert Preferences  [iegd

To manage the security and us.

The first step is to provide your contact information below.

Set Contact Information

Email 1
Email 2

Mobile 1

Mobile 2

We may contact you at any cell number you provide. You sgree to receive messages such as text or email to service your accaunt or to send you natifications. You understsnd that normal cell phone dats charges may spply.

Save X cancel

Tab 2: Set Alert Preferences - Select the Control(s) and/or Alert(s) from the dropdown menu to apply
to card(s).
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My Company Company Summary  Company Accounts Alerts & Controls

Alerts and Controls

Corserv Holdings Inc

Set Up Contact Information

Setting Alerts and Controls

Select from the list below when you want to be alerted about activity on your card(s) and to control when and where your card is used

Temporarily block use of my card

Alert Daily Available Credit

-
. . o
Alert: Balence Threshald
ert: Balance Natification
-
o
my credit
Limit the number of transactions -

Click on the Select card for which control applies dropdown and select a cardholder account or All
Cards to apply this control or alert. Next, check an email address and/or mobile number to activate the
control. Remember to click the “Save” button.

Administration  Bank Act ca Enhanced Festures  Expense Reports  Reporting

Email 1 Email 2 Mobile 1 Mobile 2

Additional Information: Selecting the Spend Control “Allow my card to be used at specific types of
merchants” provides for the selection of merchant group(s) allowed for purchases on any single
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account. This spend control feature provides 10 standard Spend Control groups. For the purchasing
card and fleet card products, customer groups can be created under the MCC Administration feature.

Program Administrators can apply multiple MCC Groups to a single card account.

Alerts and Controls

Set Up Contact Information [REElll Set Alert Preferences IECll View Summary

Setting Alerts and Controls

Email 1 Email 2 Mobile 1

Control how and where my card(s) can be used Select card for

View Summary tab displays all alerts set on the individual account.

Alerts and Controls

Email 1 Email 2 Mobile 1

Select card for which control a)

Control how and whi

View History tab displays dates and times when notifications were sent and enrollment/de-enrollment
of alerts.
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Alerts and Controls

Set Up Contact Information [l Set Alert Preferences [EEll View Summary [

Alerts and Contrals - Notification History

Alerts and Controls - Enroliment/Un-Enrollment History

Removing a company-level Alert or Control from an account:
From the My Company page click on the Alerts & Controls tile, click Set Alert Preferences button and

select the Alert or Control to remove. The selected Alert or Control will auto-populate on screen.

Under the column Select card for which control applies look for the individual card or All Cards in the
dropdown menu. Uncheck all boxes that are set for Email 1 and 2 and Mobile 1 and 2 and click the
Save button. The system will display a notification at the top of the page stating, “Preferences have
been successfully saved”.

Note: Clicking the View History button at the top of the page will also confirm all changes.

MCC ADMINISTRATION

This feature is currently available on two commercial card products: Purchasing Cards and Fleet Cards.
MCC Administration allows for the creation and maintenance of custom merchant groups. Click on the
New MCC Group link to create a custom MCC Group.

My Com pany Company Summary Company Accounts Alerts & Controls Program Administration Bank Account Manager Card Management Enhanced Features Expense Reports Reporting

MCC Administration

Select an existing MCC Group

electrica hd Z Edit MCC Group il Delete MCC Group @ New MCC Group

Name the New MCC Group and then follow the steps in selecting individual merchant category codes
to include in the MCC’s to Authorize. Click the Save button and the new MCC Group will be added to
the Allow my card to be used at specific types of merchants dropdown menu and available to be applied
as a spend control on cards.
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MCC Administration
C

New MCC Group

Group Name

Electronics

Creating a custom MCC Group is a two-Step process:

Step 1 Select all MCCs that you wish to authorize or restrict for this custom MCC Group and then Drag and Drop them to the appropriate field

Step 2: Click the SAVE button when finished slecting the MCCs

Please Note: The MCCs te Authorize list must contsin st least

MCCs to Authorize il Remove All MCCs To Restrict Add All
1731 Electrical Contractors 0001 Annual Fee =
5732 Electronic Sales 0007 Service Fee

0742 Veterinary Services

0763 Agricultural Co-operatives

0780 Horticultural Services, Landscaping Services

1520 General Contractors-Residential and Commercial

1711 Air Conditioning Contractors & Sales and Installation, Heating Contractors & Sales, Service, Installation

1740 Insulation & Contractors, Masonry, Stonework Contractors, Plastering Contractors, Stonework and Masonry  ~

X coc

PROGRAM ADMINISTRATION

Through the application process, the company’s initial Program Administrator is established for the

card program. The initial Program Administrator is assigned the PA Admin-Manager role which gives
the user access to all the features and functionality made available to the company. To add, edit or
delete Program Administrators, click on the Program Administration tile or panel header:

My Company

Company Alerts & Controls Program
Summary Administration

Card Management Enhanced Expense Reports
Features

Reporting

NOTE: Some of the features shown in this illustration may not be available on all products

The feature displays two tabs on the Program Administration landing page: Program Administrators
and Maintenance Activity.
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My Company ompany summary ~ Com counts  Alerts & Controls [N i EE W) 3ank nt Manag; ard \ ent  Enhanced Features  Expense Reports

Program AdW

Program Administrators | Maintenance Activity  Uplosd Program Administrators

PA Role Last Name First Name Authority Amount Status

Click here to learn

Reporting

Last Login

)
El
o]

i
2
m

J
E Ik

T
 IE
1

Program Administrators (PA) tab:

To view or edit details of an existing Program Administrator (PA), click on the appropriate row. After

selecting a user from the table, update the user’s information:
e PA Role, Name, Date of Birth, Work Phone, Work Zip Code
e Login Status*
o “PENDING” indicates the PA user has not completed the Registration process

o “ACTIVE” indicates the PA user has successfully completed the Registration process

o  “INACTIVE” allows a PA to disable Active credentials for a PA user needing to be restricted

from accessing your company
e Email, Authority Amount

When a new Program Administrator is created, the system will automatically send out a registration

email. To resend the registration email, click the “Resend Registration Email” button. To delete a PA,

click the Delete User button.

Program Administration

Corserv Holdings Inc
Program Administrstors | Maintensnce Activity  Upload Program Administrators

Update Program Administrator

PARcle* | Admin-Manager - @
Name * JOE TESTER
DOB* |04 ~ o1 ~ 1991 v

Work Phone * | 99999999

fre)
]

Last Four of 55N 9993
Work Zip Code* | 999389
User Name (7]
Lagin Status ACTIVE >
Email *
Authority Amount* | s 1000 @

Check here to authorize up to the Company Credit Line

u@ Delete User I I Resend Registration Email I X cancel m

Note: Deletion of the user’s credentials immediately prohibits access.
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Maintenance Activity tab: Logs deletion of a Program Administrator’s credentials, along with other edits that
can be performed on the Program Administrators tab.

Click here to learn more sbout Program Administrat

First Name User Mame Requestor User Name

Adding a new Program Administrator:

From the Program Administrators tab, click on the “+” icon at the top of the page.

Program Administration

Program Administratars Maintenance Activit) Uplead Program Administrators Click here to [zarm mare sbout Progrsm Acministration

1]
uE
1l
-
T

Last Name First Name

Hover the mouse over the ? icon to review the available Program Administrator user roles. Select the
new Program Administrator role from the dropdown menu. Note: All roles, except PA Admin-Manager,
require at least 1 Enhanced Feature (Expense Reports, Virtual Card, Ghost Card) to be enabled in order
to access and assign the additional PA roles.

Input the required user information and click the Submit button at the bottom of the page.
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Admin-Manager

My Com pany Company Summary Company Accounts Alerts & Col

Program Administration

m Administrator

PA Role * Admin-Manager ~

ubm

N p— -~ PA-Accounting: P
Mame * ES USER

PA-Pmts Only: Allows PA u:

Note: Authority Amount field — Enter a whole dollar amount into this field in order to cap the user’s
credit limit assignment for cards or check the box to assign the company credit line as the Program
Administrator’s authority amount.

When a new Program Administrator is created, the system will automatically send out a registration
email.

Informational: The permissions associated with each Program Administrator (PA) role are comprised of
restrictions based on the type of business card or company feature. The role will determine which
features the Program Administrator can access in the card portal.

Program Administrator Roles Description
Admin-Manager * Select this Role for the company’s main Administrator

*  Provides access to all company card PA features.

Admin-Tier 1 * Provides Admin-Manager authority minus the ability to create
new PAs or configure/view/decision expense reports.
* Role prohibits card activation or card shipping access.

Admin-Tier 2 *  Provides Admin-Tier 1 authority minus administration of Virtual
Cards and Ghost cards.
* Role prohibits creation of new accounts, editing of existing
accounts and editing of Company Summary data.
PA-Accounting * Role has access to all Expense Report features including second
approver.
* Role restricted from Program Administration.
*  Provides limited access to Virtual Card (excludes vendor
management).
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PA-Manager * This role is for Expense Reporting only. Provides the ability to
decision expense reports for their designee as first approver.
* Role restricted from GL configuration of Expense Reports.

PA-Delegate * This role is for Expense Reporting only. Provides the ability to
select specified accounts for export report creation.
* Includes access to assigned account transactions and

statements.
* Role has No Expense Report approval authority
PA-View Only * View access only. Role prohibits editing, adding or deleting any
data.

e Used for internal Auditor role.

PA-Payments Only * This role will only be made available on Consolidated Pay
companies and only provides access to the Control Account.
* Role can view Company details and access all payment
functionality.

PA-Delegate role: When creating a new Program Administrator user with the PA-Delegate role, specific accounts
must be assigned to the PA-Delegate. A list of accounts is displayed on the page. Click the box next to the
account(s) being assigned to the PA-Delegate. The PA-Delegate will be able to create expense reports for the
accounts selected. Use the smart search feature to locate a specific account. Once the accounts are selected,
click the Submit button to assign the accounts to the PA-Delegate.

Add Program Administrator

PARole I PA-Delegate ~ |9

xcne | IECIN
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BANK ACCOUNT MANAGER

My Company

Company Company Alerts & Controls Program Bank Account
Summary Accounts Administration Manager

NOTE: Some of the features shown in this illustration may not be available on all products
From the Bank Account Manager tile, identify a Point of Contact from your local branch. This field should

pre-populate from the application therefore it should not require editing unless the information changes.

My Company

Bank Account Manager

Bank Account Manager

Click the ‘Edit’ button to change data in any of the fields. Once all changes have been completed, click
the ‘Save’ button.

Bank Account Manager

Bank Account Manager

First Name

Last Name TESTER
Phone 1 6159999999
Phone 2

Phone 3
Email

Save
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CARD MANAGEMENT

This feature allows a Program Administrator to activate card(s) and bulk ship cards to the company’s

primary contact. Click on the Card Management tile or panel header.

My Company

Company Alerts & Controls Program
Summary Administration

Card Management | Enhanced Expense Reports Reporting
Features

NOTE: Some of the features shown in this illustration may not be available on all products

CARD ACTIVATION

Program Administrators can activate cards in bulk or select individual cards to activate

To view a list of cardholders that require card activation, click on the Card Activation ti

Card Activation

in real-time.
le.

Program Administrators can “bulk” activate all cards in the Activate list by clicking the “Select All”’
button or individually check the card to activate. Conversely, uncheck all boxes by clicking “Unselect
All”. Click the “Submit” button to activate cards in real-time. The system will post a message that
activation was successful, and the cardholders can begin using their cards immediately.

Card Activation
Account Ending Account Type Mame
3519 sSUB ROYAL HENDERSOM
5308 SUB MNICOLE SMITHERS
3659 sSUB LANMA WRIGHT
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Card Activation

Account Ending Account Type Name
3519 sUB ROYAL HENDERSOM
5308 sUB MICOLE SMITHERS
3659 sUB LAMMA WRIGHT

CARD SHIPPING

Unselect All

Activate

From the Card Shipping tile, a Program Administrator can edit the mailing address to which new cards
will be shipped. This feature is only available for a Purchasing Card and Fleet Card products.

To view and edit the company mailing address, click on the Card Shipping tile.

Card Activation Card Shipping

Click the ‘Edit’ button to add or change data in any of the following fields:

Card Shipping

This product requires all issued credit cards to be shipped to the Company. You may edit this information at any time. Note, PO Box addresses are not allowed

Company
Attention

Line 1

Line 2

City

State

Zip

Contact Phone

Once all changes have been entered, click the “Save” button.
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Card Shipping

This product requires all issued credit cards to be shipped to the Company. You may edit this information at any time. Note, PO Box addresses are not allowed.

Company

Attention

Address

Line 2

City

State

Zip

Contact Phone 6789999999

REPORTING

Click on the Reporting tile to access the management reporting feature offering over 25 reports.
Note: This feature is not available for all card products.

Company Company Alerts & Controls Program Bank Account
Summary Accounts Administration Manager

Card Management || Enhanced Expense Reports Reporting
Features

The Welcome to the Reporting Portal home page displays all saved and scheduled reports. Click the
report’s name and link to edit the report settings or click the CSV button to download the report. To
view the list of available reports, click on the “Reports” dropdown menu.
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orts ™ GUIDE

‘ a ‘ Welcome to the Reporting Portal :w, mns~  Presets

. Account Details

Show 50 # entries
Expense Card Configuration
Expense Expensed and Unexpensed

Expense Status Summary

Program Admin Account Details Favorite
77 Approved Expense Download

Program Admin Expense Card Configuration #7 Authorization Declines Favorite

Program Admin Expense Expensed and Unexpensed %7 Data Dictionary Favorite
#7 Expense Accounting Export
1 Admin Expense Status Summary ;
Program Admin Expense Status Summary P Favorite

77 Holding Companies

77 Key Volume Statistics -
Y Previous 23 4| s 10 Next
77 L2/L3 Airlines

17 L2/L3 Foreign Transactions

77 L2/L3 Line Items

Select a business report to run by clicking on the report name in the dropdown menu. After selecting a
report, the report name will appear at the top left-hand side (Example: Account Details). Select the
data elements for the report by clicking on Columns dropdown and placing a checkmark next to the
data fields to include in the report. Columns can be sorted Ascending or Descending and the column
order can be changed by dropping & dragging the column left or right.

[ a ‘ Program Admin Account Deta\\sl Reports ~ ports ~  Settings ~ GUIDE
Show 25 ¢ entries Sortby:  Client *
‘ Account Type H Credit Line H Current Balance H Card Last 4 ‘ ‘ Date Card Expiration ‘ ‘ Date Last Purchase | | Date Last Statement ‘ ‘ Date Opened H Status H Product Type ‘ ‘ Card Activated H Spend Controls | | Spend Alerts [ Account Aterts
CONTROL $5,000.00 $607.99 0508 03/31/2024 03/06/2023 02/14/2023 03/23/2020 OPEN  MCPCARD YES 0 0 3
suB §5,000.00 $0.00 0316 03/31/2024 09/08/2022 03/23/2020 OPEN MC PCARD YES 3 0 0
suB §750.00 $0.00 4314 03/31/2024 03/03/2023 03/23/2020 OPEN  MC PCARD YES 0 2 0
GHOST SUB $5,000.00 $0.00 0532 03/31/2027 03/03/2023 03/26/2020 OPEN  MC PCARD VES 0 8 0
VIRTUALSUB  $3,000.00 $0.00 0540 03/31/2024 03/26/2020 OPEN  MC PCARD YES 0 0 0
GHOST SUB $1.00 $0.00 1951 08/26/2023 08/26/2020 OPEN  MC PCARD VES 0 0 0
suB $50.00 $0.00 9085 03/31/2025 03/23/2021 CLOSED  MC PCARD YES 0 0 0
sug $50.00 $0.00 9101 03/31/2025 03/23/2021 CLOSED ~ MC PCARD VES 0 0 0
suB $1.00 $0.00 9291 04/30/2025 04/13/2021 CLOSED ~MC PCARD YES 0 1 0
suB $10.00 $0.00 3814 11/30/2025 11/15/2021 OPEN  MCPCARD YES 1 2 0
suB $300.00 $0.00 5796 04/30/2026 03/03/2023 04/27/2022 OPEN  MC PCARD YES 0 0 0
VIRTUAL sUB §100.00 $0.00 1380 03/31/2024 09/25/2022 OPEN MC PCARD YES 0 0 0

Click on the Export dropdown to download the report in a CSV file. Select/deselect additional data
fields to include in the report and then click the blue CSV button.
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A | Program Admin Account Details 15+ - ~_Expons » dmmm—

redittne || caren satnce | [(Cord st | [ Ome cod ment | (oot openca | [Sttus | [ Productype | [ Cord Acvred | [ Spend Contots | [ spend pryo™
All Columns e
CONTRO $5,000.00 $607.99 0508 03/31/2024 03/23/2020 OPEN MC PCARD YES 0 0 3
SUB §5,000.00 $0.00 0516 03/31/2024 03/23/2020 OPEN MC PCARD YES 3 a 0
sup §750.00 $0.00 4314 03/31/2024 03/23/2020 OPEN MC PCARD YES 0 8 0
GHOST SUB $5,000.00 $0.00 0532 03/31/2027 git L 03/26/2020 OPEN MC PCARD YES 0 8 0
VIRTUAL SUB §3,000.00 $0.00 0340 03/31/2024 Current Balance 03/26/2020 OPEN MC PCARD YES o 0 0
GHOST SUB $1.00 $0.00 1951 08/26/2023 08/26/2020 OPEN MC PCARD YES 0 0 0
SUB $50.00 $0.00 2085 03/31/2025 03/23/2021 CLOSED  MC PCARD YES 0 0 0
SuB $50.00 $0.00 9101 03/31/2025 0372372021 CLOSED  MC PCARD YES 0 a 0
sue §1.00 $0.00 9291 04/30/2025 04/13/2021 CLOSED  MC PCARD YES o 1 0
sug $10.00 $0.00 3814 11/30/2025 11/15/2021 OPEN MC PCARD YES 1 2 0
SUB $300.00 $0.00 5796 04/30/2026 03/03/2023 04/27/2022 OPEN MC PCARD YES 0 0 0
VIRTUAL SUB $100.00 $0.00 1380 03/31/2024 09/25/2022 OPEN MC PCARD YES 0 a 0

Click on the Settings dropdown. Reports can be saved and scheduled to run on a reoccurring
frequency. Saved reports can also be shared with other PA users within the company.

‘ A ‘ Program Admin Account Details Reports~ Columns~ Presets - Exports | Settings ~ GUIDE
@ Clear All Filters.
Show 25 ¢ entries Sort by: Client
Save
‘ Account Type H Credit Line H Current Balance H Card Last 4 H Date Card Expiration H Save s Status ‘ Product Type || Card Activated H Spend Controls || Spend Alerts ‘ Account Alerts
2 P
CONTROL $5,000.00 $607.99 0508 03/31/2024 OF | saveasName: Delivery Schedule: OPEN  MC PCARD VES 0 0 3
suB $5,000.00 $0.00 0516 03/31/2024 o Not scheduled v \E\ \§\ OPEN MC PCARD YES 3 0 0
Not scheduled
sue $750.00 $0.00 4314 03/31/2024 0F/03/2023 Daily 13/23/2020 OPEN  MC PCARD VES [ 8 0
Weekly
GHOST SUB $5,000.00 $0.00 0532 03/31/2027 0f/03/2023 Monthly 13/26/2020 OPEN  MC PCARD VES 0 8 0
Quarterly
VIRTUALSUB  $3,000.00 $0.00 0540 03/31/2024 0572672020 OPEN  MC PCARD VES [ 0 0
GHOST SUB $1.00 $0.00 1951 08/26/2023 08/26/2020 OPEN  MC PCARD VES 0 0 0
sue $50.00 $0.00 2085 03/31/2025 03/23/2021 CLOSED  MC PCARD VES [ 0 0
sue $50.00 $0.00 2101 03/31/2025 03/23/2021 CLOSED  MC PCARD VES 0 0 0
sue $1.00 $0.00 2291 04/30/2025 04/13/2021 CLOSED  MC PCARD VES [ i 0
sue 510,00 $0.00 3314 11/30/2025 11/15/2021 OPEN  MC PCARD VES 1 2 0
sue $300.00 $0.00 5796 04/30/2026 03/03/2023 04/27/2022 OPEN  MC PCARD VES [ 0 0
VIRTUALSUB  §100.00 $0.00 1380 03/31/2024 09/25/2022 OPEN  MC PCARD VES 0 0 0

ENHANCED FEATURES

Enhanced features must be enabled for use by your Financial Institution and includes three distinct
product options:

Ghost Card - A card-less Purchasing Card account that can be used by companies to facilitate payments
to a single, trusted vendor for specific purchases. Example 1: A card number given to a travel agency
who houses the card account information and charges account for all purchases or travel bookings.
Example 2: Utilities or wireless service provider that store the auto pay credit card number and charge
accordingly and repetitively.

Virtual Card — A Virtual Card is a card-less purchasing card account specifically used by a company’s
Accounts Payables department to facilitate electronic payment of invoices to their vendors. Each
virtual card is assigned a unique number. Virtual cards are used one-time for a single payment and can
be controlled to an exact dollar amount, number of authorizations allowed, and a date range the funds
are available to the vendor.
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Expense Reports - Expense Reporting provides functionality that allows employee cardholders to
create, allocate and electronically submit expense reports for approval and retention. Companies can
view and retain receipt images as well as extract all expense details including GL account allocation.

GHOST CARDS

Ghost Card Features:

e Ghost Sub accounts are set up via the Company Accounts page. They can be opened or closed
via the Company Accounts page. To close or re-open a Ghost Sub account, the Program
Administrator accesses the Account’s Profile, clicks ‘Edit’, and checks the ‘Close’ box.

e Alerts and Controls can be set up for Ghost Sub accounts.

e for added security, Ghost Cards are automatically enrolled in the Control feature “Temporarily
block/unblock card” as “Block” therefore the Program Administrator must unblock the account
via the Alerts & Controls feature when ready for use.

e Program Administrator may set the Expiration Date for a Ghost Sub at a minimum of 3 months
to a maximum of 36 months.

e Ghost cards can be included in Expense Reporting

To use Ghost Card functionality, one must first create a Ghost Sub account. To open a new Ghost Sub
account, select the ‘+’ icon on the Company Accounts page. A menu will display with the option “Add

Ghost Sub”. Click “Add Ghost Sub” and a new page will display. Input the information required for the
new Ghost Sub account.

Company Accounts

+/ RElCEE ety sei°ct3 ol =

ount Type Guaranto lame Balance Credit Limit

Status

" Add Account

Add Virtual Sub

Add Ghost Sub

To add a new Ghost Sub account, the following information is required:

o Name* — User-selected name (Ex: ATT Mobility)

o Spending Limit* - (Sub Account Spending Limit)

o Expiration Date — By default, Ghost Sub account will have the same 3-year expiration date
period as regular accounts, but additional options are available in the dropdown.

Click the “Submit” button. The account will process overnight and can be viewed the next business
day.
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My Company  Company Summary WEEEeEREllycgl Alerts & Controls  Program Administration

Company Accounts

Add New Ghost Sub Account
Enter information in the fields below to establish a new Ghost Card Sub Account.

* ingicates 5 required fisld

Name * First Middle Last >
Spending Limit* |3 0o
Expiration Date Expire in 36 months >
K cancel m

e immediately enrolled into the Mastercerd Alert Temporarily block/un-block use of my card. You will need to

un-enroll from this slert prior to use.

Access the ghost card’s details from the Company Accounts page by clicking on the specific account
name. In the left-side panel, a new Show/Hide Card Details feature will be displayed. Click on the “+”
Show Card Details” link to temporarily display the live card number, expiration date, and CVV for a
Ghost Card account. Obtain the card data details and click the “ — Hide Card Details link”.

Remember it is the responsibility of the company to communicate the card information to a supplier.

Show/Hide Card Details feature:

My Company

n'v Company

£ Show Card Details PrOﬁIe - Hide Card Details

Acct #: 5555-1212-0000-0001

Az OF 12 Exp Date: 11/22
Credit Limit:
CVV: 000
Awail Credit 34,000
L - Mastercard® Purchasing

Cash Limit: S0

As Of 12/05/2019
Awail Cash: 50

Credit Limit:
Last Semic: HAA

Avail Credit: 54000
Last Stmit Bal: 50.00

Cash Limit 50

Avail Cash: 50
Current Balance: 50.00

Last Stmit: B
Payment Date: 121122019 Last Semit Bal: 50.00
Payment Due:

N Current Balance: 50.00

Past Due: 50.00
Last Payment: 50.00

Payment Date: 120122019

Payment Due:

Additional Information - Added security feature for Ghost Cards.
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When the new Ghost Sub account is created, it will be automatically blocked from transaction
authorizations. To begin use of the Ghost Sub account, the temporary block must be removed from the
account. Click on Company Accounts and click on the ghost card account in the table. Click on the
Features tile, then click on Alerts & Controls tile. Click on Set Alert Preferences button, click the
dropdown menu and select “Temporarily block use of my card”.

My Company Profile  Transactions Statements Features Expense Reports

Alerts and Controls

View Company, 5 ) ) ) ]
Set Up Contact Information b=l Set Alert Preferences Bl \iew Summary Ll \iew History

+ Show Card Details

Mastercard Easy setting Alerts and Controls
TS Select from the list below when you want to be alerted about activity on your card(s) and to control when and where your card is used

Mastercard® Purchasing

m

As Of; 03/14/2023
Credit Limit: $5.00

Avail Credit 49

Cash Limic:

W
[STENC NS =1

Avail Cash:

=

Last Stmr:

Last Stmt Bal 50.00 Alert: When my credit card is declined

Temporarily block use of my card

Once selected, the control now reads “Temporarily block/un-block use of my card”, select the ghost
card from the dropdown menu, uncheck all boxes that are set for Email 1 and 2 and Mobile 1 and 2
and click the Save button. A message will display on the page, “Preferences have been successfully

w

Current Balance: $299

saved”.

VIRTUAL CARDS

Companies implementing virtual cards for supplier invoice payments are first required to setup a
Virtual Sub account to support all underlying individual virtual card numbers used to make vendor
payments. As invoice payments are made by the company, the virtual card system automatically
creates a single virtual card for each vendor each time a payment is requested. All the individual virtual
card numbers roll-up to a single Virtual Sub account established for the program. View all posted
virtual card transactions under the Virtual Sub account.

Additional Information: After the Program Administrator completes the creation of the Virtual Sub
account in the Card Portal, the status of the account will be “Pending”. Once Mastercard confirms
completion of the Virtual Sub account, the account status will change from “Pending” to “Open”.

Log into the card portal and click on the Company Accounts tile. Next, click the “+” icon and select
“Add Virtual Sub” from the dropdown.
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Company Accounts

Filter Card Selection | Select 3 value ~
I search Q
ic

=

ol Account Type Guarantor Name Balance Available Limit Stai Exp Date
Add Account

: sUs N Van MORRISON 10 ‘ 11/2025
VIRTUAL SUB N AP | PAYMENTS 0 000 03/2024

Add Virtual Sub m
GHOST SUS N ATTFIBER 51 08/2023
‘ suB N DAN MULLEN 5. 55 03/2025
Add Ghest Sub VIRTUAL SUEB N s $10¢ 03/2024
Us1o sSuUB N 5,00 $5,000 03/2024
0532 GHOST SUS N 32098 55,000 54,970 03/2027
4314 suB N 575 5201 03/2024
0508 CONTROL N ACCOUNTS 5,00 54392 03/2024
9291 sUB N CHARLES HAYWARD 3 51 04/2025
9101 sSuUB N DAN MULLEN $0.00 $50 $50 03/2025
5795 sUB N DAVID LUTHER 33325 3300 5265 04/2026

W << 112012 » M 100 | per page

Next, complete the online form. Use a cardholder name that Accounts Payable easily recognizes and
set the Spending Limit high in order to support 30-60 days of invoice payments. Click Submit.

Company Accounts

Add New Virtual Sub Account

**|MPORTANT NOTE** In order to begin using this new Virtual Sub Account, it must also be set up at Mastercard by your Financial Institution. As a result, we ask that you please notify your Account Manager at Pinnacle Bank before you create it.

Enter information in the fields below to establish a new Virtual Card Sub Account.

* indicstes & required field.

Name * First Middle Last ~

Spending Limit* |3 .00

xenei | N

Note: In order to begin using this new Virtual Sub Account, it must also be set up at Mastercard by the
Financial Institution. Please notify your Account Manager before it is created.

When activated by the Financial Institution, the main company landing page will display a tile called
“Enhanced Features”. Click this tile to access the Virtual Card features.

My Company

Company Alerts & Controls Program
Summary = Administration

Card Management Enhanced Expense Reports Reporting
Features
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Click the ‘Virtual Cards’ tile to access the payment and vendor features.

Enhanced Fescures

Enhanced Features

Selact one of the Enhanced Business Card Features below

The Virtual Cards landing page is now displayed. From this page, the authorized Program Administrator
can Pay Invoices, review/modify Payment Requests and Manage Vendors enrolled in accepting virtual
cards.

Note: A company’s vendors must be setup in the card portal prior to initiating payments.

My Company Company Summary Company Accounts Alerts & Controls Enhanced Features —

Virtual Cards

o

( 714

Pay Invoices Payment Requests Manage Vendors

VIRTUAL CARDS — VENDOR ENABLEMENT

For a vendor to process Virtual Card payments, they must first be able to accept credit cards as
payment and agree to accept the company’s virtual cards. All vendors will be populated and
maintained in the card portal by the company’s Program Administrators. Vendors can be added by
batch file or single entry directly into the portal.

To add, delete or edit a vendor record click the ‘Manage Vendors’ tile.

|‘-,-1'j,:' Com pany Company Summary Company Accounts Alerts & Controls Enhanced Features -

Virtual Cards

(ot

."-‘-
0,:\,

Pay Invoices

Payment Requests Manage Vendors
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To add a vendor manually, hover over the “+” and select “Add Vendor”. Fill in the required fields and
click the “Submit” button at the bottom of the screen.

Vendor ID comes from the company’s accounts payable system and must be unique by vendor.

Vendor Contact Email must be valid and accurate for the vendor to register their acceptance.

My Company Company Summary ~ Company Accounts  Alerts & Controls ~ Program Administration ~ Bank Account Manager ~ Card Management

@ Manage Vendors

7

Add Vendor

New Vendor Enroliment

Mailing Address

v

Miscellaneous Information

Vendor Notes

Enter company’s contact information so that vendors can contact the company should they have
guestions or changes in their card acceptance.

The system requires three default Vendor Payment Controls for each vendor
1. # of days a virtual card payment is valid
2. # authorizations allowed on a single virtual card
3. Default payment amount assigned to a virtual card:
e “Invoice payment amount only” (Best practice option) or
¢ “Invoice payment amount +/- a tolerance of” X percentage (select value for X)

For Cumulative amount the vendor/supplier may authorize — enter the virtual sub account’s credit
limit. This should be a high value supporting all virtual card payments over a 30 to 60-day period for

that vendor.

After entering all fields, click the “Submit” button.
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Company Contact Information

Vendor Payment Controls

virtual Card created for this vendor may be authorized before rendered invalid *

nveoice payment amount only

payment amount +/- tolerance of

plier may authorize on the Virtual Card

5000

I | X

Click the “Search/Maintenance” tab and search for a vendor and maintain vendor records housed in
the company’s vendor database.

@ Manage Vendors

=+

When a new vendor is enrolled, the portal automatically sends an email to the vendor contact input
and maintained by the company. This email serves several purposes:
* Guides the new Vendor through the remaining set-up process
* Informs the vendor they are set up as a virtual card payment vendor for company XYZ
* Suggests to the vendor that the incoming email address must be whitelisted to keep the
virtual card emails from being sent to SPAM/Junk folders

Once the initial email is sent, the vendor will review the enrollment information, access the portal and

input a custom alphanumeric secure code (up to 6 alpha-numeric positions). When completed, the
vendor contact will receive confirmation of enroliment via the card portal
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Vendor Enrollment
4
o noreply@MyApexCard.com € Reply ) Reply Al | —> Forward

To @ Michael Kavanaugh Thu 2/6/2020 2:07 PM

International Extrusion Corp, has now completed the initial set up of the Vendor/Supplier process. Once you complete the remaining steps, you will be able to receive payment for outstanding International
Extrusion Corp invoices using our paperless Virtual Mastercard.

To complete this set-up process please copy and paste the URL below to review the information we currently have on file for Mike Kava Co, and to establish a Secure Code that will be required to pay each
invoice.

https:// rBank.uatl.MyApexCard.com/enrollvendor?company id=834d9b231d1laf&vendor id=dg8f4f3e6ccl0s

If you have any questions about this process, feel free to reach out to International Extrusion Corp:

Contact Name: mike Kava
Contact Phone: 9959393938
Contact Email: mkavanaugh @corservsolutions.com

We look forward to working with you to enable quick, secure payment of your invoices. To make sure you receive your emails, please add noreply@MyApexCard.com to your safe senders list.

Sincerely,
International Extrusion Corp

VIRTUAL CARDS — PROCESSING COMPANY PAYMENTS

Companies can initiate virtual card payments to vendors in two ways. First, the Program Administrator
can enter individual virtual card payments to vendors one at a time manually via the card portal.
Second, the Program Administrator can upload a payment file from accounts payable for processing
multiple invoice payments to multiple participating vendors. Payment files must use the required .CSV
file format available from your financial institution.

To initiate a payment, click the “Pay Invoice” tile from the Virtual Cards home page.

My Company Company Summary Compar ounts  Alerts & Controls Enhanced Features Expense Reports

Virtual Cards

[aq

Pay Invoices

The Single Virtual Card Payment tab allows authorized Program Administrators to request a virtual
card for payment of an invoice or bill. Select the specific Sub Account and vendor name from the
dropdown boxes. Enter invoice information, invoice payment amount and Invoice description (required
fields). Complete optional data capture fields as needed by accounts payable or vendor/supplier.
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My Com pany ‘Company Summary Company Accounts  Alerts & Controls Enhanced Features Expense Reports

@ Virtual Card Request - Pay Invoice

Request Single Virtual Card Payment
tual Card Sub Accou cre

Select th: nt that will be used to create th ual Card

4 = Show Optional Fields 1-4 == Show Optional Fields 5-8 == Show Optional Fields 9-12

The Virtual Payment Card Controls section allows the Program Administrator to control how the single
virtual card will be used by that vendor. The system will populate the vendor’s default payment,
however, the values for these controls can be overridden if needed. When completed, click the
“Submit” button to order the virtual card number for that payment.

irtual Payment Card Controls

rhear Af Aavwe Far wehich Fhe et el Card will Fe oalic
mbober of days or which the Virtual Card will be valid

nhar Af fime
ogr ort e

A
'

=
m
i
5
[
(=]
=

linimum and maximum amocunt allowed for each Virtual Card authorization made with this card {select one of the three options below)

> Invoice payment amount only
(O Invoice payment amount +/- tolerance of

O Specific amounts (whole numbers only) Minimum Maximum

Cumulative amount the Venaor/supplier may authorize on the Virtu

When the virtual card is successfully generated, the Program Administrator is informed that the virtual
card has been created and an email is automatically sent to the supplier contact.

[5F]
(]
[sF]
=

Additional Information:

e The vendor email will contain information that allows the vendor to access the portal, provide
credentials (e.g. the vendor’s Secure Code) and retrieve the virtual card information

e This email will be valid until the card number is no longer valid

e Upon successful entry of the Secure Code by the vendor, the vendor can view and optionally
print the information:
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o Virtual Card #, Expiration Date, CVV code

o Amount
o Invoice remittance information
e Program Administrators can resend the vendor email containing the link to obtain the virtual

card payment information if necessary
e Program Administrators will be able to modify or close any open payments manually input into

the card portal

Virtual Card Payments by Batch File Upload — On this tab, Program Administrators can upload Virtual
card payment files directly into the Card Portal for automatic processing. This process is normally

completed by accounts payable personnel.

o Virtual Payment Cards generated on a batch basis will use the standard payment
controls pre-defined for each vendor and housed in the company’s vendor master file

o These invoice payment files, called “Virtual Card Payments File”, must contain the data
outlined in the standard payment file format

o The payment file format is .CSV and available through your Financial Institution

The “Virtual Card Payments File” tab allows authorized Program Administrators to request virtual
cards for payment of all invoices contained in the file. To upload the .CSV payments file, select the
Virtual Sub Account from the dropdown box. Next, click the “Choose File” button to locate the file and

upload it.

My Company

Cempany Summary Company A Administration Bank Account Manager Card Management

Enhanced Features Expense Reports Reporting

@ Virtual Card Request - Pay Invoice © open x
4 B > ThisPC > Desktop » v|® | search Desktop P
Organize v Mewfolder Bz~ T @
=
Single Virtual Card Payment & Pictures A" Name
CDF3 SmartData CDF3 SmartData
; ; Optimizat i
Upload Virtual Card Payments File Fmiz=tan Epense Reporting
select the Virtual Card Sub Account that will be used to create the Virtual Card(s) fro Product Optimization
Uploads Product
v Uploads
W This PC Validation
Ject file 1 . B 3D Objects @ Chris AP TestV2
select file location B9 Desktop @ Chris AP TestV3
& Documents
Choose File [ S ’
File name: |\ v‘ Microsoft Excel Comma Separa ~

To review the uploaded file, click on the “Review File” button. After review, click the Submit button. A
message will be displayed once the file is processed in the card portal.

Virtual Card Batch Payment File - Account Ending 4605

Your batch payment file has been processed successfully, and Virtual Cards have been created accordingly. The Virtual Card information for each Vendor has been sent to the Vendor at the email provided. The Vendor will need to open the email and follow the instructions in order to accass the
card number, expiration date, and CVV, See below for detalls.

Batch Payment Detalls - Account Ending 4605

Payment 1D Vendar ID Vendor Name Invoice # Inveice Date Invoice Amount Invaice Line Item VCN Last 4
12345 00001 Department of Transportation 00044 05/0472019 $25.00 1 5949
12346 00001 Department of Transportation 00056 05/04/2019 $50.00 2 5949
12347 00006 Office Depot B75AY 0572072019 $116.33 1 7389
Q-5968GAed 05/22/2019 $4,559.33 8 0527

12445 83694 Home Depot
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Additional Information:

e Once the payment file passes system edits, the payment requests are generated and sent for
creation of the virtual cards
o |[f the payment file rejects, a notification is shown at the top of the page
e Once the file is processed successfully, an email is generated automatically to the vendors
o This email will be valid until the card is no longer valid (i.e. status of the virtual card
indicates that the card has expired, the number of allowable uses exhausted, or the
maximum allowable spend exhausted — as applicable)
e Upon successful entry of the Secure Code by the vendor, the following information is displayed:
o Plastic Image
o Virtual Card #, Expiration Date, CVV code
o Invoice remittance Information
e [f the Vendor is not able to provide the Secure Code, display instructions on how they can retrieve
their Secure Code or request a new Secure Code
e Program Administrators will be able to resend the email containing the link to obtain the virtual
card information to the vendor via the card portal

VIRTUAL CARD PAYMENT REQUESTS AND HISTORY

Program Administrators (PAs) can view previously submitted Virtual Payment requests via the
“Payment Requests” feature.

My com pany Company Summary Com unts Alerts & Controls Enhanced Features Expense Reports

Virtual Cards

Lt

Pay Invoices

“Search” a custom date range to see a list of virtual card requests or select a recent request from the
list displayed. The screen will display the virtual cards and details that have been requested. Click the
“View/Modify” button to view the all the details of an individual payment request.

@ Virtual Card Payment Requests

Below is a listing of the Open/Active Virtual Payment Cards that have been requested for Click one of the options below to view details, modify, or request a replacement card
Search

Date range:

Text:

i
¥

Bl

Action Vendor Short Name VN # (Last 4) Virtual Sub
View/Modify Mike Co 9601 AP DAYMENTS.
Mike Co 0396 AP ENTS

View/Modify

Payment Type Barch ID Days | #Uses Auth Min/Max

View/Modify FLAST 1256 AP PAYMENTS
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From the payment details page, PAs can cancel a virtual card request by clicking the “Cancel Card”
button. Clicking on “Cancel Card” immediately cancels the card and it cannot be reversed. This will
render the virtual card unusable by the vendor to whom it was sent.

PAs can resend emails to vendors by clicking the “Resend Card” button. If necessary, the PA has the
option to modify Payment Controls, Notes and Miscellaneous Information before resending a manual
card payment request.

If payment is modified, click the “Save Changes” button. A notification email will automatically be
resent to the vendor.

Enhanced Features

My Com pany Company Summary Con ts Ale & Cc 0 1 Administration

@ Virtual Card Payment Requests

Il Resend Card Save Changes

Account Information: Virtual Payment Card Information:
virtuzl sub: AP PAYMENTS virtual Card Reguest Status: Approved
Virtual Card # (Last 4): 0396 + Show Card Details / t1D: 814836472

Vendor Information:

r ID: NewVendor1 ch D 265513698

Vendor Short Name: Mike Co Payment Date: 2023-03-02 17:12:18 PM EST

Virtual Payment Card Controls:

Mastercard Payment |D: 676715482

Authorizations

Show Authorizations

a . Number of days for which the Virtual Card will be valid:
Invoice Information e )
NVOICE # INVOICE LINE ITEM NVOICE AMOUNT NVOICE DATE “
Number of times the Virtual Card created for this vendor maybe authorized before it is rendered invalid
19 1 $65.55 2022-07-07
1
1 1 $64.45 2022-07-07
Cumulative amount the Vendor/Supplier may authorize on the Virtual Card:
$ 130.00

Minimum Transaction Amount
$ 130.00
Maximum Transaction Amount:

$ 130.00

A Program Administrator may download the historical data into a .CSV file by clicking the download
icon.

m Administration 3ank Account ger t Enhanced Features

My Com pany Company Summary Company Acco

@ Virtual Card Payment Requests

Cors
BEIOW 15 6 nanig wi wie wpernwncuve Virtual Payment Cards that have been requested for Corserv Holdings Inc. Click one of the options below to view details, modify, or request a replacement card
Search
Date range:
F e Ed  _|ToDate El
ext:
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A B € D E F G H | J

1 :Vendot Name  VCN #(Last4) Virtual Sub Date Requested PaymentType BatchID Days  Limit #Uses Max Amt

2 |House Depot 3903 Band 12/5/2019 Single 90 5000 6 5000
3 |Malmart 4309 B and 12/6/2019 Single 45 100000 1 100000
4 4

5 -

A

VIRTUAL CARD REPORTING

Click on the ‘Reporting’ tile to access the Virtual Card reconciliation report

Company omp Alerts & Controls Program
Summary = Administration

Card Management Enhanced Expense Reports Reporting
Features

The Business Card Virtual Card report will provide a means for companies to track, reconcile and
manage their virtual card requests and associated payment transactions.

A | Program Admin Virtual Card Reports » Columns > Presets > Exports >  Settings v

Show 25 % entries

[ Date Created T# l Company ID ] [ Virtual Card PAN Last4 l [ Cardholder Name l [ Transaction Date Post Date Payment 1D ] Days Valid For [ Payment Amount [ Transaction Amount Merchant Name
07/05/2022 VIWEP3KG 6136 AP INVOICE PAYMENTS 12345 15 250 $0.00
07/12/2022 VIWEP3KG 3231 AP INVOICE PAYMENTS 12 10 1237 $0.00
07/25/2022 VIWEP3KG 2035 AP INVOICE PAYMENTS 44445 10 100.01 $0.00
08/01/2022 VIWEP3KG 7928 AP INVOICE PAYMENTS 12 10 s $0.00
08/01/2022 VIWEP3KG 9225 AP INVOICE PAYMENTS 12 10 11.11 $0.00
08/01/2022 VIWEP3KG 5224 AP INVOICE PAYMENTS 123 15 12.21 $0.00
08/01/2022 VIWEP3KG 4824 AP INVOICE PAYMENTS 1234ABC 10 55.55 $0.00
08/01/2022 VIWEP3KG 0544 AP INVOICE PAYMENTS 1234CCC 45 65.55 $0.00
08/01/2022 VIWEP3KG 0544 AP INVOICE PAYMENTS 1234CCD 45 64.45 $0.00
10/17/2022 VIWEP3KG 6245 AP INVOICE PAYMENTS 12 15 555 $0.00
10/26/2022 VIWEP3KG 2094 AP INVOICE PAYMENTS 12345 60 1222 $0.00
10/26/2022 VIWEP3KG 6134 AP INVOICE PAYMENTS 12 60 2223 $0.00
10/26/2022 VIWEP3KG 341 AP INVOICE PAYMENTS 1234 60 2442 $0.00
11/11/2022 VIWEP3KG 7582 AP INVOICE PAYMENTS 125709 60 324 $0.00
11/11/2022 VIWEP3KG 7582 AP INVOICE PAYMENTS 125709 60 689.16 $0.00
11/11/2022 VIWEP3KG 7582 AP INVOICE PAYMENTS 125711 60 439.87 $0.00
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EXPENSE REPORTS

Expense Reporting provides functionality that allows employee cardholders to create, allocate and
electronically submit expense reports for approval and retention. The Expense Reports feature also
provides the following:

e Daily access to credit card transactions for inclusion in expense reports

e Entry of other eligible expenses, including mileage expenses, out-of-pocket cash expenses, and
expenses incurred on other credit cards

e Capture and retention of receipt images

e Submission of expense reports for management review and approval

e Configuration of report-level and expense-level information, along with notification options
e Accounts Payables data extract files

Expense reporting is an enhanced feature available on all business card products. To access this
feature, the financial institution must enable expense reporting for each company. Due to the
configuration requirements for setting up expense reporting, a separate Expense Reports Program
Administrator User Guide was created to help guide users through all the functionality available.

Expense Report - Details (Current Total: $379.01

Notes X Delete

FLEET CARDS

Fleet cards are specialized commercial cards used to control and monitor company expenses associated with
fuel and maintenance for vehicles or heavy equipment. The application for a Fleet Card captures initial setup

data for a company’s fleet card program.

There are two available fleet options, Driver-Issued Cards and Vehicle-Issued Cards. When the applicant makes
their choice, they are then presented specific fuel pump prompting options based on their choice.

1. Driver-Issued Cards
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2. Vehicle-Issued Cards
Fleet Card Options

Driver-Issued Card: Will be used by Driver/Authorizing Officer

@) Vehicle-Issued Card: Will be assigned to a Vehicle

No Prompting
@) Prompt for a Driver ID/PIN + Odometer Reading

Prompt for Odometer

Once the application is approved and the company account is established on the card platform, the company’s
fleet card program can be configured.

Enhanced Features — Fleet Cards. This feature allows the company Program Administrator to establish tables of
Driver IDs/PINs and/or valid Vehicle IDs/PINS used for validation purposes.

My Company

Credit Line M

Enhanced Features

gx

Fleet Cards

This configuration step is required only if the company requires their employee cardholders to enter IDs/PINs at
the fuel pump or point-of-sale. Do not establish the ID/PIN tables when No Prompting or Prompt for Odometer
Reading Only options are selected.

@ Enhanced Features

Fleet Administration

Driver/PIN Maintenance | Vehicle/PIN Maintenance

When a vehicle-issued card is used

a participating merchant, the point of sale device will prompt the fleet employee to enter their Driver ID/PIN and/or odometer reading. To support prompting for vehicle-issued cards, a list of the Driver ID/PIN's authorized to use a vehicle must be
maintained. Select the Add Driver to define a new driver. Select an existing driver from the table below to modify it

Current list of Drivers for

Driver ID/PIN Driver Name License Number License Exp Date Date Of Birth Notes Modified
%9 VEHICLE, PERSONAL 11/08/2021 2021-11-05 09:13:16 EDT / Edit [ Delete
001

2021-03-03 07:28:31 EST ZEdit T Delete

00 TEST, TEST

ZEdit [ Delete

10 v|per page
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When the employee cardholder enters an ID or PIN, it is validated against the company ID/PIN tables. If there is
a match on the ID/PIN, then the authorization can be approved.

My Company

ySummary  Company Accounts A s ministration  Credit Line I ntManager  Card h nt  Company Administration [ENSESRSIECSTNEN Memos

Reporting

@ Enhanced Features

Fleet Administration

Driver/PIN Maintenance /ehicle/PIN Mai

rds, a list of the Vehicle ID/PIN'S authori

by

Current list of Vehicles for

Vehicle ID/PIN & Desc VIN Plate Number/Exp Reg Exp MPG Tank Max Notes
. 021-1 9.000 EDT / Edit ] Delete
2021-02-01 12:16:34.000 EST / Edit 1 pelete
_ 00 0 2021-02-01 12:15:59.000 EST Z Edit il Delete

Company Accounts — To create additional Fleet Cards, complete the online cardholder form. If a vehicle-issued
card is being requested, type in the vehicle make and model for the first and last name. For example, Ford F250.
Also, create a DOB and SSN that can be easily remembered by the cardholder. This information is required when
accessing customer service to report a lost card or requesting service.

Company Accounts

Add New Account

Enter information in the fields below to establish a new account for an employee. A credit card for this new account
will be mailed to the address defined below.

Primary/Home Phone * (7]
Work Phone

Requested Spending

Do NOT input the name of the company in the Street Address field below. It will be automatically added as part
of the new account set-up.

North Carolina b :]

The bottom of the online cardholder form displays two fleet card options, Driver-Issued card or Vehicle-Issued
card. Depending upon the selection, the prompt options will display. Select the prompt preference for the card.
This data is stored in the chip and/or magnetic stripe of the card.
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Do NOT input the name of the company in the Street Address field below. It will be automatically added as part
of the new account set-up.

Street Address *

North Carolina - |:

Will the ne
Driver-issued Card 0

Vehicle-Issued Card @

e [

®) Driver-issued Card @

Vehicle-Issued Card @

No Prompting
Prompt for a Vehicle ID/PIN + Odometer Reading

Prompt for Odometer Reading Only

s [N

he new card be used by an Employee or will it be assigned to a Vehicle?

Driver-issued Card 0

@) Vehicle-Issued Card @

No Prompting
Prompt for a Driver ID/PIN + Odometer Reading

Prompt for Odometer Reading Only

Cancel Submit

Changing a Fleet Card’s parameters — Under the Company Accounts tile, select the fleet card from the account
list, then click on the Fleet tile.
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My Company

View Company Profile Transactions Statements Features

CVV Verification

Pinnacle Bank

Mastercard® Fleet

As Of: 03/14/2023

Credit Limic

Avail Credit: 52,500

Cash Limit: 50

Next, click on the Change button to

My Company

The basic settings for this fleet card are listed below

Setting Selection For This Card
View Company :
Type of Fleat Card Driver Issuad
Prompting Cption Vehicle Id & Odometer

CVV Verification

Mastercard® Fleet

Enter the fleet card maintenance changes. When the type of Fleet Card is selected, the corresponding prompt
options will display. After the prompt selection, click the Save button. The new fleet card will be created after 2
business days.

The basic settings for this fleet card are listed below

Setting Selection For This Card
vicw cunpany,
Type of Fleet Card Criver Issued
Prompting Option Vehicle |d & Odometer

CVV Verification

+ Change X cancel

Mastercard® Fleet

Fleet Card Options

As Of: 03114
Will the new card be used by this Employee cr will it be assigned to a vehicle?
Credit Limit: 52,500 - .
Avail Credit: 2,500 ®) Driver-Issued Card: Will be used by Driver/Employee
Cash Limit: $0 Vehicle-Issued Card: Will be assigned to a Vehicle
Avail Cash: 50 Would you like for the Driver/Employee to be prompted for Vehicle and/or Odometer Reading when using the card?
Last Stmu: MAA @) No Prompting
Last St Bal: $0.00 Prompt for a Vehicle ID/PIN + Odometer Reading
) Prompt for Odometer Reading Only
Current Balance: £0.00

Fleet Management Reporting — Select the Reporting tile to access the Program Administration fleet reports.
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Company ) Program
Summary Administration

Card Management [ Enhanced Expense Reports Reporting
Features

There are two fleet specific reports in the report’s menu. The L2/L3 Fleet report and the L2/L3 Select report
reports level 2 and level 3 transaction detail and point of sale prompting data to help companies manage and
monitor the fleet card program.

E] Welcome to the Reporting Portal ~ Reports~ Columns = Presets~  Exports culDE

{7 Approved Expense Download

Show ¢ entries
= ¢ Authorization Declines

8

‘ 7 Data Dictionary

|| Bxport || scheduled
¢ Expense Accounting Export ( (

¥ Fleet ID Table

Program Admin Account Details Favorite
¢ Holding Companies

Program Admin Expense Card Configuration 2 Key Volume Statstce Favorite

Program Admin Expense Expensed and Unexpensed {r L2/L3 Airlines Favorite

L L2/L3 Car Rental

Program Admin Expense Status Summary Favorite
77 L2/L3 Fleet

{7 L2/13 Foreign Transactions

7 L2/L3 Line Items Previous - 2 3 4 5 10 Next
¥ L2/L3 Lodging

Please be advised that this portal includes sensitive i Purchase Deta rs/accounts issued by Pinnacle Bank and may include information that Pinnacle has acquired from a third party credit bureau or is otherwise private and confidential. This information is Confidential
Information of Pinnacle Bank and as such its use is 1 applications and accounts. Use of this information for any other purpose is explicitly prohibited.

17 L2/L3 Select

17 L2/L3 Super

7 L2/L3 Transactions

| Business Card L2/L3 Select | Reports ¥ Columns ¥ Presets~ Exports ™ Settings ~
Show 25 & entries Sortby: PRIN x  PostDate * x
[ Company Name T ] [ Cardholder Name ] [ Card Last 4 ] [ Tran Date || PostDate ¥4 ] [ Merchant Name ] [ Merchant City ] [ Merchant Country ] [ Amount ] [ Oil Company Code || Odometer [ Driver ID ] [ NET Fuel AM

3569 02/28/2023  03/01/2023 SPEEDWAY 07912 1844 US  WILKESBORO UsA $65.17 9999 0136229 001629 $65.17
3802 02/28/2023  03/01/2023 TAKE S #45 CHARLOTTE USA $17281 $0.00
3802 03/01/2023  03/01/2023 MCDONALD'S F6602 NORTH WILKESB ~ USA $83.59 $0.00
2802 03/01/2023  03/01/2023 RACEWAY 6740 39167408 LINCOLNTON USA $59.43 33 $0.00
6752 02/28/2023  03/01/2023 LANDSCAPERS SUPPLY OF  GREER USA $32.08 $0.00
6752 02/28/2023  03/01/2023 SPINX #161 GREER usa $75.50 9999 0123456 1313 $0.00
2810 02/27/2023  03/01/2023 TIM'S MINI MART LOUISBURG USA $89.50 16 0079209 1444 $0.00
5115 02/28/2023  03/01/2023 MATAS MEXICAN BAR AND ~ SPARTANBURG ~ USA $37.79 $0.00
8563 03/01/2023  03/01/2023 7-ELEVEN 41332 NEWBERRY usa $58.78 112 0128819 00000000000001672  $0.00
6350 02/27/2023  03/01/2023 PPS - SURFACE LOT CHARLOTTE USA $17.00 $0.00
6350 02/27/2023  03/01/2023 PPS - SURFACE LOT CHARLOTTE USA $17.00 $0.00
6350 02/28/2023  03/01/2023 PPS - SURFACE LOT CHARLOTTE USA $17.00 $0.00
6350 02/28/2023  03/01/2023 PPS - SURFACE LOT CHARLOTTE USA $17.00 $0.00

You have reached the end of the Program Administrator User Guide. If you have questions or need
additional information, please contact customer service: 1.855.401.4743
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