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Overview

eZBusiness Card Management is a powerful credit card administration tool, which allows companies and program
administrators of commercial and business card accounts to manage their cardholder accounts. It allows financial
institution administrators and company administrators to do the following:

» Search and view the company hierarchy and detailed information about each level of the hierarchy, including
administrative information, balances, and processing options.

Search and view the accounts that are related to each level of a company hierarchy, and view detailed
information about the accounts such as, balances, transactions, and statements.

Search for transaction activity within a company hierarchy and view the details of those transactions.

Submit service requests to request updates of a company or cardholder level option.

Send online messages to other administrators and cardholders.

Make payments to the central billing account or individual cardholder accounts.

‘17

YVVY

Basic Hierarchal Structure

A basic hierarchy consists of a company and up to five sublevels. The hierarchal sublevels identify the various levels of
the organization such as subsidiaries, division, departments, and so on. Each level, company or sub-level, is a
separate physical record in the commercial card processing system.

ABC Company
{Sublevel 1)

Sales Information Technology
(Sublevel 2) (Sublevel 2)
Eastern Western
(Sublevel 4} Sublevel 4)
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Getting Started in eZBusiness

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Setting up your password and security account

Upon your first login to the eZBusiness site, users are required to change their password and create a Security
Account. After you log in for the first time and change your password, you must set up your security questions and
answers. The system prompts you in a few steps to set this up.

To log into eZBusiness Card Management, perform the following steps:
1. From the eZBusiness landing page, enter your Username.

1 signup | ContactUs | English ~

eZIBUSINESS

Continuous Modcrnization: Be an Industry
Change Agent

When you mrmdyow carear, what did the

financial scrvicesindustry look like? For some of us

it wasbronches, manual trades and lots of paper. |~
For othersiit was nothing but digital. For all of us,

the financiahsery indusuy'a" will be

dramaticallyditferent than what ’y

s Learn More

2. As you begin typing your Username, the Password field displays. Enter your temporary Password and click
Login.

Note:  The Additional Security window is displayed if it is determined that the risk score is high or the computer from which
the site is being accessed is not pre-selected as a private computer.

3. Once you enter your Username and Password, the Change Password window will be displayed. Enter your
Current Password, New Password and click Submit.

Change Password

Current Password Snter your password @

New Password @

Confirm New Password
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4. A pop-up will be displayed telling you that you have successfully changed your password. Click OK.

5. After you change your password, the RSA Enrollment page is displayed for you to set up your security questions.
Answer the questions and if you are using a personal device, click the Personal Device box. Click Submit.

RSA Enrolment

RSAQuestion]
Your Answer @
RSAQuestion2
Your Answer @
RSAQuastion3
Your Answer @

RSAQuestion&

Your Answer @

) Personal Device

6. A pop-up will be displayed telling you that you have successfully enrolled in RSA. Click OK. Your default landing
page will be displayed.

IMPORTANT!
=> If the admin user registers a computer/device, the system recognizes that admin user, and are less likely to be challenged
during future logins. It is important that public devices are not registered. If someone tries to use that device to log into the
admin’s account, the system challenges them by going through the Out of Band authentication process. Refer to the topic
Out of Band Authentication in this chapter for more information.

Login Authentication (RSA)

Each time a user logs into eZBusiness, login authentication is performed. If the system detects a difference, the user is
challenged using Out of Band authentication. The following are examples of when the user is challenged:

» The user logs in to eZBusiness from a device other than the one where security questions were originally
setup and answered (for example, the user logs in from a laptop but originally set up their account from a
desktop).

The user did not register their computer or other device when they previously logged in from it.

The user logs in from an IP address that has had known fraud occur.

The geographic locations of consecutive logins are different, for example, the user logged in from Florida and
then logged in from California five minutes later.

The login was not consistent with the user’s login behavior.

YV YVYV

Out of Band Authentication

Out of Band Authentication is a form of authentication that sends a one-time security code to the user by way of a
phone call, text or email. Out of band authentication is required when the user fails login authentication.

Additional Security For Your
Protection

Select your code delivery method
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The security code can be generated by one of the following options:

> Email — The security code will be sent to your registered email address.
» Text — The security code will be sent via a text message to your registered mobile number.
> Phone — The security code will be delivered via a phone call to your registered phone number.

Email and Text Option

1. Click on the option that you prefer — Email or Text.

Additional Security For Your
Protection

Select your code delivery method

Cancel

2. The security code will be sent to you via the chosen method and the Security Code window will be displayed.
Enter the Security Code that was sent to you via email or text. If you are on a private computer, check the “This
is a private computer. Please register it.” box and click Continue.

Security Code

Enter Your Security Code

Sec

/_hls is a private computer. Please register it

Cancel eIVl

3. Your default landing page will be displayed.
Phone Option

Note:  Registered phone numbers with extensions or where an IVR must be navigated cannot use this option.
1. Click the Phone option.

Additional Security For Your
Protection

Select your code delivery method

Cancel
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2. The security code will be displayed. An automated call is generated to the phone number registered for your
account in eZBusiness. When the call is received, press the hash/pound key (#) followed by the security code that
is displayed on the application window. The security code is verified and the Continue option is enabled.

- Security Code

[Sec urityCodePhone 008878 ]

callinProgessNote

' |This is a private computer. Please register it

3. If you are on a private computer, check the “This a private computer. Please register it.” box and click
Continue.

Security Code

SecurityCodePhone 008878

CallinProgessNote

[JThis is a private computer. Please register it ]

Cancel

4. You will be directed to your default landing page.

Logging In
To log into eZBusiness Card Management, perform the following steps:

1. From the eZBusiness landing page, enter your Username. As you begin typing your Username, the Password
field displays. Enter your Password and click Login.

eZ|BUSINESS

Continuous Modernization: Be an Industry
Changc Agent

When you started your career, what did the
financial sepvicesindustry look like? For some of us

— Leam More

Note:  The Additional Security window is displayed if it is determined that the risk score is high or the computer from which
the site is being accessed is not pre-selected as a private computer.

2. You default landing page is displayed.

NOTE: The default landing page is determined by the user’'s Admin Profile and is set up during the implementation process.
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Forgot Password

The Forgot Password feature allows users to gain access to their account by following a series of steps. If you forget
your password, perform the following steps to reset it:

1. Click Forgot Password?

2. The Confirm Your Identity window will be displayed. Enter the Security Answer and click Continue. The
temporary password will be sent to the e-mail address registered to the account in eZBusiness.

Confirm Your Identity

Username:
Security Question: Onwhat street was your favarite job locatedd?

Security Answer:

Eie m

3. Once you receive the email with your temporary password, go back to the eZBusiness login page. Enter your
Username. As you begin typing your Username, the Password field displays. Enter your Password and click

Login.

1 signup I Us |l English~

eZIBUSINESS

Continuous Modernization: Be an Industry
Changc Agent

When you started your career, what did the

financial sepvices industry look like? For some of us

it was branches, manual tradesand lots of paper
For others)it was nothing but digital. For all of us,

the financial services industry of 2020+ will be

dramatically@ifferent thanwhat 'q(

s Learn More

4. You will then be prompted to change your password. Enter the temporary password in the Current Password field
and then type your new password in the New Password and Confirm New Password fields. Click Submit.

Change Password

Current Password ENter your passw A

New Password ST vouT FYEvY DESSYaR @

confirm New Password T . o @
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Forgot password and not enrolled in a security account

If a new user attempts to use the Forgot Password feature, but has not established their security account, a
message appears on the Enter Your Password screen advising that this feature is not available because their
security account has not been set up. The user must contact their security administrator for assistance.

Managing Your Password

If you forget your password, and the forgot-password option is not available to you, please contact your system
administrator to issue you a temporary password. Once you enter your temporary password, you will be prompted to
update your temporary password with a permanent password.

If you want to change your password, the Change Password feature is available n eZBusiness. An Admin user who is
logged into eZBusiness can self-manage by selecting Change Password.

B3 My Links v Tomimiin i oo~
Inbox
ﬁ Home Sign out
Good Morning, ) ! o
ged in on 07/18/2013 at 08:13:0°
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General Navigation

IMPORTANT!

= Depending on your security rights, you may or may not see all the options shown in this guide.

Home Page Overview

Company Srapiher

-

Testar

T

[ 4

Quaick Links

Ugent frenss

Compuny Activiey

Declined Transacsons

The table below describes the elements of the Home page:

Side Navigation Bar

Link to the modules within eZBusiness that you have access to.

Language Option

Based on the financial institution’s setup, additional languages are available. To change the language,
select from the drop-down list.

Links

There are two quick link options on the home page:
= A drop-down list at the top of the page
= A Quick Links section in the middle of the page.

Company Snap Shot

Provides a snapshot of company’s financial status.

Urgent Items

Provides information related to items that require immediate attention

Declined Transactions

Provides information related to Declined Transactions related to the company.

Company Activity

Provides a snapshot of company activities.
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Aa Important Information

You have O unread notification

¥ New Messages

You have 2 unread notifications

= To-Do List

You have O Incompleted task

Alerts / . . . . . . . . .
Important The Alert icon on the right side of the home page displays important information that requires action.
Information

The Message icon on the right side of the home page displays if you have any unread Messages.

Messages Provides the user with the ability to create a list of tasks to be completed.

Io-Do List

Important Information

Provides the user with a snap shot of important items.

a Important Informations

You have 3 unread notifications

A Message Subject 542 PM
: it -

A Message Subject 537 PM

A Message Subject 1048 AM

New Messages

Shows new messages that have been received. Click the View link to view the message or click Ignore to move
to the next message. Any message marked as Urgent will appear in red.

New Messages

You have 3 unread notifications

Message Subject 537 PM
edit test 2 by user class

Message Subject 10:48 AM
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To-Do List

The To-Do List provides users with the ability to prioritize a list of tasks that needs to be completed. The Admin
user can define the list of items in this section.

i= To-Do List

You have 2 Incomplete task

O Test Task

Accessing Pages Within eZBusiness

The left-hand side menu is used to navigate to various functionalities within the site. The icons that you see in the
menu are based on your security rights. Click on an icon and a list of sub-menu icons display allowing you to navigate
to pages to perform different functions.

®
@
L FE
-
_e. B
'—‘I

Site Help

Help is available within the site. When you see the information icon in a section header, click the icon and the
help section will be displayed.

| User Enrollment Details B |

Below is an example of the site help:
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My Links

The My Links link located at the top of each page allows you to add a link to the pages that you use most. Go to

the page that you want to add and then click the + icon next to My Links. You can delete a page by clicking the
Delete icon next to that page in the list.

&=}y Links -

Section Headers

Clicking the up icon on the right side in a header field minimized that list of items.

Urgent Items ~

Search Filters

On each of the search pages there is a Manage Filters button. You can determine the fields that you would like
to see on each page clicking the Manage Filters button and selecting your search preferences for that page.
The search options will vary based on the type of search.

J Manage Filters =
¥ Hierarchy Leve
¥ Company ID
¥ Company Name

¥ Status

Downloading Lists

Some lists within eZBusiness can be downloaded. You can download the search results to the following
formats:

Excel/Spreadsheet (.csv) format

Excel

Text (tab spacing) format

To download search results, perform the following steps:

1. Click the Export icon.

| |
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2. The export options will be displayed. Click the format option that you want and save the file to a specified location
on your computer.

BEEER -

Note:  Selecting All Columns will download all available columns. Selecting Configured Columns will only download the
columns that you have selected in the view.

Configure Columns

The columns of some search result lists within eZBusiness can be configured to show the information that you prefer
for that search page.

To change the columns that are displayed in a results list, perform the following steps:

1. Click the Configure Columns icon.

K-

2. Select the columns that you would like displayed by checking the box next to the item in the drop-down list.

(:::.'r b

poraton

¥ Account Number

-

Note: The maximum number of columns that can be displayed is 8.

Updating Columns Within a List

The update icon Z nextto a field allows you to update the information from that screen.
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Company Home Page

The Company Home Page provides insight to high-level information. From the home page, Admins can:

5

%

View financial details

Access available features

Access transactions

View items that require immediate attention

5

%

5

S

5

%

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Company Snapshot

The company snapshot provides a high-level view of the financial details.

Company Available Balance
Outstanding Authorizations
Company Amount Due
Company Due date

Cash Limit

Available Cash

Credit Limit

Available Credit

>
>
>
>
>
>
>
>

Company Snapshot

Home Page Quick Links

The Quick Links that are available based on your security access are:

SSO to VISA

Make a payment

Reports

Online Request

Account Overview

Manage Admins

My Alerts

Manage Expense reports
Expense Management Setup
Bulk Management

VVVYVVVYVYYVYY

Quick Links ~
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Urgent Iltems

The top ten urgent items will appear in the Urgent Items section. The priority of the urgent items is:

» Past Due: If an account is past due and you have security rights to make a payment, a link will be displayed to
make a payment.

Account Over Limit: If an account is over the credit limit and you have security rights to change the credit limit,
a link will be displayed to make a credit limit change.

Online Requests Pending Approval: These items would only appear if you have approval rights.

Card Activation: These items would only appear if you have approval rights.

Payment Due in 5 Days: A payment due item appears five days before the payment is due.

VVV V¥

Urgent Items A

Declined Transactions

This section provides a list of transactions that were declined within the last 24 hours. Users can view up to ten
declined transactions within this section. The More link will redirect you to the declined transactions page.

Deddiond Transacion

Company Activity

This section provides an overview of the transactions that have occurred within the company. Admin users will be able
to view:

The number of transactions declined vs approved for an active company by date range or month.
The number of active customers vs inactive customers by date range or month.

Approvals in the queue that are pending approval.

Spend by date range or month.

YV VVY

Company Acoviry
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Account Management

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Cardholder Account Search

The Search Cardholder page allows you to search the database for individual commercial and business cardholder
accounts. You can search within all company hierarchal levels and sublevels that you have access to. To search for a
cardholder in Account Management, perform the following steps:

1. Click the Account Management icon and then the Search Cardholder icon.

2. The Search Cardholder page is displayed. Enter one or any combination of search options and click Search.

z

Cardholder Search Resules -~

Note:  All accounts that you have access to will be displayed in the Cardholder Search Results before you enter the search
criteria. Search criteria only needs to be entered if you want to filter down the list.

3. The Cardholder Search Results section is displayed.

Search Cardholder

n Hierarchy Leve u First Name u Last Name n Username E 16 digit or last 4 Acct #
Phone Number u Social Security Numbel n Email Address 1
Manage Filters ~

Cardholder Search Results ~
showing |10 ¥ |Cardholders [F 3
Corporation Account Number Business contact Name Username Company Address Line 1 Status  Actions
NATIONAL BANK OF TESTING 400 9 KB TEST LETTER 11601 ROOSEVELT BLVD & a
MNATIONAL BANK OF TESTING 400555 024] SCOTT § SMITH-DOE T601 ROOSEVELT BLVD ; a
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The table below describes the search elements available on the Search Cardholder page.

Hierarchy Hierarchy level

First Name Cardholder’s first name.

Last Name Cardholder’s last name.

User Name Cardholder account user-defined name

When searching by account number, you must enter the full 16-digit or last 4 of the credit card
Account Number

number.
Phone Number Cardholder’s phone number
Social Security Number Cardholder’s Social Security number.
Email Address Cardholder's Email address on file in eZCardInfo (MyCardStatement).

The below table describes the icons available in the Cardholder Search Results section:

Emulate the cardholder

View Cardholder Details page

Account status is open

Account status is closed

= % e 00

Download

Note:  You can also search for a cardholder from the Company Management module.

Downloading Cardholder Search Results

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Cardholder Search Results section.

Cardholder Scarch Resuls ~

2. Click on the format option that you want and save the file to a specified location on your computer.

=
| mpEEm =
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View Cardholder Details

To view the cardholder’s Account Details, perform the following steps:

1. Click the Account Management icon and then the Search Cardholder icon.

2. The Search Cardholder page is displayed. Enter one or any combination of search options and click Search.

IHB

SearchQ Manage Filters »

Cardholder Search Results

3. From the Cardholder Search Results section of Account Management, click on the View Cardholder Details

icon.
Candholder Search Resulw -
3
i A Bl It Ackdress Ling 1 Statiss AR
ATONALBARKOETESTHG  4008S M EWARD DOE > 80K 18 2 (@]
4. The Cardholder Detail page is displayed.
Search Cardholder Cardholder Details
JANE DOE Imporrant Infarmation a ~ Hierarchy ~
Wa
547350 0402)
0 .
o
[ =
L s
- More
Er
User Enrollment Details A Account Summary and Payment Information rs
ser Enrallment Status / User Activty rolle Minimum Payment Due
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The Cardholder Details page contains five sections of information:

Cardholder Profile

Important Information

Hierarchy

User Enrollment Details

Account Summary & Payment Information

VVYVYYVYYV

Cardholder Profile

You can view the cardholder’s contact information in the Cardholder Profile section. There are also links to:

View Payment Activity

View Association Accounts
View Statements

View Online Request Activity

VV VYV

Click the More Info icon to see additional user information.

SYSTEM ADMIN

BRADLY TEST. (400355****0209)
(4005355****2766)
o
o
¥ 125 ANY AVE APTI TEST-ADDR-2
FORT WASHINGTOMN 20744 MD
_ . o . Enroliment Status Mot Enrolled
Prev. Account #: £00555™"0308
Username MIA
Enroliment Not Enrolled ~ e
Expiration Date RS
Status
Less Info
Username INSA -
Evening Phone 727) 227-5151
Expiration Date 092018
ther Fhone
Dayv Phone
lother's Maiden MIA
Mame
DOB M
View Statements [} © SSH Last & /A

View Online request activity [ ©

View Statements [l ©

View Online request activity |§ ©
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View Statements

To view a cardholder’s statements, click the View Statements button in the Cardholder Profile. A new page will be
displayed with the cardholder’s statements.

BRADLY TEST
(400555****2766)

Enrollment

Status

Username: A
Expiration Date: 092018

| view Staternents [l © |
View Online request activity [l ©

View Payment Activity

To view a cardholder’s payment activity, click the View Payment Activity button in the Cardholder Profile.

BRADLY TEST
(400555****2766)

O

¥ 123 ANY AVE APTI TEST-ADDR-2
FORT WASHIMGTOM 21 h

Prev. Account #:

Enrollment

Status:
Usermname: MA

Expiration Date:

View Statements i ©
View Online request activity [} ©
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View Associated Accounts

To view a cardholder’s associated accounts, click the See Associated Accounts button in the Cardholder Profile.

BRADLY TEST

(400555****2766)

W23 ANY AVE APTI TEST-ADDR-2

o

Enrollment

Status:
Username

Expiration Date: Q9/2018

View Statements [} @
View Online request activity [l ©

View Online Request Activity

To view a cardholder’s online request activity, click the Online Request Activity button in the Cardholder Profile.

BRADLY TEST

(400555****2766)

@123 ANY AVE APTI TEST-ADDR-2
FORT WASHINGTON 20744 MD

o

Prev. Account #: £00555""0308
Enrollment Mot Enrolled
Status

Username: M/A

Expiration Date: 092018

| View Online request activity [l © |
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Important Information

The Important Information section displays important information about the account (past due details, declined
transaction details, etc.).

Important Information _‘

The declined Transaction of $15.00 has occured

More

Click More to see additional information, if needed.

Hierarchy
The Hierarchy section displays the Corporation, Association, and Institution when the Cardholder Details page
displays.

Hierarchy ~

stitution Default Institution (000000)

Click More to see additional information.

Hierarchy #
Hierarchy
Flastic Type Visa Cards Processing System BZK
T ) Corporatior NATIONAL BANK OF TESTING (88000

Configuration Details €
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Click View Configuration Details to open the Configuration Details section.

(Ionﬁgumtinn Details x

g[10 ¥ | Configuration Keys

Key Name Key Value

ninConsole Receiptimaging Tue

OnlineRequestCommercial EnableOnlineReguest true

{0} field is required

New password must contain [0} upper case characters

true
TypeofApproval OnlineRequest OnlineRequest
Triple DES key EZB
Triple DES.iv APM

Showing 1-10 (1338 Hierarchy) | First Z 34 5 6 7 8 9 10 = Llast

User Enrollment Details

The User Enroliment Details section displays the User Enroliment Status in eZCard, User Account Status, and User
Profile Status when the Cardholder Details page displays.

User Enrollment Details P
User Enrallment Status / User Mot Enrolled
Activity

Active

Active

-

Click More to see additional information and perform actions on the account.

User Enrollment Details »
Activity Status Last Activity Date Actions

User Enroliment Status / User Activity Not Enrclled B E

Failed Enroliment Attempt 0

User Security Status (RSA| Not Enrolled a

User Account Status{Locked / Unlocked) Unlocked B

User Praofile Status{Locked / Unlocked) Unlocked

Security Inactivity Lock N/A B

Password Failures / Generate New Password o]

User Enrollment Status (Only 1D} Not Enrolled

User Lock Status (Only 1D} N/A
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The below table describes the elements of the User Enrollment Details Section:

User Enrollment Status / User Status of the user’s enrollment in eZCard. Allows you to delete the user link and enroll the
Activity cardholder.
Failed Enrollment Attempt Displays the number of failed enrollment attempts and allows you to reset, if needed.

Displays the status of the user’s security account and allows you to delete the user’s security

User Security Status (RSA) account, lock/unlock the security account and view the user’s security history.

Sﬁ:eorCAl‘((;((:j())unt Status (Locked / Displays the status of the user’s account and allows you to lock and unlock the account.

User Profile Status (Locked /

Unlocked) Displays the user’s status and allows you to lock and unlock the account.

Displays the user’s inactivity status and allows you lock and unlock the user’s account and

Security Inactivity Status view activity.

Password Failure / Generate New

Password Displays the number of password failures

Shows if the cardholder is enrolled in Only ID. You will only see this option if you are enrolled
in Only ID.

Displays the status of the user’s Only ID log in account. You will only see this option if you are
enrolled in Only ID.

User Enrollment Status (Only ID)

User Lock Status (Only ID)

From the expanded User Enrollment Details section, you can perform additional actions by clicking on the icons:

User Enrollment Status / User Activity

D Delete User Link — Icon only appears if the user is enrolled

B Enroll cardholder

=  View Activity Summary
Failed Enrollment Attempts

E]  Reset

User Security Status

D Delete the user’s security account

ﬂ B Lock/Unlock the user’s security account

E View the user’s security account history
User Account Status

ﬂ B Lock/Unlock the user’s account
User Profile Status

B B Lock/Unlock the user’s account
Security Inactivity Lock
B B Lock/Unlock the user’s account

E View Activity Summary
Password Failures

u Generate password
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Account Summary & Payment Information Section

The Account Summary & Payment Information section displays the Minimum Payment Due, Payment Due Date
and Account Balance when the Cardholder Details page displays.

Account Summary and Payment Information -~
Minimum Payment Due: 50.00
Payment Due Date 0607,

Account Balance 5260.00

More

Click More to see additional information.

Account Summary and Payment Information x

Account Summary

Account open date 10/28/2007

Block/Reclass:

Payment Informaticn
Allows Online Payments Yes Minimurm Payment Due: N/A

Paymen

Last Payment Amount N/A

Last

Enrolling a Cardholder in eZCard

To enroll a cardholder in eZCard, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enrollment Details section to display
additional enrollment details.

User Enrollment Details ~

User Enrollment Status / User Mot Enrolled

Activity

Active

Active
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2. Click on the Enroll icon in the User Enrollment Status row.

User Enrollment Details »*
Activity Status Last Activity Date Actions

User Enrollment Status / User Activity Mot Enrolled @B

Failed Enrollment Attempt 0

User Security Status (RSA Not Enrolled =
User Account Status{Locked /Unlocked) Unlocked n

User Profile Status(Locked / Unlacked) Unlocked

Security Inactivity Lock /A a

Password Failures / Ge 0

User Enroliment Status (Only Not Enrolled

User Lock Status (Only 1D} NfA

3. The Enroll User screen is displayed. Complete all the fields and click Confirm.

User Enrollment Details

Enroll User
Email Address 1
Confirm Email Address:

Username

Mick Mame:

Emulating a Cardholder

If you are a company administrator, you can emulate, or view an enrolled individual cardholder’s online account to
understand what the cardholder is viewing on eZCardInfo (MyCardStatement).

To emulate a cardholder, perform the following steps:

1. From the Cardholder Search Results page. Click on the Emulate User icon for the appropriate cardholder.

Cardholder Search Results ~
Showing (10 ¥ |Cardholders I3
Corporation Account Number Business contact Name Username Company Address Line1 Status  Actions
NATIONAL BANK OF TESTING £005535"" 0233 VPN TESTING passmarktest 601 RCOSEVELT BLVD a a

Note:  The Emulate Cardholder option is not available unless the cardholder is enrolled in eZCardInfo (MyCardStatement).
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2. eZCardInfo.com (MyCardStatement.com) automatically launches allowing you to view the cardholder’s account
online. By default, the eZCard (MyCard) Home page provides a summary of their account.

@ ezcord National Bank of Testing

HOME  TRANSACTIONS ~ PAYMENTS  STATEMENTS  ACCOUNT SERVICES  CARD ACTIVATION  ALERTS

Welcome, EB TEST! o

Recent Transactions @

= Pending Transactions (0)

Locking a User and/or Account

To lock a user’s account, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enroliment Details section to display
additional enrollment details.

User Enrollment Details ~

User Enroliment Status / User Activity Not Enrolled

nt Status(Locked / Active

2. Click on the Lock icon in the User Account Status row.

User Enrollment Details x
Activity Status Last Activity Date Actions

User Enrollment Status / User Activity Not Enrolled B E

Failed Enrollment Attempt a

User Security Status (RSA) Not Enrollec (O]

User Account Status(Locked / Unlocked) Unlocked ﬁl

User Profile Status{Locked [ Unlocked) Unlocked &

Security Inactivity Lock N/A B

Password Failures / Generate New Password 0

3. When you click on the Lock icon to lock a user, a box displays to enter the Reason that you are locking the
account. Select the reason from the drop-down list and click the checkmark.

| User Account Status(Locked [ Unlocked) Unlocked ﬂ Select Reason v x

4. A message will display stating the account has been locked.
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Unlocking a User and/or Account

A user can get locked out by an administrator using the steps above or by failing to enter their password correctly after
three attempts. You can unlock a user or an account from the Account Details page.

To unlock an account, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enroliment Details section to display
additional enrollment details.

User Enrollment Details ~

-

2. Click on the Unlock icon in the User Account Status row.

User Enrollment Details

Activity Status Last Actiwity Date Actions

3. A message will display stating the account has been unlocked.

Resetting a Password

If the cardholder requires a new password, a temporary password can be automatically generated and sent to the
cardholder’s email address.

To generate a new password, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enroliment Details section to display
additional enrollment details.

User Enrollment Details ~

User Enrollment Status / User Activity: Not Enrolled

ount StatusiLocked Active
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2. Click on the Generate Password icon in the Password Failure row.

User Enrollment Details x
Activity Status Last Activity Date Actions
User Enroliment Status / User Activity Not Enrolled B a
Failed Enrollment Attempt 0
User Security Status (RSA) Not Enrolled E
User Account Status(Locked [ Unlocked) Unlocked n
User Profile Status(Locked / Unlocked) Unlocked
Security Inactivity Lock /& B
enerate Ne 0 21

3. A message will appear stating a new password was generated.

Deleting a Cardholder from eZCard (MyCardStatement)

You can delete a cardholder from the eZCardInfo (MyCardStatement) using the Account Details page. Please note
that this does not delete the cardholder from the mainframe system. If the cardholder wants to access the system after
they have been deleted, they would be required to enroll again or be enrolled using the manual enroliment process
outlined below.

To delete an account from eZCard (MyCardStatement), perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enrollment Details section to display
additional enrollment details.

User Enrollment Derails ~

2. Click on the Delete icon in the User Enrollment Status row.

User Enrollment Derails b4
Activity Status Last Activity Date Actions
User Enrollment Status / User Activity Enrolled 1010/2014 ga
Failed Enrollment Attempt Q B
User Security Status (RSA) Not Enrolled a
User Account StatusiLocked / Unlocked) Unlocked ﬂ
User Profile Status{Locked / Unlocked) Unlocked ﬂ
Security Inactivity Lock No 10/04/2010 B
° a
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3. A Notification message will be displayed asking “Are you sure you want to delete enroliment?”. Click Yes to
proceed or No to cancel the request.

Arictification! »

Are you sure want to delete enroliment m

4. A message will display stating the user was successfully deleted.

&/ User deleted sucessfully.

Locking/Unlocking a User’s Security Account

A cardholder can get locked out of their Security Account due to failing to answer security questions correctly. Once
logged in, a customer service representative may lock or unlock a cardholder in their Security Account through the
Account Details page.

To lock or unlock a User’s Security Account, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enroliment Details section to display
additional enrollment details.

User Enrollment Details ~
User Enrcliment Status [ User Activity Not Enrolled

\coount Status(Locked / Active
User Profile Status(Locked / Active

2. Click onthe Lock or Unlock icon in the User Security Account Status row. A message will display stating the
account was successfully locked/unlocked.

User Enrollment Derails x
Activity Status Last Activity Date Actions

User Enroliment Status [ User Activity Not Enralled Ba

Failed Enrollment Attempt (4]

User Security Status (RSA) Not Enrolled (v a] al

User Account StatusiLocked [ Unlocked) Unlocked n

User Profile Status{Locked / Unlocked) Unlacked

Security Inactivity Lock N/A B

Password Failures / Generate New Password 4]
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The below table describes the icons available for User Security Account Status:

Delete the user’s security account

n Lock/Unlock the user’s security account

View the user’s security account history

Deleting a User’s Security Account

If the Cardholder has forgotten all their security questions, they can be deleted from their Security Account. This allows
them to log in again and create a new Security Account profile. Once logged in, customer service representatives may
delete the Security Account.

To delete a User’s Security Account, perform the following steps:

1. From the Cardholder Details page, click the More button in the User Enrollment Details section to display
additional enrollment details.

U)L‘l' El’ll’(]“lTICI'I[ D(_‘[:lil!; ~

User Enrollment Status / User Activity: Not Enrolled

unt Status(Locked | Active

-

2. Click on the Delete icon in the User Security Account Status row.

User Enrollment Details »*
Activity Status Last Activity Date Actions

User Enrollment Status / User Activity Not Enrolled B a

Failed Enrollment Attempt 0

User Security Status (RSA) Not Enrolled ola al

User Account Status(Locked [ Unlocked) Unlocked ﬂ

User Profile Status{Locked / Unlocked) Unlocked

Security Inactivity Lock N/A B

3. A message will be displayed asking if you are sure you want to delete RSA Enroliment for the user. Click Yes to
continue with deleting the security account or click No to cancel the request.

Anotification X

Are you sure want to delete RSA Enroliment “

Note:  The cardholder is asked to set up a Security Account the next time they log into eZCard (MyCardStatement) after this
step.
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The below table describes the icons available for User Security Account Status:

Delete the user’s security account

n Lock/Unlock the user’s security account

View the user’s security account history
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Company Management

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Company Search

The Company Search page allows admins to search for a specific company. This feature can also be useful in
locating specific cardholder accounts within a company.

Note:  This feature is only available to administrative users with the proper security access rights to this information.
To search for a company, perform the following steps:

1. Click the Company Management icon and then click Search Company.

2. The Company Search screen is displayed. Enter the search criteria and click Search. The Company Search
Results page is displayed.

[ SearchQ ] Manage Filters »

Company Scarch Results -
o

A oBooBe
00000012 COMMUNITY BANK TEST ACCOUNT 2 Of (s]a]v]o]s]

Note:  All the companies that you have access to will appear in the Company Search Results section. You will only
need to search for the company if you want to limit the number of companies displayed in the results.

The table below describes the elements of the Company Search page:

Hierarchy Company hierarchy level

CompanyID Company’s Company ID

Company Name Company’s Name

Status Status drop-down: Open, Closed or Inactive

The below table describes the icons available in the Company Search Results section:

E)  configure company

e View hierarchy
n Online request

EI Account list
B Payments
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View Company Hierarchies

The View Company Hierarchy allows you to view a single company and any related sub-levels. To view the company
hierarchy, perform the following steps:

1. From the Company Search Results page, click the Hierarchy icon.

Company Search Results -
Showing |10 ¥ (Companies E-13
System = Association + Corporation ~ Company~ Company Name~ Status  Actions

B2K a5 880001 00000066 THE FLOWER SHOP Open ‘ﬁnm

2. The View Hierarchy page is displayed.

n Hierarchy Id H Hierarchy Name Select Status v

System Association Corporation Company Company Name Status Actions

B2K 85 880001 00000066 THE FLOWER SHOP Open ﬂnga

View Hierarchy (THE FLOWER SHOP )

Showing 10 ¥ jsubleve

Hierarchy Hierarchy Name Status Actions
22 LAWN AND MORE (o]
3-30000003 LAWN AND MORE B

Note:
»  If your security access profile gives you access to more than one company, click the company name to display the
company hierarchy. If you have access to only one company, only that company hierarchy displays.

The below table describes the icons available on the View Hierarchy page:

m View account list for that hierarchy level

The table below describes the elements on the View Hierarchy page:

Hierarchy ID A unique ID number assigned to each hierarchy.
Hierarchy Name The company name used in the hierarchy.
Status The status of the company’s account—Open, Closed, Inactive.

View Account Lists within a Hierarchy

You can view account list based on hierarchy level by clicking the Account List icon next the hierarchy level on the
View Hierarchy page.

View Hierarchy (THE FLOWER SHOP )

Showing (10 ¥ Sublevel
Hierarchy Hierarchy Name Status Actions
2 - 20000001 LAWN AND MORE Open
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View Company Account Lists

The Accounts page provides a list of cardholder accounts that belong to a specific company. To search and/or view a
list of company accounts, perform the following steps:

1. From the Company Search Results page, click the View Accounts icon next to the specific company.

Company Search Results

~
Showing (10 ¥ |Companies =13
System ~ Association « Corporation ~ Company™ Company Name~ Status Actions
BZK 85 880001 00000066 THE FLOWER SHOP Open aﬂ ¥ $
2. The Accounts page is displayed.
Search Company / Account List
ct most recent transactions or pending authorizations. For mare information, pf ount details by clic King on the account number
of CST.
u Last Name E 16 digit or last 4 Acct # E Employee ID
Select Account State v
SearchQ Manage Filters v
Accounts
ng|10 ¥ [Accounts t-18 EY
Cardholder Name = AccountNumber  Status  Balance  Credit Limit Available Credit  Account Type  Username Actions
LAURA K BLOOM 2 Close 7 $100000F  $000 ndividua democh00s (2] s[=]n]
LARRY K LAWN Open® $000  $2000000F  $20.000.00 individual larryuser (2] s]e]n]

Note:

» All the accounts associated with that company will display. You can filter the list by using the search fields.
» Accounts can also be accessed from the Cardholder Search page. Refer to the Cardholder Search section in the
Account Management chapter or Account Search in the Company Management chapter for more information.

The table below describes the search elements on the Accounts page:

First Name Cardholder’s first name.

Last Name Cardholder’s last name.

Account Number Full 16-digit account number or the last 4 digits

Employee ID Employee ID

Account Type Select from the account type from the drop-down list.

Account Status Select from the account status from the drop-down list — Open, Closed, Blocked
Virtual Accounts Displays only virtual accounts

Non-Virtual Accounts Displays only non-virtual accounts

Page | 39

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

The table below describes the icons on the Accounts page:

Emulate

Make a payment

Authorization

View Statement
Edit

S0 B0 o0

Downloading Company Account Lists

You can download the search results to the following formats and financial software programs:
» Excel/Spreadsheet (.csv) format
» Excel
» Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Accounts section.

Accounts

o - [

Cardholder Hame » Aceount Number Statws  Balance  Credit Limit Avallable Credit  AccountType  Usernarme Action:

@ (2] sJeln)

2. Click on the format option that you want and save the file to a specified location on your computer.

All Columns |r—_5,‘v1 @'&’

View Company Level Details

The Level Details page allows you to view company information, including balances and credit limit data, for a specific
company or sublevel. To view this information, perform the following steps:

1. Fromthe Company Accounts or Online Request page, click the Level Details icon.

Search Company / Account List D

ons or pending authorizations. For more information, please go to the account details by clicki

E 16 digit or last 4 Acct # E Employee ID

ng on the account number

Select Account StatL v
Manage Filters =
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2. The Level Details page will be displayed.

Search Company / Leve! Detal

THE FLOWER SHOP
00000066

s

Financial Details PN

= Past Due Amount P r— 5 c ame THE FLOWER SHOP
smes Joaies
smeAz700

$176427.00

Product Information Details -~

Contact Information ~

The table below describes the information shown on the Level Details page.

Company Profile

Total Balance The current amount owed on your account, including purchases and credits to the account since
your last statement and any purchases from previous statements that you have not yet paid.

Cash Limit The total amount, set by your financial institution, which can be used a cash advance.

Credit Limit The total amount, set by the financial institution, which can be charged to the account.

Available Credit The credit limit minus the account balance.

Available Cash The amount of available cash that can be drawn from the account. This value is determined by
the cash limit minus the cash balance minus the cash transaction authorizations.

Past Due Amount The amount owed on the account immediately if a payment was not received by the due date.

Overlimit Amount The amount an account exceeds the credit limit, if applicable.

Primary Address Company’s primary address

Statement Mailing Address  Address where the company’s statement is mailed.

View Hierarchy Hierarchy Information:

» Level — displays the company or sublevel

» |D —displays the company ID

» Name — displays the company ID and name

» Enroll Date — displays the eZBusiness enroliment date for the applicable company.
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Financial Details

Current Balances

Total Balance

The current amount owed on your account, including purchases and credits to the account since
your last statement and any purchases from previous statements that you have not yet paid.

Cash Balance

The balance of all cash advances or other cash transactions that have posted to the account.

Credit Limit

The total amount, set by the financial institution, which can be charged to the account.

Cash Limit

The balance of all cash advances or other cash transactions that have posted to the account.

Available Credit

The credit limit minus the account balance.

Available Cash

The amount of available cash that can be drawn from the account. This value is determined by

the cash limit minus the cash balance minus the cash transaction authorizations.

Outstanding Authorizations

Pending transactions on the account.

Past Due Amount

The amount owed on the account immediately if a payment was not received by the due date.

Overlimit Amount

The amount an account exceeds the credit limit, if applicable.

Last Statement Date

The date of the last account statement.

Current Cycle Date

The monthly billing date.

Cardholder Statements

Show if individual monthly statements are sent to the cardholders.

Bill Day

Date of the month that the company is billed.

Financial Year End Month

Company'’s financial year end date.

Currency Code

Currency code

Emboss Company Name

Name embossed on the company’s credit cards.

Limit Allocation

» Limit Allocated
» Limit Available
» Aggregate Percent

Product Information

Product

Product Code

Product Type

Product Type

Active Accounts All Levels

Number of active accounts for all levels

Active Accounts Current
Levels

Number of active accounts for the current level

Total Balances

Total balance per product

Outstanding Authorizations

Total amount of outstanding authorizations per product

PIN Suppression

PIN suppression available by product

Billing Account Option

Billing account option selected by product

Payable Provider

Indicates if the product is a Payables participant.
Blank — Product does not participate

Contact Information

Contact

Contact name and information for the company

The table below describes the icons on the Level Details page:

== Make a payment
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View Account Credit Limits

The Accounts page displays the credit limits for each account under that company. To view cardholder credit line
information, perform the following steps:

1. From the Company Search Results page, click the Account List icon.

Company Search Results ~
Showing (10 ¥ |Companies - 1%
Systemn v Association = Corporation v Company~ Company Name~ Status Actions

B2K 85 220001 00000086 THE FLOWER SHOP Open Bac $

2. The Accounts page is displayed showing the Credit Limit for each account.

Accounts

Showing (10 ¥ Accounts (-3 &
Cardholder Name » AccountNumber  Status  Balance | Credit Limit AvallableCredit  AccountType  Username Actions

LAURA K BLOOM Closed 276427 |$100000@ | so000 ndividua democh0o4 (2] s]=]n]
LARRY K LAWN 60 Open $000  [$2000000@| Sz000000 Indiviual larryuser (2] s]=]n]

DV ACCT D0000066-20000001 448508***0750 Closed  $7556  |$000@ $0.00 Diversion o0
CHRISTY 46 TEST 46 HILL 4 448508""1279 open $000  |$350000@ | $350000 Indivicual Lenalo Baon

The below table shows the elements of the Accounts page:

Cardholder Details Cardholder’s first and last name

Account # The first four and the last six numbers of the account number. The icon next to the account number
indicates if the account is locked or unlocked.

Status Status of the account. The edit icon allows you to change the status from the Accounts page.
Balance Balance of the cardholder’s account

Credit Limit Cardholder’s credit limit. The edit icon allows you to change the credit limit from the Accounts page.
Available Credit Cardholder’s available credit.

Account Type Type of account for that cardholder.

User Name Cardholder’s user name.

Cardholder Search

To search for an account from Company Management, perform the following steps:

1. Click on the Company Management icon and then the Search Cardholder icon.
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2. The Search Cardholder page is displayed. Enter one or any combination of search options and click Search.

Search Cardholder

n Hierarchy Leve|
u Username

SSN

E First Name ﬂ Last Name
E 16 digit or last 4 Acct # Phone 1
m Select Status v u Account Balance

E Employee ID
n Email Address 1
v Credit Limit v

Cardholder Search Results

Showing |10 ¥ |Cardholders

Corporation
830001 443508
880001 £48508"

Note:

Account Number

Manage Filters ¥

L= E
Employee D Cardholder Username Status  AccountBalance  Creditlimit  Actions
BL ACCT 00000062-10000000 ON4335H Open  $47946 s2so0000  (E3ED
LAURA K BLOOM demochoo4 Closed 276427 $100000 (o] 2]

All accounts that you have access to will be displayed in the Cardholder Search Results before you enter the search

criteria. Search criteria only needs to be entered if you want to filter down the list.

The table below describes the search elements on the Search Cardholder page.

Hierarchy Company hierarchy level

First Name Cardholder’s first name.

Last Name Cardholder’s last name.

Employee ID Employee’s ID

Username Cardholder account user-defined name

Account # When searching by account number, you must enter the full 16-digit credit card number or the last 4.

Phone Number 1

Cardholder’s phone number 1

Email Address 1

Cardholder’s email address 1

SSN

Cardholder’s social security number.

Status

Select the status from the drop-down list: All, Open, Closed, Blocked

Account Balance

Select an option from the drop-down list: Equal To, Between, More Than or Less Than. Once you select an
option, additional field(s) will display to enter the dollar amount.

Credit Limit

Select an option from the drop-down list: Equal To, Between, More Than or Less Than. Once you select an
option, additional field(s) will display to enter the dollar amount.

The below table describes the icons available in the Cardholder Search Results section:

[ =] Emulate the cardholder

Account Details

L Download the Cardholder Search Results
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Downloading Cardholder Search Results

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Search Cardholder Results section.

Cardholder Search Resulrs

[=]
n  Accounthumber  Emgloye D Cardhoider Usemame Sttt AccountBalance  CrecitUmit  Actions

2. Click on the format option that you want and save the file to a specified location on your computer.

All Columns 317 Igl*’b
BE@

View Account Details

The Account Detail page displays account and cardholder information. It also provides links for viewing account
transactions and the details of outstanding transactions.

To view the details of a specific account:

1. From the Cardholder Search Results or the Company Account List, click on the Account Details icon to view
the details for that account.

Cardholder Search Results

Showing |10 ¥ [Cardholders

E- 1 2

Corporation Account Number Employee ID Cardholder Username Status  Account Balance Credit Limit Actions

880001 44350870552 LAURA K BLOOM democh004 Closed 5278427 $1.000.00 &

2. The Account Detail page is displayed.

THE FLOWER 1 - £
HE FLONEXSHOP TR A Accoins Balance Infonmation. a
2

“Q:

ST

-
al!

User Enrollment Deraile ~

View Oakoe Boauest Activity b2
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Important Information

The Important Information section displays important information about the account (past due details, declined
transaction detalils, etc.).

B

Important Information

@

Click More to see additional information, if needed.

User Enroliment Details

User Enrollment Details A

Iser Enrollment Status / User Enrolled

User Profile Status(Locked Unlocked

Unlocked)

Click the More button in the User Enrollment Details section to display additional enrollment details.

User Enrollment Details x
Activity Status Last Activity Date Actions
User Enroliment Status [/ User Activity Enrolled 04/15/2016 D E
User Security Status [RSA) Unlacked D ﬂ
Unlocked ﬂ
User Profile Status|Locked / Unlocked) Unlocked ﬂ

From the expanded User Enrollment Details section, you can perform additional actions by clicking on the icons:

User Enrollment Status / User Activity

D Delete Cardholder User — Icon only appears if the user is enrolled

E)  Reset
B}  Enroll cardholder

View Activity Summary

Page | 46

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS
Card Management

User Security Status (RSA)

D Delete the user’s security account

ﬂ B Lock/Unlock the user’s security account

E View the user’s security account history

Security Inactivity Lock
ﬂ B Lock/Unlock the user’s account
Password Failures / Generate New Password

ﬂ Generate password

User Account Status & User Profile Status
ﬂ B Lock/Unlock the user’s account

Account Balance Information

Account Balance Information ~

$479.46

More

Click the More button in the Account Balance Information section to display additional account details.

o
BLACET H0000062-10000000 Account Balance Inforniation x
L

2 = 5000 ==

= @

Y T $000

i &
@

View Online Requent ACtmty k2
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Cardholder Profile

You can view the cardholder’s contact information in the Cardholder Profile section. There are also links to:

View Hierarchy
View Online Request Activity
Expense Management Allocations

THE FLOWER SHOP
Ta
448508***0552

o

s &

= michellek

® MAIN ST, CLEARW,

=

Expiration Date: 07/20m

Account status Closed

View Hierarchy

To view the cardholder hierarchy, perform the following steps:

From the Account Detail page, click the View Hierarchy button in the Cardholder Profile section. The Hierarchy
section is displayed below the View Hierarchy button.

THE FLOWER SHOP
448508****3614

View Hierarchy 3

View Online Request Activity &2

Expense Management Allocations &
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View Online Request Activity

To view Online Request Activity, perform the following steps:

From the Account Detail page, click the View Online Request Activity button in the Cardholder Profile section. The
Online Request Activity section is displayed below the Cardholder Profile section.

View Osliese Rexucet Activity x

qoo:

Expense Management Allocations

If the cardholder is set up for eZBusiness Expense Management, you can view the allocations by clicking on the
Expense Management Allocations icon.

Search Company / Account Detai

THE FLOWER SHOP Imparsant Information - Account Balance Informarion a

o

More]

User Enrollment Details -~

More Infol

View Online Request Activity 2.

e — |

Expense Management Allocations x

st Level Reviene: 2nd Level Reviewes
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View Statements

To view Statements, perform the following steps:

1. From the Account Detail page, click the More button in the Account Balance Information section to see all the
account balance details.

Account Balance Information -~

Pending Balance 5000

2. Click the View Statements link in the Statement & Payment Information section.

Account Balance Information x

o

3. The Statement Details section is displayed. Click on the row for the statement that you would like to view.

Statement Details

Showing |10 ¥ [Staternents £

Account Number Cardholder Name Statement Date v Balance v

ARRY K LAWN 50.00
- $0.00
50.00

LARRY K LAWN 09/03/2017 $0.00
LARRY K 08/02/2017 $0.00
$000

08/02/2017 $0.00

LARRY K LAWN 05/02/2017 $0.00
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4. The Statement and Payment Information page is displayed.

Statement and Payment Information ~

Current Payments $0.00 Current Credits: $0.00

$0.00 Payment Due Date. 01/30/2018

Note:  You view other statements by clicking in the drop-down box and selecting a different statement date.

The table below describes the icons available on the Statement Information page:

B} view statement images

Downloading the Statement List

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Statement Details section.

Statement Details

Showing |10 ¥ Statements =

2. Click on the format option that you want and save the file to a specified location on your computer.

e &
CEY @F
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Viewing Transactions

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

The Transaction Details page displays the cardholder transactions for a selected company or company sublevel.
Transactions for the last 45 days are listed for both billing and individual accounts. Transaction details can be viewed
by searching for a cardholder in Company Management or by searching for a company and selecting a cardholder
from the Account List.

View Transactions

To search and view transactions, perform the following steps:

1. From the Account Detail page, click the More button in the Account Balance Information section to see all the
account balance details.

Account Balance Information -~
Account Balance 547946

Cash Balance 5000

Pending Balance 000

2. Inthe Account Balance Summary section, click on the View Details link next to Balance.

Account Balance Information x

g

¢ Thursday, Jan 4, 2018, 42622 AM CST.
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3. The Transaction Details section is displayed. You can search for transactions to limit the number appearing in the

|
I
&
Statement and Payment Information 4{
|
i
Transaction Details

SoachQ Asnage F4te
5
e — — . \

The table below describes the information shown on the Transaction Details page:

Originating Account The account that the transaction was made on.
Posting Date The date the transaction posted to the account.
Trans Date The date of the transaction.

Description A description of the transaction.

Categories The category of the transaction.

Reference A unique ID number for the transaction.
Amount The amount of the transaction.

Searching Transactions

You can view information about a specific transaction by performing a search. If you have a long list of transactions,
this feature is also useful for limiting the number of transactions in the list.
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To search for transaction information, perform the following steps:

1. Inthe Transaction Details section, enter the search criteria and click Search.

| Transaction Details

Manage Filters =

Originating Account * PostingDaster  TamsDatev  Description = Categoriesy Referencer Amount

2. Alltransactions matching your search criteria will display in the Transaction List.

Transaction Detalls

tarage Feaan

Credit (A% Pages

The table below describes the search elements on the Transaction page.

Description Transaction description
Reference Transaction reference
Categories Transaction category

Select Equal To, Between, After or Before from the drop-down list. Once you select an option,
additional field will display to enter the date.

Select Equal To, Between, After or Before from the drop-down list. Once you select an option,
additional field will display to enter the date.

Post Date

Transaction Date

Select Equal To, Between, More Than or Less Than from the drop-down list. Once you select an option,

Amount additional field(s) will display to enter the dollar amount.

Downloading the Transaction List

You can download the list of transactions to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format
Quicken (QFX)
QuickBooks (QBO)
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To download the list, perform the following steps:

1. Click the Download icon in the Transaction Details section.
Showing |25 ¥ [fransactions

2. Click on the format option that you want and save the file to a specified location on your computer.

Transaction Downloac &’
BEEa®|

View Transaction Details

To view the details of a transaction, perform the following steps:

1. From the Transaction Details page, click on a transaction row to view the details of that transaction.
Showing |25 v [ransactions *»

Originating Account = Posting Date ~ Trans Date = Description » Categories~ Reference~ Amount ¥

08/09/2017 08fo5/2017 TARCET 00020404 Household 24164077218091008532589 510744
BL ACCT 0D00D006E- F— - . .
1JOSOC'3C':¥ESOE':'"36141 08/09/2017 08f05/2017 ARAMARK MINUTE MAID PARK Dining Out 24755427218152185501912 SN7.50
Credit (All Pages) 50.00)
Debit (All Pages) $224.94

2. The page is displayed with the detailed information of the transaction.

Transaction Details ~
Detail Information
Post Date: 08/092017 Merchant Country Code: us Merchant Croup: N/A
Transaction Date; 08/05/2017 N/A Merchant ID: 009100000002040

Merchant Name 180810085

Transaction Amount 510744 0o
Cu usD Transaction Type: Purchase
N/A
Qriginal Amount: £10744 Qriginal Account Number: 4425083760
Aerchant State: Fi
Qriginal Currency usD Diverted From Account: N/&
5310

Discount Stores
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The table below describes the elements on the Transaction Details page:

Post Date The date the transaction posted

Transaction Date The date the transaction occurred

Merchant Name The name of the merchant or business where the transaction occurred

Transaction Amount The amount of the transaction

Currency Code The currency code where the transaction occurred

Original Amount The original amount of the transaction

Original Currency The currency where the transaction occurred

MCC/sIC Merchant Category Code. A four-digit code that classifies suppliers into
market segments. This code is assigned by Visa or MasterCard.

Reference Number The transaction reference number

Merchant City The city where the merchant is located

Past Due Amount The past due amount on the account, if any

Merchant State The state where the merchant is located

Merchant Zip The merchant’s zip code

MCC Description The English-equivalent of the numeric Merchant Category Code.

Merchant Group The merchant group name.

Merchant ID The merchant’s ID

Merchant Country Code The country where the merchant is located

Sales Tax The transaction sales tax

Transaction Code The 2-digit transaction code

Reason Code The 2-digit reason code

Transaction Type The 2-digit transaction type

Original Account Number Displays the original account number if there is a change in the account
number.

Diverted to Account Displays if the transaction is diverted to any account.

Viewing Declined Transactions

Declined transactions can be viewed from either the Account Detail page or the Home page. From the Home Page >
Declined Transactions section click on the More button to view the declined transactions for all accounts that you
have access to.

To view declined transactions from the Account Detail page, perform the following steps:

1. From the Account Detail page, click the More icon in the Account Balance Information section.

Account Balance Informarion ~

Pending Balance 5000
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2. The detailed Account Balance Information page is displayed. Click the Decline Transaction link in the Pending
Balance field.

Account Balance Information »
Account Balance Summary
A Credit Limit. $20,000.00
Cash Bala Cash Limit $0.00
Pending Balance Past Due Amount $0.00 ==
Cwverlimit Amount $0.00
Avallzble Credit Disputed Amount 50,00
Available s0
3. The Declined Transactions page is displayed.
Declined Transacrions ~
110 * | e x
Cardholdar Namas Accounty MCCy  Amount Reference Numbars Transaction Datew Declined Ressony

Downloading the Declined Transactions List

You can download the Declined Transaction list to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. From the Declined Transactions page, click the Download icon.

Declined Transactions ~

Showing 10 v | Declined Transactions

Hierarchy~ Cardholder Name~ Account~ MCC~ Amount = Reference Number~ Transaction Date~ Declined Reason~

2. Click on the format option that you want and save the file to a specified location on your computer.

~olumns &
4] G Q @r
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Disputing a Transaction

If a cardholder does not recognize a transaction, did not receive the item, or believes that a transaction does not
belong to their account, the transaction may be disputed by filing a transaction dispute claim.

IMPORTANT!
= All dispute claims must be received within 60 days of the statement closing date.
= Transactions that can be disputed are:
v' Sales draft reversal
v" Purchase
v" Credit voucher
v Credit voucher reversal
v' Cash Advance
= Transactions that CANNOT be disputed are:
x  Payments
x  Miscellaneous debits
x  Miscellaneous credits
x  Finance charges
x  Fees

To dispute a transaction, perform the following steps:

1. Fromthe Transaction Details screen, click the Dispute Form Details link.

Transaction Details ~

2. The Dispute a New Charge page is displayed. Complete the form with the required information. Print the from by
clicking the Print button and submit the dispute by clicking the Dispute Submit Ticket button.

Dispute a New Charge ~

Please fill the below form to dispute a transaction

[ Pommesimerce e Pl
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Note: A reference number will be generated when the claim gets submitted.

Once the transaction is disputed, it cannot be disputed again from either eZCard or eZBusiness. A disputed
transaction will appear in the Transaction Details list with an icon next to the Amount.

10 V|transactions X

Originating Account Posting Date v Trans Date +  Description v Categones v Reference » Amount v

Status of a Dispute Claim

If a transaction has been disputed, you can view the status of the claim in eZBusiness. An icon is displayed on
the Transaction Details Page next to the transaction that was disputed. Once the transaction is disputed, it
cannot be disputed again from either eZCard or eZBusiness. The dispute status will either be In Progress or
Closed.

To view the status of a dispute, perform the following steps

1. From the Transaction Details Page, click on a transaction that has been disputed.
0 WV |transactions *-

Ornginating Account » Posting Date»  Trans Date »  Description « Categories » Reference » Amount v

AINTENANCE MA haritable Civing 554295

2. The details of the transaction are displayed along with the dispute reference number and the status of the dispute.

Note:  From the Transaction Detail Information section, you can click the arrow icon next to the dispute reference number
to view the disputed transaction details.

The table below describes the field descriptions within the Dispute History Title page.

Customer Name Name of the customer who performed the transaction.
Reference Number Transaction Reference Number.

Transaction Amount Total Transaction amount.

Dispute Info Any information related to the dispute.
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Card provided Enter the card number provided for the transaction (if any).
Account Number Cardholder’s account number.

Transaction Date Date on which the transaction occurred.

Dispute Amount The disputed amount.

Merchant Name of the Merchant.

Posted Date Transaction posted date.
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Authorizations

Authorizations can be viewed from the Account List page and the Account Detail page.

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

View Authorizations from the Company Account List

The Authorization Details page displays authorization details for a list of transactions associated to an account. To
view the list, perform the following steps:

1. From the Company Search, Account List page, click on the Authorization icon for the account that you would
like to view.

Search Company / Account List

nig t
A f CST.

link This n was I _ )

u First Name u Last Name E 16 digit or last 4 Acct # E Employee ID
Select Account Statt

Manage Filters =

I

Accounts

Showing |10 ¥ Accounts £ 13 £
Cardholder Name « Account Number Status Balance Credit Limit Avallable Credit Account Type Username Actions

LARRY K LAVWN 448508"" 0560 Open®  $000  $2000000@ $20000.00 ndividua larryuser B ED

2. The Authorization Details page is displayed.

Authorization Details

Date -~ Amount = MCC~ MCC Description = Merchant Name « Status -

0403 Postage Stamps USPS PO 55557202 Approved

Downloading the Authorization Details List

You can download the list to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format
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To download the list, perform the following steps:

1. From the Authorization Details page, click the Download icon.

Authaorization Derails

Amount ~ Mcce MCC Description = Merchant Name ~ Status =

2. Click on the format option that you want and save the file to a specified location on your computer.

&

View Authorizations from the Account Detail Page

1. You can view authorizations by:

a. Click onthe Company Management icon and then the Search for Cardholder icon; or
b. Click on the Company Management icon and then the Search Company. From the Company Search list,
click on the Accounts List icon.

2. Click the link for the cardholder.

Cardhelder Name = Account Number Status Balance Credit Limit Available Credit Account Type Username Actions

LARRY K LAVWN Open@  S000  $2000000@F $20000.00 ndividua larryuser B800

3. The Account Detail page is displayed. Click the More button in the Account Balance Information section.

Search Company / Account Detail

LARRY K LAWN
Ta
448508****0560

Important Information ~ Account Balance Information ~

07/20m
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4. The Account Balance Information section is displayed. Click View Pending Balance next to the Pending
Balance amount.

Account Balance Information »

Account Balance 5000 Credit Limit: $20,000.00
Cash Balance 5000 Cash Limit $0.00
Pending Balance S0 SE Past Dus Amount $0.00 ==

o Owverlimit Amount $0.00
Awvailable Credit: $20000.00 Disouted Amount £0.00
Available Cash: 5000

5. The Authorization Details page is displayed.

The table below describes the information shown on the Authorization Details page.

Date Authorization date

Time Authorization time

Amount The pending authorization amount

MCC Mgrchant Qategpry Code. A four-digit code that classifies suppliers into market segments.
This code is assigned by Visa or MasterCard.

MCC Description The English-equivalent of the numeric Merchant Category Code.

Merchant Name The name of the merchant or business where the authorization occurred.

Status Authorization status.
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Company Inbox

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

To view the Company Inbox, perform the following steps:

1. Fromthe Company Management, Company Search Results, click the Online Request or Account List icon.

Company Search Results ~
Showing [10 ¥ |Companies o
System ~ Association ~ Corporation Company= Company Name~ Status  Actions

B2K a5 820001 00000066 THE FLOWER SHOP Open BB

2. The Online Requests or Account List screen is displayed. Click on the Messaging icon.

3. The Search Company / Company Inbox is displayed.

ny Inbox

Campany Inbox -

Qooo
cooo
aooo
oo
cooo

The below table describes the icons available in the Company Inbox section:

ﬂ View detailed message

n Delete the message

a Archive the message

Reply to the message

Sending Messages

To send a message from the Company Inbox, perform the following steps:

1. From the Company Inbox, click on Compose.

-
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2. The Company Compose Message screen is displayed. Complete the fields and click Send.

Search Company / Company Compose Message

Message Options

Message Content

E Select Message Queue v
u Message Subject

Note:
» Message Subject should be less than 128 characters.
» Message Body should be less than 4500 characters.

The table below describes the elements on the Company Compose Message page.

Sublevel This is an optional field.

Recipient(s) Select the recipient(s) from the drop-down list.
Email Select to send the message as an email.

In App Select to send the message within eZBusiness.
Start Date Select the start date.

Allow Replies

Select to allow the recipient to respond.

Force View on Login

Select to force the message to be viewed upon login.

High Priority Select to mark the message as high priority.

Message Queue Select the required message queue from the drop down.
Subject Complete with the subject of the message.

Text Message body.

Replying to Messages
To reply to a message, perform the following steps:

1. Fromthe Company Inbox screen, click on the Reply icon.

Company Inbox ~
Showing [10 ¥ |Company Inbox Messages o
Hierarchy = Message topic « Subject v Account Number = Date » Status = Actions

3 - THE FLOWER SHOP Review Neaded REExpense Management £48506"""6569 06/052019  Read a0 n
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2. The Reply screen is displayed. Enter the Message Body and click Send.

Search Company / Company Inbox

Company Inbox

Showing[10 v |company Inbox Messages

Hierarchy Message topic

oP R

o

Cardholder Details

B
Billing
p

‘ iCompany nbox

Subject

REExpense Man

Account Number Date Status

06/05/2019

Hierarchy THE FLOWER SHOP

(200000M)

Message Details

Message Queue: R
Subject: RE Exp

——— Original Message ——

Review Needed

Sent a message to Admin

Send Cancel

View Sent Messages

To view sent message, perform the following steps:

From the Company Message screen, click on Company Sent. The Company Sent messages are displayed.

Company Sent

Showing |10 ¥ |Company Sent Messages

Hierarchy~

Message topic+

THE FLOWER SHOP

THE FLOWER SHOP

Subject~

G-Company Sent

Account Number~ Date~ Status~ Actions

0B/13/2019 oren . B0
06/13/2019 oren B0
4485084882 08/12/2019 GESNN o | W |
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The below table describes the icons available in the Company Sent section:

(@ ] View detailed sent message

u Delete the sent message

Search for Messages

To search for a message, perform the following steps:

1. From the Company Message screen, click on Search Filters.

Search filters

Status v

Select Date v

SearchQ Manage Filters v

2. The search filters are displayed. Click the Company box that you want to search — Company Inbox, Company
Sent, Company Archive. Complete the search fields and click Search.

Search Company / Company Inbox

QSea'm filters |°Company nbox eCompany Sent GCompany Archive

Search filters

Status v

Manage Fiters -

Note:  You can select one or all the Company message boxes when searching.
3. The messages are displayed.

(:umpuny Sent

~
Showing |10 ¥ (Company Sent Messages (-1
Hierarchy= Message topicr Subjectr Account Numbers Date~ Status» Actions
2 - THE FLOWER SHOP Address and Phone Chan Address and Phone Chan 4485084346 08032019 OPEN a D
THE FLOWER SHOP Address and Phone Chan. Re-Address and Phone Ch.. 4485085053 06/13/2019 OPEN a D
Note:  Company Messages are displayed based on the searched criteria specified.
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The table below describes the search elements for the Company Messages page:

Sublevel Enter the sublevel

Message Topic Select the message topic from the drop-down list

Subject Search by the subject line

Account Number Search by the account number

Status Search by the status of the message — Open, Closed, Deleted, Read, Unread
Date Search by the date — Equal to, Between, After, Before

Archive Company Messages

To archive messages, perform the following steps:

1. From the Company Inbox screen, click on Company Inbox. Click the Archive icon in the company

Inbox grid.
Company Inbox ~
Showing (10 ¥ |Company Inbox Messages E- 1%
Hierarchy = Message topic ~ Subject ~ Account Number = Date ~ Status~  Actions

2 - THE FLOWER SHOP Review Needed RE:Expense Management 4455086369 06/05/2012 Read a @

Note:  Messages from the Inbox will be archived and moved to Company Archive grid by clicking on Archive icon.

Viewing Archived Messages

To view archived messages, perform the following steps:

1. From the Company Inbox, click on Company Archive. The Company Archive grid is displayed.

Compose(®

Company Archive ~

Hiecarchy v Message topic v Subjpct v Account Number ¥ Date v Swtusv  Actions

The table below describes icons on the Company Archive grid:

a View the message details.

Reply to the message.

D Delete the message.
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Company Reports

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

The Company Report page allows you to view and download the following information for a company, cardholder or a
group of accounts:

% Transaction Reporting

» View Spend Restrictions

» View Merchant Group Codes

»  View Credit Lines

%

B3

B3

B3

The Company Report page can be accessed from the Hierarchy, Online Request and Account List pages.

To access Company Reports from the Hierarchy, Online Request and Account List pages, perform the following
steps:

1. Click the Company Reporting icon at the top of the page.

2. The Company Reporting page is displayed.

View Online Reports@

SearchQ Manage Filters ¥

Transaction Reports
This feature allows you to browse, view, and download a transaction report for a company or a specific account.
To view a transaction report, perform the following steps:

1. From the Company Reporting page, click the Transaction Reporting icon.

Search Company / Company Reporting

View Online Reports@

::B Transaction
Reporting

Eiv:v'ari\ Cardholder

Select Total Amoun v

E Select Time Period
SearchQ Manage Filters v
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2. The Transaction Report section is displayed. All accounts that you have access to will be displayed. You can use
the search fields to filter the data.

Transactions Report

The table below describes the search elements available on the Transaction Report page:

Account Enter the full 16-digits or the last 4
Statement Date Select the statement date from the drop-down list
Record Source Select the source from the drop-down list: eZCard / Online / Other

Select the total amount option from the drop-down list: Equal to / Between / Higher than / Lower than
Once an option is selected, amount field(s) are displayed.

Select the time period for the transactions that you want to view. The options available in the drop-down list
are: Equal To / Between / After / Before

Total Amount

Time Period

The table below describes the columns available on the Transaction Report page:

Cardholder Name Displays the cardholder’s name.

Account # The first 6 digits and the last 4 digits of the account number.
Posting Date The posting date of the transaction.

Transaction Date The transaction date.

Reference Number The transaction reference number.

Total Amount Total amount of the transaction.

Downloading the Transactions Report

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format
Quicken (QFX)
Quickbooks (QBO)

To download the list, perform the following steps:

1. From the Transactions Report page, click the Download icon.

Transactions Report

Showing (10 ¥ [Transactions
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2. Click on the format option that you want and save the file to a specified location on your computer.

Columns ‘*
5%, [, ﬁ@

View Company Spend Restrictions

This feature allows you to browse, view, and download the spend restrictions.

To view a spend restrictions, perform the following steps:

1. From the Company Reporting page, click the View Spend Restrictions icon.

View Online Reports@

(a i -]

Manage Filters v

2. The View Spend Restrictions page is displayed. All accounts that you have access to will be displayed. You can
use the search fields to filter the data.

View Spcnding Restrictions A
Showing (10 ¥ |Spending Restrictions <$
Company v Sublevel v Account = Cardholder Name Status = MGC ~ Period =

THE FLOWER SHOP 10000000

THE FLOWER SHOP 4485087776104 DAS TESTFLEET Open

LAWN AND MORE (20000001 20000001

LAWN AND MCRE (20000001) 44850874 CHRISTY 64 TEST 64 HILL & Closed

Note: The links in the MGC and Period columns redirect you to the Online Request page.

The table below describes the search elements available on the Merchant Group Codes page:

MGC Select the MGC from the drop-down list

Hierarchy The level in the company hierarchy.

Sublevel Search by the sublevel in a company hierarchy.
This is the time period to apply to a Merchant Group Code definition. Select a time period from the

Period dropdown list: All / Cycle / Daily / Monthly / Other / Quarterly / Transaction (single purchase) /
Weekly / Yearly

Status Select the status from the drop-down list: Blocked / Closed / Open

Cardholder Name The cardholder’s name.

Account # Type the account number.
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The below table describes the columns available in the Merchant Group Codes section:

Company Displays the name and level in the company hierarchy.

Sublevel Displays the sublevel number.

Account # Displays the cardholder account number

Cardholder Name Displays the cardholder’'s name.

Status Displays the account status: Blocked / Closed / Open
Displays the two-digit MGC for which spending limits are set on an account, sublevel, or company. If you

MGC select an MGC hyperlink in this column, the Manage Merchant Group Codes Online Request page
appears.

The following time periods are displayed: C — Cycle / D — Daily / M — Monthly / O — Other /

Q — Quarterly / T - Transaction (Single Purchase) / W — Weekly / Y — Yearly

If you select a period hyperlink from this column, the Manage Spending Limits Online Request page
appears.

Period

Downloading the Spend Restrictions Report

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. From the View Spending Restrictions page, click the Download icon.

View Spending Restrictions ~
Showing (10 ¥ |Spending Restrictions

2. Click on the format option that you want and save the file to a specified location on your computer.

N i
All Colu S (3] r

View Merchant Group Codes

This feature allows you to browse, view, and download Merchant Group Codes (MGC).

To view Merchant Group Codes, perform the following steps:

1. From the Company Reporting page, click the View Merchant Group Codes icon.

Search Company / Company Reporting

View Online Reports®

View Merchant
Group Codes

n MGC MGC Description E MGC Detail
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2. The Merchant Group Codes page is displayed. All accounts that you have access to will be displayed. You can
use the search fields to filter the data.

Merchant Group Codes A
Showing |10 ¥ |Merchant Group Codes &
MCC ~ No of Accounts with MGC + MGC Description = MGC Detail+ Company Levelv Sublevelv

00000 DESCRIPTICN 12347238 N N

00000 ALL FUEL 5542 N N

00001 AIRLINES 3000-4399

00001 CASH 6000-6099 N N

00001 DAILY LIMIT 5542

00000 TEST 59605969 N N

00001 ETHICAL 5813,5912.5921,5953

00000 CAS 5500-5599 N N

00000 GAS STATION 5540-5550 N N

The table below describes the search elements available on the Merchant Group Codes page:

MGC This is the two-character code assigned to a Merchant Group Code (MGC). To browse, select a two-digit
MGC. Only merchant groups established for your company are available.

This is an entry field to search on an MGC description. Entering text in this field selects all entries that
contain the entered value.

This is an entry field to search on an MGC detail. Entering text in this field selects all entries that contain the
entered value.

MGC Description

MGC Detail

The below table describes the columns available in the Merchant Group Codes section:

MGC The column contains hyperlinks to the Manage Merchant Group Code Online Request page
displaying all the MCC codes contained in the selected two-digit MGC.

This column displays the number of accounts within the specified company that have account level
restrictions for this MGC.

No of Accounts with MGC

MGC Description This column displays the description assigned to the established Merchant Group Code (MGC).

This column displays the MCCs belonging to a Merchant Group Code (MGC). An asterisk (*)
MGC Detail indicates that a partial list of MCCs is displayed in the column. In this case, select the two-digit code
from the MGC column for a complete list of MCCs available for the definition.

The values in this column show if the MGC is applied at the company level in the hierarchy: Y = Yes
N = No

The values in this column show if the MGC is applied at a company sublevel in the hierarchy: Y =
Yes N = No

Company Level

Sublevel

Downloading the Merchant Group Codes Report

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format
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To download the list, perform the following steps:

1. From the Merchant Group Codes page, click the Download icon.

Merchant Group Codes =

2. Click on the format option that you want and save the file to a specified location on your computer.

All columns - [} @"*

View Credit Lines

The View Credit Line page displays the details related to temporary and permanent credit lines.

To view Credit Lines, perform the following steps:

1. Fromthe Company Reporting page, click the View Credit Lines icon.

mpany Reporting

Ve Onine REpori ﬁ

2. The View Credit Lines section is displayed. All accounts that you have access to will be displayed. You can use
the search fields to filter the data.

View Credit Lines A

Note:  Use the Configure Columns icon to select the columns that you would like to see. There is a maximum of 8 columns
when viewing in eZBusiness but can download the list and see all available columns.

The table below describes the search elements available on the View Credit Lines page:

First Name Type the first name of the cardholder to display the cardholder’s information.

Last Name Type the last name of the cardholder to display the cardholder’s information.

Account Status Select the status of the account(s) from the drop-down list: All / Blocked / Closed / Open
Card Number Type the 16-digit account number or the last 4 digits to display the cardholder’s information.
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The below table describes the columns available in the View Credit Line section:

Company Hierarchy

Displays the name of the level in the company hierarchy.

Current Account Status

Displays the current status of the account: Blocked / Closed / Open

Account Type

Displays the type of account.

Card Number

Displays the masked 16-digit account number.

Cardholder Name

Displays the cardholder’s name.

Permanent Credit Limit

Displays the current permanent credit limit for the account(s).

Cash Limit

Displays the cash limit for an account(s).

Current Account Balance

Displays the outstanding balance on account(s).

Active Temporary Credit Limit

Displays the non-expired temporary amount by which the credit limit was
increased or decreased.

Active Temporary Credit Limit Increase Exp
Date

Displays the expiration date of the active temporary credit limit.

Active Temporary Credit Limit Requestor

Displays the User ID that requested the current temporary credit limit.

Temporary Adjusted Credit Limit

Displays the temporarily adjusted credit limit. Cardholders are assigned a
permanent credit limit and can receive a temporary credit limit increase. The
account’s permanent credit limit plus the amount of an active temporary credit
limit increase = a temporary adjusted credit limit.

Last Temporary Increase Amount

Displays the amount of the last temporary increase.

Last Temporary Increase Exp Date

Displays the expiration date of the last temporary increase amount.

Last Temporary Increase Requestor

Displays the User ID who requested the previous temporary credit limit
increase.

Last Temporary Increase Maintain Date and
Time

Displays the date and time the last temporary credit increase was modified.

Last Permanent Credit Limit Change Date

Displays the last date the permanent credit limit was changed.

Last Permanent Credit Limit Change Amount

Displays the change in the amount of the permanent credit limit.

Downloading View Credit Lines

You can download the search results to the following formats and financial software programs:

Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. From the View Credit Lines page, click the Download icon.

View Credit Lines

Showing 10 ¥ |credit lines

o 3]

2. Click on the format option that you want and save the file to a specified location on your computer.

NP F 3
All Columns [} |
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Online Service Requests

Service Requests are requests made by Company Admin Users to FI Admin Users to take specific action on a
cardholder’s account. Service requests may be queued or real-time. Real-time requests are processed by the system

immediately, and queued requests are directed to the FI's Incoming Messages queue for further action.

Updates or change requests can be sent by an administrator using the Online Request feature. There are several
types of service requests, as described in the table below.

IMPORTANT!

=>» Online requests only display to a user if the security rights have been set to include the request types set up

by the financial institution.

Allows a cardholder cash access up to a specified

Add Cash Access percent of their credit limit. Queued Yes

Add New Cardholder Request Creates a new cardholder account. Real-time / Queued No
Add or remove PIN access on an account. A PIN

Add PIN Access mailer is sent to the cardholder’s address. Queued ves

Address and Phone Change Submit an address and/or phone number change. Real-time / Queued Yes

Card Activation Request Activate a card. Real-time / Queued Yes

Card Replacement Request Orders a _replacgment credit card for a Real-time / Queued Yes
commercial/business cardholder.

CB:roacl:rl](ge Cardholder Authorization Submit a temporary authorization block. Real-time Yes

Change Credit Limit Changes th_e permanent or temporary credit limit on Real-time / Queued Yes
a commercial cardholder account.
Closes the card account and prevents .

Close Account Request authorizations and account reissue. Real-time / Queued Yes

Manage Employee ID Change an employee ID. Real-time / Queued Yes

Order New PIN Request a new PIN for an account. Real-time / Queued Yes

View Full Account Number Ab'“ty FO view the card account number Real-time Yes
immediately.

Virtual Account Online Requests

Change Virtual Account Type Change the virtual account type. Real-time No
Allows Admin User the ability to

View Virtual Account Security Data  use Virtual accounts to make online or mail order Real-time No
transactions.

Fleet Only Online Requests

. . Create or modify a new fleet card driver record, .

Add/Modify Driver which can be connected to a cardholder account. Real-time / Queued No

Add/Modify Group Create or modify a new fleet card group. Real-time / Queued No

Add/Modify Vehicle Create or modify a new fleet card vehicle record, Real-time / Queued No

which can be connected to a cardholder account.

NOTE:

If you have submitted a service request or online message for an account, you can view the response in your message

inbox. If you have more than one account linked to your username, you will see incoming messages for all your accounts.
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Accessing Online Service Requests

To access the Online Request page, perform the following steps:

1. Click the Company Management icon and then the Search Company icon.

2. The Company Search screen is displayed. Enter the search criteria and click Search. The Company Search
Results page is displayed.

Search Company

Hierarchy E Company Id u Company Name Select Status v
Manage Filters ~

Company Search Results -~
Showing |10 ¥ | Companies E- 13
Systern = Association = Corporation = Company> Company Name~» Status  Actions

00000066 THE FLOWER SHOP Open ﬂ B n m

BZK 85 880001

3. Click the Online Request icon for the company that you want to submit an online request for.

Company Search Results

Showing |10 ¥ |Companies £
System ~ Association ~ Corporation ~ Company~ Company Name= Status  Actions
BZK 85 880001 00000066 THE FLOWER SHOP Open (o] E ofs]

Note:  All the companies that you have access to will appear in the Company Search Results section. You will only need to
search for the company if you want to limit the number of companies displayed in the results.

4. The Online Request page is displayed.

Online Regquests

AddModify Vehicle Adiiness and Phone Change ‘

AdA New Cardholder u((]um‘l | AddModity Dever J | ASAModity Croup I

Change Cardholder

Change Virtua! Card Account
Authorization Block

Type

View Virtual Security Account Card Replacement Request ‘

Data

Change Credit Limit

View Full Account Number ‘ Close Account Request l Manage Spending Restriction ‘ Setup AutoPay }

Note: If you do not have access to the Online Request feature, contact your Financial Institution Administrator. Depending

on your security rights, you may or may not see all the Online Request types shown here.
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Search for an Account from the Online Service Request Screen

To search for an account before making any Online Requests or Online Message, enter the cardholders name in the
Search field on the Online Requests page and select the online request to complete.

Online Roquests

A New Cardholder Request AddModify Drtver AdiMadity Group | ABAMofy Venicle ] Address and Phone Change ‘
Change Credit Limit | View Virtual Security Account Card Replacoment Reguest Change Virtual Card Account ] Change Cardholder ‘
J Data ) Type Authorization Block

View Full Account Number Ciose Acoount Request Manage Spending Restriction Setup AutoPay

Note:  Once you begin typing the cardholder name in the search field, a drop-down menu displays with names that match
the typed in criteria. To do a wildcard search, enter %% in the Search Cardholder field and a list of accounts will
appear in the drop-down.

Tracking Online Service Requests

You can track online requests that have been submitted. You can view the Tracking Online Request section by
scrolling to the bottom of the Online Request page.

Online Requests

‘ ekt Meww Cardholdier Request ‘ Ay Driver | AddiModty Croup ‘ | Aoty vericle ‘ Adcress i rors crarce |

‘ Change Credi Limit ‘ VM-.r.m.uscmwﬁ:m.l Card Repiacement Request Change Vinual Card Account ‘ Change Cardhalder |

Data Type Authesizstion Block

‘ Viewr ‘ Close. Req | Man || © serup umoeey

Online Message Inquiry

ity Transaction ingulry e IR R ‘ | ‘Commerical card program ncuiry -Other Ingubty

Tracking Orline Request
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The table below describes the filter elements for Tracking Online Requests:

Select Approval Status Select the approval status from the drop-down list: All, Approved, AutoApproved, Submitted
Select Online Request Select the online request type from the drop-down list. The online requests that you have access
Type to will appear in the drop-down.

Select a date option from the drop-down list: All, Equal to, Between, After, Before. Once you select

Select Date Range an option, another field(s) will appear to enter the date(s).

Completing Online Service Requests

IMPORTANT!
=> |If your card program has multiple hierarchy levels defined, be sure to validate the hierarchy level you have selected to
ensure that account is available to be selected.
= Some online requests and drop-down options only display to a user if the financial institution has set the permissions to
include them.
= The Add More button on the online request page will allow you to add additional cardholders to that request if the financial
institution has enabled that option.

Add Cash Access

The Add Cash Access Service Request allows the company to request access to a percentage of an individual
cardholder's credit limit for use as a cash advance.

To complete the Add Cash Access online request, perform the following steps:

1. From the Online Requests screen, select Add Cash Access.

Online Requests

p p e “
Add Cash Access Address and Phone Change Change Credit Limit View Virtual Security Account Card Replacement Request
Data
“ “ “ “ “
Change Virtual Card Account Change Cardholder View Full Account Number Close Account Request Add or Remove PIN Request
Type Authorization Block

“

Manage Spending Restrictio n]

2. The Add Cash Access screen is displayed. Enter the cardholder’s name.

Add Cash Access

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.
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3. Complete the Cash Access and Memo fields. Click Submit.

Add Cash Access

ION SMITH 4338 Cash Access 9% Memo | u

Note:  The Cash Access field should be completed with the percentage of the credit limit that should be available for cash
access.

4. The review page is displayed. Review the information and click Confirm.

Add Cash Access

Test

5. A Successfully Submitted notification will appear.

Successfully Submitted
Add Cash Access

v

Note:  The request is transmitted immediately to the institution’s Incoming Messages for the institution to
complete the request in BASE2000.

Add New Cardholder Request
The Add New Cardholder Request creates a hew cardholder to a commercial or business card program.
IMPORTANT!

= Validate the hierarchy level selected, if the commercial card program has multiple hierarchy levels.

=>» Select the correct product for the new account if there are multiple commercial card products in the program.

To complete the Add New Cardholder online request, perform the following steps:

1. From the Online Requests page, select Add New Cardholder Account.

Online Requests

[ Add New Cardholder Request] [ Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle J [ Address and Phone Change ]
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Autherization Block

[ View Full Account Number J [ Close Account Request J [ Manage Spending Restnctiun} [ Setup AutoPay J
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2. The Add New Cardholder page is displayed. Complete all the necessary fields on the page.

Search Company / Add New Cardholder

Sublevel ID/Name Product

THE FLOWER SHOP- Defaul * E Select v

Product Derails ~
Credit Limit Credit Limit Type Processing M
Qrder Plastic Now
Name To Print
Cardholder Details ~
Details

SSNorTax ID SSN or Tax ID

Statement Address same as Primary Acdressf

Statement Adress

Business Phane Horme Phone rome Phona Other Phone
v

Rush Card Delivery -~

Auto Pay ~

Auto Enrollment ~

Memo -~

Note:
» Some toggles open additional fields once they are selected.
» The Home Phone field should contain the phone number to best contact the cardholder.
» The Add Driver and Add Vehicle Online Requests must be completed before the Fleet Account Details section can

be completed, Enter the Fleet ID field value from the Driver or Vehicle record.
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3. Type in the Memo field to post questions or comments about the request and click Submit.

Note:  The information entered in the Memo box, if configured for real time processing, will not be reviewed by the
financial institution.

4. The review page is displayed. Review the information and click Confirm.
Note: You can click Edit to return to the Add New Cardholder page and enter the new information.

5. A Successfully Submitted notification will appear.

The table below describes the elements of the Add New Cardholder page:

Sublevel ID Displays the unique number and name assigned to sublevels set up for the company. Select a
company sublevel ID/name from the drop-down list where the cardholder is located.

Product Select the product/sub-product from the drop-down list.

Product Details Section

PIN Access Click to issue a PIN for the account. Note: This field does not display if the company is not set up for
cash access.

Credit Limit Type the total amount of approved credit for the cardholder account.

Type Processing Select a code from the drop-down list that defines the type of account added. If the institution has a

default Type Processing set up on the card processing system, the field defaults to that value and
cannot be changed.

Virtual Account Click to indicate this account is a virtual account. Once you click Virtual Account, additional fields
appear:
» Account Type — select from the drop-down list
» Expiration Date — enter the expiration date of the virtual account
Note: These fields do not display if virtual accounts are not enabled for the company.

Allow Cash Advance Click to allow cash advances based on the Cash Limit. Once you click Allow Cash Advance
Access Access, an additional field appears:
» Cash Limit - Type the total cash limit approved for the account. The dollar amount entered in this
field must not exceed the percentage allowed that is defined for your company.
Note: This field does not display if the company is not set up for cash access.

Order Plastic Now Click to order a plastic for the account. Once you click Order Plastic Now, an additional field
appears:
» No of Plastics - Type the number of plastics to order for the cardholder.
Important! If the Order Plastics Now option is unchecked, the Number of Plastics is setto 0 and a
card will not be issued.

Cardholder Details Section

Details

Prefix Type any optional prefix used at the beginning of a cardholder’'s name. The values entered in the
Prefix, First Name, Middle Name, Last Name and Suffix fields cannot exceed a total of 25 characters.

First Name Type the cardholder’s first name. The values entered in the Prefix, First Name, Middle Name, Last

Name and Suffix fields cannot exceed a total of 25 characters.
Note: Virtual defaults as the first name if the Virtual Account box is checked.

Middle Name Type the cardholder’s middle name, if applicable. The values entered in the Prefix, First Name,
Middle Name, Last Name and Suffix fields cannot exceed a total of 25 characters. Note: Account
defaults as the middle name if the Virtual Account box is checked.

Last Name Type the cardholder’s last name. The values entered in the Prefix, First Name, Middle Name, Last
Name and Suffix fields cannot exceed a total of 25 characters. Note: Type a company or account
specific last name for a Virtual Account.

Suffix Type any optional suffix used at the end of a cardholder’'s name. The values entered in the Prefix,
First Name, Middle Name, Last Name and Suffix fields cannot exceed a total of 25 characters.
Employee ID Type the optional employee’s identification number.
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Emp Cost Center

Type the employee’s cost center. If your company is set up on the card processing system with a
default Employee Cost Center, the field defaults to that value, but it may be updated.

SSN or Tax ID

Type either the cardholder’s Social Security Number or Tax ID number. This number is often used to
activate the new card. If your company is set up on the card processing system with a default
Cardholder SSN/Tax ID, the field defaults to that value.

Mothers Maiden Name

Type information used for cardholder verification.

Date of Birth

Type the selected cardholder’s birthdate in MM/DD/YYYY format. Note: This can be an optional or
required field, depending on your financial institution’s implementation.

Primary Address

Address Line 1

Type the address for all plastics, correspondence, and statement if Statement Address is not noted.
If your company is set up on the card processing system with the option to use the Company’s
Primary Address as the Cardholder’s Primary Mailing Address, the address fields default and the
Company Admin will not be able to update the Primary Address fields.

Address Line 2

Type any additional address information in this optional field.

Address Line 3

Type any additional address information in this optional field.

City Type the cardholder’s city of residence.

State Select the cardholder’s state of residence from the drop-down list. If entering a Canadian address,
select the Province from this list. This is a required field for U.S. or Canadian addresses

Zip Code Type the cardholder’s ZIP Code. This is a required field for U.S. or Canadian addresses.

Foreign Address

Click to indicate a foreign address. Select the country from the drop-down list.

Important! Requests that involve foreign addresses may be processed as a queued request
depending on the option chosen by your financial institution. Canadian addresses are not foreign
addresses. Enter the Canadian address the same as a U.S. address.

Statement Address same
as Primary Address

Click to indicate that the statement address is the same as the primary address. The Statement
Address section will only appear if this toggle is not turned on.

Statement Address

Address Line 1

Type the address for mailing statements to a different address.

Address Line 2

Type any additional statement address information in this optional field.

Address Line 3

Type any additional statement address information in this optional field.

City Type the city for the statement address.

State Select the state for the statement address from the drop-down list. If entering a Canadian address,
select the Province from this list. This is a required field for U.S. or Canadian addresses.

Zip Code Type the statement address Zip Code. This is a required field for U.S. or Canadian addresses.

Foreign Address

Click to indicate a foreign address. Select the country from the drop-down list.

Important! Requests that involve foreign addresses may be processed as a queued request
depending on the option chosen by your financial institution. Canadian addresses are not foreign
addresses. Enter the Canadian address the same as a U.S. address.

Phone

Mobile Phone

Type the cardholder’'s mobile phone, if applicable.

Business Phone

Type the cardholder’s business phone number. Note: This can be an optional or required field,
depending on your financial institution’s implementation.

Home Phone

Type the cardholder’'s home phone number or the best number to reach the cardholder. This could be
a cell phone.

Other Phone

Type the cardholder’s alternate phone number, if applicable. If your company is set up on the card
processing system with a default work phone, the Other Phone field populates with that default
value. The default value may be updated.

Other Phone Type

Select the type of phone number being entered in the Other Phone Type from the drop-down list. If
your company is set up on the card processing system with a default work phone, the Other Phone
Type field populates with a value of B-Business. The default value may be updated.
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Element Description

Fleet Account Details

Click to turn on Fleet features. Note: Fleet Card information displays only if the company has a Fleet
program and the option is enabled.

Account Type

Select a Fleet account type from the drop-down list. This is arequired field when a Fleet product has
been selected.

Prompt

Select from this drop-down list the prompt the driver is required to enter at the point of sale. If an
option is not selected, it defaults to 5 — No Prompt when the account is added to the card processing
system.

Auth Decline Override

Click for overriding a declined authorization for the Fleet account.

Not enabled - do not override a declined authorization

Enabled - override a declined authorization

Important! Checking this option results in authorizations that would be declined, or would normally
decline, due to an invalid or missing prompt value, (for example, Driver ID of Vehicle ID), to be
approved

Fleet ID

Enter a Fleet Driver or Vehicle record ID or use the Search option to view and select a Fleet ID from
the list of all the fleet identification numbers associated with the company’s drivers and vehicles. This
is a required field when a Fleet product has been selected.

Product Restrictions

Select from the drop-down list to choose the card restrictions for the Fleet Card product. If an option is
not selected, it defaults to 0 — No Restrictions when the account is added to the card processing
system.

Rush Card Delivery

Click to indicate rush delivery of the plastic. This section only appears for the financial institution.

Rush Card Details

Select to enable additional fields.

Signature Required

Click if a signature is required for delivery. Your financial institution may have this option set so
that it is automatically enabled, and the user is unable to update it.

Shipping Instructions

Select from the drop-down list to choose the card shipping instructions.

Contact Phone

Type a contact phone number.

Special Instructions

Add additional information regarding the delivery instructions for the rush card.

Card Mailing Address

Select from the drop-down list where the rush card is mailed. This is only required when Rush
Card Delivery is requested.

Contact Phone
Extension

The phone extension is optional.

Card Mailing Address

Address Line 1

If Other Address is selected, type an alternate address to send the rush card.

Address Line 2

If Other Address is selected, type any additional alternate address information in this optional field.

Address Line 3

If Other Address is selected, type any additional alternate address information in this optional field.

City If Other Address is selected, type the city for the alternate address.
State If Other Address is selected, select the state for the alternate address from the drop-down list.
Zip Code If Other Address is selected, type the alternate address Zip Code.

Foreign Address

If Other Address is selected, click to indicate a foreign address. Select the country from the drop-down
list. Important! Requests that involve foreign addresses may be processed as a queued request
depending on the options enabled by your financial institution.

Auto Pay

This function is sent real time if it is added when setting up a new cardholder. If it is added later, it is
queued to the institution.

Auto Pay Details

Select to enable additional fields.

Autopay Account Type

Select the Account Type from the drop-down list: D — Checking / S — Savings.

Bank Account Name

Type the name of the institution that receives the debit transaction for an automatic payment.

Bank Account Number

Type the checking or savings account number from which the system drafts the automatic payment.

Routing Transit Number

Type the routing number for the institution from which the system drafts the automatic payment.

Auto Pay Option

Select the auto pay option from the drop-down list.

Frequency

Select the frequency of the automatic payments from the drop-down list.
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Element Description

Day If the Monthly frequency is selected, this indicates the number of calendar days after the statement
billing date that the auto payment is processed. If the Specific Date frequency is selected, this is the
actual date the auto payment is processed.

Percentage Select the percentage of the account's balance that is used to calculate the automatic debit. This field is
only required when the value P is selected from the Auto Pay Option field.

Fixed Amount Type the fixed amount of the automatic debit. This field is only required when the value A is selected
from the Auto Pay Option field.

Auto Enrollment This section only appears when auto enroliment into eZCardinfo/My Card Statement is allowed by the

financial institution. Note: These fields do not display if Auto Enrollment into
eZCardInfo/MyCardStatement is not enabled.

Auto Enrollment Select to enable additional fields.

Details

Email Type the email address where eZCardInfo/My Card Statement enrollment email notification is sent.
Username Type in the username.

Password Type a temporary password for this account’s access into eZCardInfo/My Card Statement.

Verify Password Re-type the temporary password for this account’s access into eZCardInfo/My Card Statement.
Memo The information entered here by the user is posted to the card processing system as a memo. Only

the financial institution can view it in the card processing system.

Add or Remove PIN Request

The Add or Remove PIN Request Service Request allows the company to request that a commercial cardholder can
access their account through a PIN number or remove this access.

Note:  The request is transmitted immediately to the institution’s Incoming Messages for the institution to complete the request in
BASE2000. Once processed, the new PIN is sent to the default mailing address of the commercial card account.

Online Requests

P P P P P
Add Cash Access ] Address and Phone Change ] Change Credit Limit ] View Virtual Se(urltyA:(Dunt] Card Replacement Request ]
Data

P P P P
Change Virtual Card Account Change Cardholder View Full Account Number ‘ Close Account Request Add or Remave PIN Request
Type Authorization Block

—_—
Manage Spending Restriction

Add PIN Request

To add PIN access, perform the following steps:

1. From the Online Requests screen, select Add or Remove PIN Request. The Add or Remove Pin Access
screen displays. Enter the cardholder’s name.

Add/Remaove Pin Access

Note: Once you enter the cardholder’s name, the Submit button will appear.
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2. Select Add from the PIN Access drop-down menu and add a note to the Memo field. Click Submit.

Add/Remove Pin Acces

= . ‘ 1]

e

3. The review page is displayed. Review the information and click Confirm.

Add/Remove Pin Access

4, The Successfully Submitted screen will display if the request was successfully submitted. The request is
transmitted immediately to the institution’s Incoming Messages for the institution to complete the request in
BASE2000. Once processed, the new PIN is sent to the default mailing address of the commercial card account.

Note: It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s
Administrator.
Remove PIN Request

To remove PIN access, perform the following steps:

1. From the Online Requests screen, select Add or Remove PIN Request. The Add or Remove Pin Access
screen displays. Enter the cardholder’s name.

Add/Remove Pin Access

Select Pin Access Z D

Note: Once you enter the cardholder’s name, the Submit button will appear.

2. Select Remove from the PIN Access drop-down menu and add a note to the Memo field. Click Submit.

Add/Remove Pin Access

| O

Submit Cancel

3. Thereview page displays. Review the information and click Confirm.

Add/Remove Pin Access

JONI TESTQ31S 6971 Remove v Test
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4. The Successfully Submitted screen will display if the request was successfully submitted.

Note:
» It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s
Administrator.
»  Also consider changing the Cash Access to $0.

Address and Phone Change

To complete an address and/or phone number online request, perform the following steps:

1. From the Online Requests screen, select Address and Phone Change.

Online Requests

[ Add New Cardholder Request} [ Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle J [ Address and Phone Change }
e - e - e
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block

-

- - -
View Full Account Number J Close Account Request ] Manage Spending Hestnctiﬂn} Setup AutoPay ]

2. The Address and Phone Change screen displays. Enter the cardholder's name. One you enter the cardholder’s
name, the Submit button will appear.

Address And Phone Change ~

Select Reguest Type ¥ Mema u

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.

3. Select the request type from the drop-down menu and add a note to the Memo field. The request type drop-down
options are:
» Address Change — When selected, the primary and statement address fields are displayed.
» Phone Change — When selected, the phone number fields are displayed.
» Address and Phone Change — When selected, the phone number, primary address and statement

address fields are displayed.

a. Phone Change Request — Change or add the phone number in the appropriate field and click Submit.

Address And Phone Change ~

LAURA K BLOOM {0552) Phone Change - Memo u

Phone Number

Mobile Phone: Phone Business Phone Business Phone Home Phone:

Other Phone.
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b. Address Change Request — Update or add the address in the appropriate Primary Address and/or

Statement Address fields and click Submit.

Address And Phone Change e

Sk

c. Address and Phone Change Request — Update and/or add the new phone number and address. Click

Submit.

Address And Phone Change -

_ b

4. The review page displays. Review the information and click Confirm.

Address And Phone Change -~

5. The Successfully Submitted screen will display if the request was successfully submitted.

o Successfully Submitted

Change Personal Info

Note:  This Service Request is a real-time process and the Memo field serves as a notation.
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Card Activation Request

To complete the Card Activation online request, perform the following steps:

1. From the Online Requests screen, select Card Activation Request.

Online Requests

Manage Empioyee id J Add New Cardhoider Request } Change Credit Limit J Caed Acthation Request | Card Replacement Request |
Viow Vietual Security Account | View Full Account Numbeor J Setup AutoPay | Change Virtusl Card Account | Monage Spending Restriction
Data pe

Change Cardholder Addross and Phone Change Add New Transaction Close Account Request |

Authorization Biock J

2. The Card Activation Request screen displays. Cards Pending for Activation are displayed below the Card
Activation Request section. Click the icon next the name in the Cards Pending for Activation list or enter the
cardholder’'s name, select Activate from the Select Card Activation drop-down menu and add a note to the
Memo field. Click Submit.

Card Activation Request

Cards Pending for Activation

Account Numbers Cardholder Nama=

DoOoa0o

Note: Once you enter the cardholder’s name, the Submit button will appear.

If you enter a cardholder's name and their card is active or the card is not eligible, a new section will appear
showing the Ineligible Accounts.

Ineligible Accounts

BLACCT 00000 0000000 774 The count is not eligible to

=
)

3. The review page is displayed. Review the information and click Confirm.

Card Activation Request
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4. The Successfully Submitted screen will display if the request was successfully submitted.

Successfully Submitted

v

Card Activation

Card Replacement Request

The Card Replacement Request allows you to request replacement credit cards for existing commercial cardholders.
This feature is not intended for lost or stolen accounts.

IMPORTANT!

=> If you are trying to report a card lost or stolen, or to report fraud, please contact your Financial Institution’s Administrator
Immediately.

To complete the Request Replacement Card online request, perform the following steps:

1. From the Online Requests screen, select Request Replacement Card.

Online Requests

-
[ Add New Cardholder RequestJ [ Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle J Address and Phone Change J
P - “ -
Change Credit Limit View Virtual Security Account Card Replacement Reguest Change Virtual Card Account Change Cardholder
Data Type Authorization Block

s Ve

View Full Account Number J

Close Account Request J

Manage Spending nesmctmn]

Setup AutoPay J

2. The Card Replacement Request screen displays. Enter the cardholder’'s name.

Search Company / Request CardReplacement

ount has been Lost, Stalen, or Compromised, please contact your

Card Replacement/ Services Request

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.

3. Complete the Reason field and type a note in the Memo Field. Click Submit.

Card Replacement/ Services Request

CARD QUTAGAIN TEST 5046 Reason | | ETE | u

e

Note:  You can select a reason from the drop-down menu, or you can type a reason in the Reason field.

Page | 90

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

4. The review page is displayed. Review the information and click Confirm.

Card Replacement/ Services Request

5. The Successfully Submitted screen will display if the request was successfully submitted.
Note: It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s

Administrator.

Change Cardholder Authorization Block

Change Cardholder Authorization Block Online Request allows the administrator to impose or remove a real-time
cardholder authorization block at the account level. This block prevents additional approved authorizations on the
account until an Administrator removes the block.

To complete the Change Cardholder Authorization Block online request, perform the following steps:

1. From the Online Requests screen, select Change Cardholder Authorization.

Online Requests

pe
[ Add New Caldho\dsrﬁequest} [ Add/Madify Driver ] [ Add/Modify Group ] [ Add/Modify Vehicle ] Address and Phone Change ]
- - - -
Change Credit Limit View Virtual Security Account | Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block
- - e e
View Full Account Number J Close Account Request J Manage Spending Hestn:l\onJ Setup AutoPay ]

2. The Change Cardholder Authorization Block screen displays. Enter the cardholder’'s name.

Change Cardholder Authorization Block

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.

3. Inthe Authorization Block field, select whether you are adding or removing a block from the drop-down menu
and make a note in the Memo field. Click Submit.

Change Cardholder Authorization Block

BILL BSB TEST 4346 Mot Blocked Select Autharization E ¥ Vlerno | u

ex) -

Note: If you select Add a block, this will prevent authorizations on the account selected.
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4. The Change Cardholder Authorization Block review page displays. Review the information and click Confirm.

Change Cardholder Authorization Block

BILL BSE TEST 4346 Mot Blocked Add Bloc v Test

Cancel

5. A confirmation message is displayed.

Note:  This Service Request is a real-time process and the Memo field serves as a notation.

Change Credit Limit

The Change Credit Limit online request allows you to request an increase or decrease in a cardholder's credit limit in
real time.

To complete the Change Credit Limit online request, perform the following steps:

1. From the Online Requests screen, select Change Credit Limit.

Online Requests

-
[ Add New Cardholder Request] [ Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle ] Address and Phone Change ]
- e - e
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block

-

- - e
View Full Account Number J Close Account Request } Manage Spending uesmcﬁmJ Setup AutoPay J

2. The Change Credit Limit screen displays. Enter the cardholder’'s name.

Change Credit Limit

Memmo Permanent Credit Lin ¥ New Credit Limit n

pdated On: Current Credit Limit Last Permanent Credit

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.

3. Complete the Memo, Request Type and New Credit Limit fields. Click Submit.

Change Credit Limit

BILL BSB TEST (4346)

Cancel
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If you selected Temporary Credit Limit, the Expiration Date field appears and must be completed prior to
clicking Submit.

Change Credit Limit

BILL BSB TEST (4346) e Termporary Crea

djusted Credit Last Temporary Credit Limit: Last Temparary Expiry Date

Note: The Request Type field options are based on the security settings set up by the Financial Institution.

4. The review page displays. Review the information and click Confirm. A confirmation message is displayed.

Note:
» This Service Request is a real-time process and the Memo field serves as a notation.
» It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s
Administrator.

The table below describes the elements of the Change Credit Limit online request.

Memo Insert a note regarding the request

Request Type Select the request type from the drop-down list.

New Credit Limit Type the new credit limit in whole dollar amounts only.

Expiration Date This field appears when Temporary Credit Limit Increase is selected. Type the date the temporary
credit limit should expire. Format is MM/DD/YYYY

Updated By Displays the Administrator’s User ID who requested the change.

Updated On Displays the date the permanent or temporary credit limit was last changed.

Current Cr Limit Displays the current credit limit.

Last Permanent Cr Limit  Displays the previous permanent credit limit amount when permanent credit limit Increase is selected

Temp Adj Cr Limit Displays the cardholders assigned (permanent) credit limit plus the (increased by) temporary credit
limit amount.

Last Temp Cr Limit Displays the previous temporary credit limit amount.

Last Temp Exp Date Displays the previous temporary credit limit expiration date.

Change Credit Limit Restrictions

IMPORTANT!
=>» Do not process this request if the account is in a Closed or Blocked status.

These restrictions prevent the change credit limit service request from being submitted under any of the following
conditions for Individually Billed, Billing Accounts, and Centrally Billed Accounts:

Requested credit limit change cannot exceed the company limit.

Requested credit limit change must be different than the cardholder’s current credit limit.

If the Service Request is unable to be completed in a real time manner it will be routed to the Financial
Institutions Incoming Messages queue to be worked.
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Current Temporary Credit Limit Option

If an account selected has an active (not expired or deleted) temporary credit limit, the active temporary limit is
displayed in the Current Temp Limit field on the Change Credit Limit online requests page. The Current Temp
Limit field allows the Admin the ability to change the amount, but this does not require entry of a new expiration date.
The Current Temp Exp Date field allows the Admin the ability to change the date but does not require entry of a new
limit.

Active Temporary Credit Limit Indicator

An active temporary credit limit indicator T displays next to the credit limit any time the account has an active
temporary credit limit. If you place the cursor over the indicator, a message displays stating there is an active
temporary credit limit increase on this account.

Close Account Request

The Close Account online request allows you to request to close a commercial card account in real time. This
prevents future authorizations and account reissue.

IMPORTANT!
= This feature is not intended for lost or stolen accounts. For a lost or stolen account, contact the phone number
provided by the institution.

To complete the Close Account online request, perform the following steps:

1. From the Online Requests screen, select Close Account Request.

Online Requests

-
[ Add New Ca.dho\dernequestJ [ Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle ] Address and Phone Change ]
p p / / -
Change Credit Limit View Virtual Security Account | Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block
. - -
View Full Account Number J [ Close Account Request ] Manage Spending ﬂestn:t\on] Setup AutoPay J

2. The Request to Close Accounts page is displayed. Enter the cardholder’'s name.

Search Company / Close Account Request

sed to report a card Lost or len. If you feel that th
ly to have the account blocked and a new card issued

ccount has been Lost, Stolen, or Compromised, please contact your

Request To Close Accounts

Cancel

Note: Once you enter the cardholder’s name, the Submit button will appear.
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3. Select the Reason for closing the account, type a question or comments in the Memo field and click Submit.

Request To Close Accounts

CARD OUTAGAIN TEST 5046

Note:  You can select a reason from the drop-down menu, or you can type a reason in the Reason field.

4. The Request to Close Account review page displays. Review the information and click Confirm.

Request To Close Accounts

CARD OUTAGAIN TEST 5046

Cancel

5. A confirmation message is displayed.

Note:

» This Service Request is a real-time process and the Memo field serves as a notation.
» The request is transmitted immediately but it may take up to 48 hours to process.
» Toreopen a closed account, contact the financial institution.

Manage Employee ID

The Manage Employee ID online request allows you to edit and/or delete an existing employee ID number. To
complete the Manage Employee ID online request, perform the following steps:

1. From the Online Requests screen, select Manage Employee ID.

Online Requests

[ Manage Employee Id J [ Add New Cardholder Requestj [ Change Credit Limit ] { Card Activation Request J [ Card Replacement Request}
( View Virtual Security Account View Full Account Nurmber Setup AutoPay Change Virtual Card Account Manage Spending Restriction
Data Type
Change Cardholder Address and Phone Change Add New Transaction Close Account Request
Authorization Block

2. The Manage Employee page isdisplayed. Enter the cardholder’'s name.

Manage Employee

Cancel Add More

Note: Once you enter the cardholder’s name, the Submit button will appear.
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3. Enter the new Employee ID in the Employee ID field. Type a note about the request in the Memo field and click
Submit.

Manage Employee

SHE HM TESTING T794 Employee IO Memo | D

4. The review page displays. Review the information and click Confirm.

Manage Employee

SHE HM TESTING 7704

5. A confirmation message is displayed.

123 Test

Note: It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s
Administrator.

Order New PIN

The Order New PIN online request creates new PIN request or creates a new PIN in the event of the PIN being
lost or stolen. To complete the Order New PIN online request, perform the following steps:

1. Fromthe Online Requests screen, select Order New Pin.

Online Requests

-
[ Manage Employee Id J [ Add New Cardholder Request} [ Change Credit Limit ] Add Cash Access ] [ Card Activation Request J
[ Card Replacement Request J [ Order New Pin } [ View Full Account Number ] [ Setup AutoPay ] [ Close Account Request J
“
Manage Spending Restriction Change Cardholder Address and Phone Change Add or Remove PIN Request Add New Transaction
Authorization Block

2. The Order Pin screen displays. Enter the cardholder’s name.

Order Pin

| Search Cardholde | Select Request Code ¥ Memo n

Cancel Add More

Note: Once you enter the cardholder’s name, the Submit button will appear.
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3. Select New PIN or Send Reminder from the Select Request Code field drop-down menu. Add a note in the
Memo field explaining your actions and click Submit.

Order Pin

e ID

=

4. The review page is displayed. Review the information and click Confirm.

Ovreder Pin

5. A confirmation message is displayed.

View Full Account Number

The View Full Account Number online request allows the admin users to view the complete card account number. To
complete the View Full Account Number online request, perform the following steps:

1. From the Online Requests screen, select View Full Account Number.

Online Requests

-
[ Add New Cardholder RequestJ [ Add/Modify Driver ] [ Add/Modify Croup } [ Add/Modify Vehicle ] Address and Phone Change J
P P - - e
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block

-
View Full Account Number J

Close Account Request ]

-
Manage Spending Restnctmn] Setup AutoPay ]

2. The View Full Account Number page isdisplayed. Enter the cardholder’s name.

View Full Account Number

Cancel

Note:  Once you enter the cardholder’s name, the Submit button will appear.
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3. Complete the Reason field and type a note about the request in the Memo field. Click Submit.

View Full Account Number

BILL BSB TEST 4345 T nrETTE | u

Note:  You can select a reason from the drop-down menu, or you can type a reason in the Reason field.

4. Thereview page is displayed. Review the information and click Confirm.

View Full Account Number

BILL BSB TEST 4346

5. A confirmation message is displayed.

An Emergency Test

Note: It may take up to 48 hours for the request to take effect. If you have any questions, contact your Financial Institution’s
Administrator.

Virtual Accounts
IMPORTANT!

= The following sections support virtual accounts only.
Change Virtual Card Account Type

To complete the Change Virtual Card Account Type online request, perform the following steps:

1. From the Online Requests screen, select Change Virtual Card Account Type.

Online Requests

Add New Cardholder Request Add/Modity Driver 1 ‘ AddModity Group J ‘ Add/Modsity Vehicle ’ [ Address and Phone Change ‘
Change Crodit Limit | View Virtual Security Account Card Replacoment Request ‘ Change Virtual Card Account ‘ Change Cardholder ‘
Data Type Authorization Block

View Full Account Number | Close Account Request Manage Spending Restriction ‘ Setup AutoPay |

2. The Change Virtual Card Account Type page isdisplayed. Enter the cardholder name.

Change Virtual Card Account Type

Select Account Type ¥ Neme u

Cancel

Note:  Once you enter the cardholder’s name, the Submit button will appear.
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3. Selectthe Account Type, type a note in the Memo filed and click Submit.

t]ungl: Virtual Card Accoum I]'HJM:

|

Note:  Highlighted fields are mandatory fields and must have a value entered.

4. The review page is displayed. Review the information and click Confirm.

Change Virtual Card Account Type

5. A confirmation message is displayed.

View Virtual Account Security Data

Security data for virtual accounts is needed to make online or mail order transactions. To complete the View Virtual
Account Security Data online request, perform the following steps:

1. From the Online Request page, enter the virtual account name and click the View Virtual Account Security
Data online request.

Online Requests

-
[ Add New Cardholder Request] [ Add/Modify Driver ] [ Add/Medify Group } [ Add/Modify Vehicle ] Address and Phone Change ]
IS IS IS e
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block

IS IS s
View Full Account Number ] Close Account Request ] Manage Spending Restr\ctian} Setup AutoPay ]

2. The View Virtual Security Account Data page is displayed. Enter the cardholder name.

View Virtual Security Account Data

Cancel

Note:  Once you enter the cardholder’s name, the Submit button will appear.
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3. The View Virtual Account Security Data screen is displayed. Click Submit.

View Virtual Security Accountdata

Cancel 4 Go Back

4. A Successfully Submitted message will display and the full 16-digit account number, expiration and CVV2 is
displayed.

View Virtual Security Accountdata

Cancel 4y Co Back

Successfully Submitted

View security Data

Note: This Online Service Request only appears for institutions with Virtual Accounts, admins with access, and only for Virtual
accounts.

Fleet Records

IMPORTANT!
= The following sections support fleet accounts only.

When a new account is added to a Fleet program, it must be associated to a Driver, Vehicle, an/dor Group record. The

Company Admin must set up Driver, Vehicle, and Group records prior to completing the Add New Cardholder
Account request to add an account to a Fleet program.

Add / Modify Driver (Fleet Only)

The Add/Modify Driver service request allows the Company Administrator to enter a new driver record for their Fleet
program. The driver record can then be used when setting up a cardholder account for that driver.

To complete the Add/Modify Driver online request, perform the following steps:

1. Fromthe Online Requests screen, click Add/Modify Driver.

Online Requests

[ Add New Cardholder nequest] Add/Modify Driver J [ Add/Modify Group J [ Add/Modify Vehicle J [ Address and Phone Change ]
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block
[ View Full Account Number ] [ Close Account Request J [ Manage Spending Restn:tiun} [ Setup AutoPay }
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2. The Driver screen is displayed. Complete the required fields and click Submit.

Driver

Submit Cancel

3. The review page is displayed. Review the information and click Confirm. A confirmation message is displayed.

The table below describes the elements for Add/Modify Driver:

Sublevel Select a company sublevel ID/name from the drop-down list.

Driver ID The system assigns the next driver ID, or you can enter a specific numeric value in this box, which
must be six-digits.

Driver Type Select driver from the drop-down list.

Card Type Select a card type from the drop-down list: M — MasterCard / V — Visa.

Report Exception Move the indicator if the driver record is restricted and included in the exception reporting.

First Name Type the driver’s first name.

Middle Initial Type the driver's middle initial, if applicable.

Last Name Type the driver’s last name.

License ID Type the driver’s license identification number. License ID is required when selected Driver Type is

D-Driver.

Expiration Date

Select the driver’s license identification expiration date from the drop- down calendar.

Issue Country

Select the country from the drop-down list for the driver’s license identification number.

Issue State

Select the driver’s license issue state from the drop-down list.

Authorized Vehicle

Type an authorized vehicle ID for this record. You can select the Search button next to the
Authorized Vehicle box to search for an existing authorized vehicle.

Authorized Vehicle Group

Type an authorized vehicle group ID. You can select the Search button next to the Authorized
Vehicle Group box to search for an existing authorized vehicle group.

Service Type

Select the service type code from the drop-down list.

Weekend Option

Select the driver's weekend use option.

Time Start Type the four-digit vehicle’s start of day in military time. Values include: 0000 — 2359

Time End Type the four-digit vehicle’s ending time of day in military time. Values include: 0000— 2359
Fillups Type the vehicle’s maximum fill-ups per day. This is limited to three digits.

Unit Price Type the fuel unit cost.

Amount Type the fuel transaction amount.

Oil Comps This field is reserved for future use.

Memo The information entered here by the user is posted to the card processing system as a memo.
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Add / Modify Group (Fleet Only)

IMPORTANT!
=>» Driver and vehicle records must be established before completing the New Group online request.

The Add/Modify Group service request allows an Administrator to create or modify a driver or vehicle group record for
their Fleet program. To complete the Add/Modify Group online request, perform the following steps:

1. Fromthe Online Requests screen, click Add/Modify Group.

Online Requests

[ Add New Cardholder Request] { Add/Modify Driver J [ Add/Modify Group { Add/Modify Vehicle J [ Address and Phone Change ]
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block
[ View Full Account Number ] [ Close Account Request J [ Manage Spending Restrictiun] [ Setup AutoPay J

2. The Add/Modify Group page is displayed. Complete the required fields and click Submit.

Add New Group

THE FLOWER SHOP- Default A Q Group Type A

Note:  Highlighted fields are mandatory fields and must have a value entered.
3. The Add/Modify Group review page is displayed. Review the information and click Confirm.

4. A confirmation message is displayed.

Note:  The request is transmitted immediately to the institution’s Incoming Messages for the institution to complete the request in
BASE2000. This is real time or queued, based on Admin Group and Manage Online Requests for the company.

The table below describes the elements for Add New Group:

Sublevel ID/Name Select a company sublevel ID/name from the drop-down list.

Group ID Type the group’s name. You can click the search icon to search for a group number.

Group Description Type the group’s description.

Group Type Select the group type from the drop-down list. Based on your selection, an additional field will appear to
select the driver or vehicle.

Memo The information entered here by the user is posted to the card processing system as a memo. You can
view it in Service View under the Company Inquiry menu, Memo List.

Delete Icon Click this button to remove a Fleet Driver or Vehicle records from the Fleet Group.
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Add / Modify Vehicle (Fleet Only)

The Add/Modify Vehicle service request allows the Administrator to enter a new vehicle record for their Fleet
program. The driver vehicle can then be used when setting up a cardholder account for that vehicle.

To complete the Add/Modify Vehicle online request, perform the following steps:

1. From the Online Requests screen, click on Add/Modify Vehicle.

Online Requests

[ Add New Cardhelder nequestJ [ Add/Modify Driver J { Add/Medify Group J [ Add/Modify Vehicle J [ Address and Phone Change J
Change Credit Limit View Virtual Security Account Card Replacement Request Change Virtual Card Account Change Cardholder
Data Type Authorization Block

[ View Full Account Number J [ Close Account Request J [ Manage Spending Nestnction] [ Setup AutoPay ]

2. The Add/Modify Vehicle screen is displayed. Complete the required fields and click Submit.
Vehicle 1

venicle ID vehicle Type Vehicle Type: v Card Type: Select v Rep

Autharized Driver: View Driver

ssue Country US-United States v Issue State

Service Type v Select v

Fuel Type One: v

3. The review page displays. Review the information and click Confirm.

4. A confirmation message is displayed.

The table below describes the elements for Add/Modify Vehicle:

Sublevel ID/Name  Select a company sublevel ID/name from the drop-down list.

Vehicle ID The system assigns the next vehicle ID or you can enter a specific numeric value, which must be six-digits.
Vehicle Type Select vehicle from the drop-down list.
Card Type Select the vehicle card type: M — MasterCard / V — Visa

Report Exception Move the indicator if the driver record is restricted and included in the exception reporting.
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Authorized Driver

Type an authorized driver ID for this record. You can select the View Driver button next to the Authorized
Driver box to search for an existing authorized driver.

Authorized Driver
Group

Type an authorized driver group ID for this record. You can select the View Group button next to the
Authorized Driver Group box to search for an existing authorized driver group.

License ID

Type the vehicle’s license identification number assigned to the vehicle. License ID is required when selected
Vehicle Type is V - Vehicle.

Exp. Date

The expiration date for the vehicle’s license tag.

Issue Country

Select the country from the drop-down list for the vehicle’s license identification number.

Issue State Select the vehicle’s license issue state from the drop-down list.
VIN Type the vehicle identification number.
Description Type the vehicle description.

Service Type

Select the service type code from the drop-down list.

Weekend Option

Select the vehicle’s weekend use option from the drop-down list.

Time Start

Type the vehicle’s start of day in military time. This is a four-digit field. Values include: 0000 — 2359

Time End

Type the vehicle’s ending time of day in military time. This is a four- digit field. Values include: 0000— 2359

Fillups Per Day

Type the vehicle’s maximum fillips per day.

Unit Price ($)

Type the fuel unit cost up to 99.9999.

Amount

Type the fuel transaction amount.

Tank Capacity

Type the tank capacity of the vehicle.

QOilCom Value

This field is reserved for future use.

MPG Value

Type the MPG value — Low and High fields.

Fuel Type One

Select the fuel type.

Fuel Type Two

Select the second fuel type if applicable.

Memo

The information entered here by the user is posted to the card processing system as a memo.

Memos

Memos entered during Online Service Requests are sent to BASE2000 real time and are visible at the
account/company level through BASE2000/Service View. Each memo has specific TASK IDS associated with it to
indicate the Online Service Request submitted.

The memo also includes the following attributes:
> The submitting users’ Username ID
> Memo File ID beginning with IE to differentiate company memos from institution memos.
> An indicator advising if the Service Request submitted was a real time (R) or Queued (Q) change request.
> This text appends to any additional memos generated in relation to the original memo if the original memo
exceeded the number of characters allowed in a memo on the mainframe causing a 2" or 3, etc., memo to

generate.
Free form memo text if included with the submission of the Online Service Request

v

> Cardholder Name
> Account number — Last four (Company level memos only)
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Online Message Types

Online Messages allow Company Admin Users and cardholders to submit a free-form message or inquiry to the FI.
Message Types are used to sort messages in the Incoming Message queue so that the FI can easily identify and
address different types of messages, such as account inquiries or messages reporting website issues.

The available online message types include:
> Account Inquiry

Transaction Inquiry

Commercial Card Program Inquiry

Online Support Question (How do 1?)

Report a Website Issue

Other Inquiry

VVVVYY

Online Requests

p
{ Add New Cardholder Qeques(] [ Adc/Modify Driver ] [ AddModify Group J [ AddModify Vehicle J Address and Phone Change ]
e - - P e
‘ Change Credit Limit View Virtual Security Account | Card Replacement Request ‘ Change Virtual Card Account ‘ Change Cardholder

Data Type Authorization Block
- - - P
‘ View Full Account Number ] | Close Account Request } Manage Spending R’quitﬂnn] Setup AutoPay J

Online Message Inquiry

[ Inquiry -Report a Web Site ] [ Inquiry -Transaction Inquiry ] [ Inquiry -Account Inquiry J [ Commerical card program Inquiry -Other Inquiry
Issue Inquiry

Inquiry -Online Support
Question (How do 17

Report a Website Issue

Report a Website Issue is an online message system used by the cardholder to report any website issue. To submit a
Report a Website Issue, click the Report a Website Issue icon and complete the highlight fields that are displayed.
Click Send once you have completed the fields.

Onhine Mevage Inguiry

rquity gt & Wob 51t J Iy -Transaction Induiry J | Iy -Ascaint inquiry | Cormenancal card progeam Induiry -Othes induiry
um Incquiny

(-1
|

Note: You can click View History Details to view the message sent history.
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Transaction Inquiry

Transaction Inquiry is an online message system used to make any inquiry on cardholder transactions. To submit a
Transaction Inquiry, click the Transaction Inquiry icon and complete the highlight fields that are displayed. Click Send
once you have completed the fields.

Online Message Inquiry

| Inguiry -Fiepor & Web Soe inquiry -Transaction inquiry ¥ inquiry ~Account inquiry Commancal caed progrem Inguiry Ot iraquiny

Note:  You can click View History Details to view the message sent history.

Account Inquiry

Account Inquiry is an online message system used to make any inquiry on the cardholder's account. To submit an
Account Inquiry, click the Account Inquiry icon and complete the highlight fields that are displayed. Click Send once
you have completed the fields.

Unline Message Inquiry

iy Recort s Wed See J| TR ARy Jl LA e Vi comcncorgn | (1 s o v i
— i

Note:  You can click View History Details to view the message sent history.

Commercial Card Program Inquiry

Commercial Card Program Inquiry is an online message system used to make any inquiry on the cardholder's
commercial card program. To submit a Commercial Card Program Inquiry, click the Commercial Card Program
Inquiry icon and complete the highlight fields that are displayed. Click Send once you have completed the fields.

Online Mosage Inquiry

inquiry -Repon 3 Wt Sto | | riquiy -Traraaction inquiry riquiry -ACEounNT inquiry
e

Note:  You can click View History Details to view the message sent history.

Page | 106

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

Other Inquiry

Other Inquiry is an online message system used by the cardholder to make any other inquiry. To submit an Other
Inquiry, click the Other Inquiry icon and complete the highlight fields that are displayed. Click Send once you have
completed the fields.

Ohnline Mesaye Inquiny

Sernt iew History Dietads |

Note: You can click View History Details to view the message sent history.

Online Support Question (How do 1?)

Online Support Question is an online message system used to support the cardholder's online queries. To submit an
Online Support Question, click the Online Support Question (How do 1?) icon and complete the highlight fields that
are displayed. Click Send once you have completed the fields.

Cinline Message Inguiry

ey sgpenavwasas | ey Taeascton raary | [ € oy sccsues ]
e

m Wi Histiory Detaik

Note:  You can click View History Details to view the message sent history.
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Spend Restrictions

Depending on your user security profile, you can manage spending restrictions for your commercial card program.
Start with Merchant Group Code (MGC) definitions to manage spending restrictions. An MGC definition contains a
specific category of Merchant Category Codes (MCCs). Refer to the Online MCC List for the available codes and
choose the MCCs to include in an MGC definition. These definitions must be included before the spending limits are
set.

Spending limits are rules that limit card usage by the dollar amount, the number or transactions within an MGC
definition, or both. Commonly, spending limits are set up with a decline response. Transactions that qualify for MGC
definitions that violate transaction amount or count criteria are not authorized. You can establish spending limits for a
time period that you can determine or select a time period from a drop- down list.

Spending limits are set for a company, sub level or cardholder account. Set the initial spending limit for at least one
period. Adding limits for other periods is considered a change or modification. In addition, the same MGC is then
displayed for all time periods. The amount, count, and response criteria, however, can remain undefined, and differ
from the other time periods.

If a sub level or cardholder account spending limit is added to a company, be sure to set up all criteria that must be
applied at each level. The system applies the spending limit to the lowest level it finds. For example, a company
hierarchy can consist of a company, and one or more sub levels. Cardholder accounts can be set up under a
company, or under any sub level. A spending limit set for a cardholder account takes precedence over sub level and
company limits, and a spending limit set for a sub level takes precedence over one set for a company.

If an MGC definition is deleted from a spending limit, the definition is removed from every time period. If the spending
limit to an MGC definition is to be applied for one period, but not another, leave the Transaction Amount, Transaction
Count, or Response Code fields blank for the MGC definition for the period that the spending limit does not apply to. If
criteria already exist for an MCG definition, delete the criteria but keep the MGC definition. The MGC definition can be
deleted only if the plan is to eliminate all spending limits for that definition for all time periods by selecting the Delete All
Spending Limits option. If all the spending limits for a particular cardholder account, a sub level, or a company is to be
removed, delete these limits. A spending restriction can be deleted from one-time period only. In this case, the
Transaction Amount, Transaction Count, and Response Code for all the groups under that time period must be
deleted.

» MGC definitions can be set without applying spending criteria to approve or decline transactions with the
Exclude MGC option.

» You can approve or decline transactions for undefined MCCs with the Other Merchants option.

» An MCC add/change/delete or a Spending Limit add/change/delete is passed to the Incoming Messages
Queue if the request is unable to be processed in a real-time manner.

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Manage Spend Restrictions Online Request

Based on the administrative access, company administrators can implement authorization restrictions to manage the
risk of their commercial card programs. The access to manage codes and restrictions is based on administrative
access set by the financial institution.

Administrative access is one of the following:

» No access — The institution is creating the groups and restrictions on your behalf
» Access to Manage groups and/or restrictions, (Add, Change, or Delete)
» View Only access
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The institution may create groups of codes on the request made, or own groups can be created. Based on the admin
group and company access, the admin can:

» Create groupings of Merchant Category Codes (MCG)

» Restrict spending to that group, or to all merchants except that group

» Set # and $ restrictions to that group

Spending Restrictions are set by:

» Cardholder, Sub level, or Company
» Time Period
» Frequency (#) and Amount ($)

Authorization requests are declined if a request:

> Exceeds the Count
> Exceeds the Amount
» Is from arestricted MCG

Two features work together to enable and establish spending limits and general criteria for approving or declining
transactions:

» Manage Merchant Group Codes (MGC)
» Manage Spending Limits

Note:  All changes made to company and cardholder spending limits are processed on a real time basis. If an error prevents a

submission in real time, the request is submitted to the institution’s Incoming Messages queue for manual review and
update.

To implement authorization restrictions, perform the following steps:

1. Fromthe Company Search Results page, click on the Online Request icon.

Company Search Results ~
Showing (10 ¥ | Companies o)
Systern = Association = Corporation + Company~ Company Name~ Status Actions

—
B2K as 880001 00000066 THE FLOWER SHOP Open (%] Bm B

2. The Online Requests page is displayed. Click the Manage Spending Restriction icon.

Online Requests

Add/Modify Driver Add/Modify Group Add/Modify Vehicle

[ Add New Cardholder ﬁequest] [

)| )

P
J Change Credit Limit J

-

-
Reguest Replacement Card ]

Change Cardholder
Authorization Block

)

View Virtual Security Account
Data

)

-

Change Virtual Card Account
Type

Manage Spending Restriction

-
View Full Account Number ]

Close Account Request

)

Setup AutoPay

)

-

Address and Phone Change J

“
Add New Transaction ]
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3. The Merchant Restriction page is displayed.

IMPORTANT!

= Some online requests only display to a user if the permissions have been set to include the request types set
up by the financial institution.

Merchant Restrictions Overview

If you select the Manage Spending Restrictions from the online service request types, the Merchant Restrictions
Overview page appears. Please review this to understand how the process works in eZBusiness.

The below table describes the elements of the Merchant Restriction page:

Merchant Restriction Overview This section shows general information about the Manage Spending Restrictions option.
Click this option to view, modify, delete, and add Merchant Group Code (MGC)
definitions.

Click this option to view, modify, delete, and set spending (velocity) limits for an MGC
definition, or set general criteria for approving or declining an MGC or MCCs.

Merchant Group Code

Manage Spending Limits

Merchant Group Codes (MGC)

Manage Merchant Group Codes

Merchant Group Codes (MGCs) contain the Merchant Category Codes (MCCs) to include in or exclude from Spending
(Velocity) Limits, which are group restriction parameters. Access the Manage Merchant Group Codes page to create
one or more groupings of Merchant Category Codes. After the groups are added, you can place restrictions on the

groups.

1. From the Merchant Restriction page, select Merchant Group Code.

Search Company / Merchant Restriction

o Merchant Croup Code
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2. The Merchant Group Code page is displayed.

Manage Merchant Group Code

pre—— e 23 ove

The below table describes the icons available on the Manage Merchant Group Code section:

Displays the MCC list including the MCC Code, Description and the date updated.

Click to create a new Merchant Group Code

Submits the request

Cancels the request and takes you back to the Online Requests page

Select this button to clear any changes and return to the unchanged values in the MGC record.
You can delete an MGC only if you deleted, previously, the MGC from the spending limits that used it. If

you delete an MGC and the associated spending limits are not deleted, an error message will be
received.
Opens up additional fields for MCC codes to be included in the MGC

Add a Merchant Group
1. From the Merchant Group Code page, click the Create New MGC button.

Manage Merchant Group Code

Merchant Catagory Code List Create New MGC m Delete All

Merchant Group Code AM Description DESCRIPTICN

) for ranges Use comma () or space to indicate individual MCC entries

7238 n

Memo
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2. Enter the following information and then click the Submit icon.
Merchant Group Code — type the code for the new group
Description — type a description for the new group

MCC Codes — enter the MCC codes to be included in the new MGC. Note: The plus icon allows you to enter

multiple MCC codes.
Memo — type a note in the memo field

Manage Merchant Group Code

Merchant Catagory Code List Create New MGC Delete All

Merchant Group Cade AL Description DESCRIFTION

to indicate individual MCC entries

Memo

Note:  You can click on the Merchant Category Code List icon to display the MCC list. Clicking the icon within the list will add

the MCC code to the MCC Codes section.

3. The review page will be displayed. Review the information and click Confirm.

Manage Merchant Group Code

=

Merchant Croup Code lAA Description Test

sh () for ranges Use comma () or space to indicate individual MCC entries

Memo

Test

4. The Merchant Group Code is successfully added message is displayed.
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Merchant Category Code (MCC) List

The available Merchant Category Codes can be viewed to include in the spending restrictions by clicking the
Merchant Category Code List icon on the Manage Merchant Group Code (MGC).

Manage Merchant Group Code

Merchant Catagory Code List Create New MGC Delete All

Merchant Group Code AA Description DESCRIPTION

dicate individual MCC entries

Memo

The MCC List is displayed.

Mcc List
Filter
MCC Code~ Description~ Date Updated~

D 0000 Payment Adjustment Fee or Finance Charge
D 0742 Veterinary Services
D 0763 Agricultural Cooperatives
D 0780 Landscaping And Horticultural Services
D 1520 General Contractors-Residential And Co

-
D m Heating Plumbing Air Conditioning
D 731 Electrical Contractors
D 1740 Masonry Stonework Tile Setting Plaster
(m ] 1750

Showing 1-10 (10016 MCC Codes) | First | <« 2 3 4 5 6 7 8 9 10 = Llast

The following fields are displayed within the Manage Merchant Group Code screen:

This is an entry field to search for an MCC Code. To sort by MCC Code, click the MCC Code link. All codes
MCC Code . .
that contain the entered value are displayed.

This is an entry field to search for an MCC Description. To sort by Description, click the Description link. All
MCC codes that contain the entered description are displayed.

This is an entry field to search for the most recently updated MCC Codes. To sort by the date an MCC Code
was last updated, click the Date of Last Update link.

Description

Date Updated
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Changing Merchant Groups

Depending on your access rights, you can modify or delete a new Merchant Group Code (MGC). To change a
merchant group, perform the following steps:

1. From the Manage Merchant Group Code Online Request, click the Undo button.

Manage Merchant Group Code

Merchant Catagory Code List Create New MGC Delete All

Merchant Group Code an Description DESCRIPTION

ce to indicate individual MCC entries

1254 7238 n

Memo

2. Click in the Merchant Group Code field and select the two-digit code to change from the drop-down list. Make
your changes to the description and MCC codes as heeded and type a note in the Memo field. Click the Submit

button.
‘MJ..JSL- Merchant Group Code
[~ ]
B

3. The review page will be displayed. Review the information and click Confirm.

Manage Merchant Group Code

4. A confirmation message will be received.
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Manage Spending Limits

Spending limits are rules that limit company/sublevel or card usage by dollar amount, the number or transactions
within a Merchant Group Code (MGC) definition, or both. The limits are created and modified on the Manage
Spending Limits page.

You can manage these limits by completing the fields and submitting this service request through one of the following
options:
» For a single addition or change to an MGC, enter data into the columns at the bottom of the page.
» For numerous additions and changes, complete the fields in the Maintain Spending Limits section in the center
of the page. For additional information, see the Merchant Group Selection topic.

Adding a Spending Limit

To manage spending restrictions, a spending (velocity) limit needs to be set on a Merchant Group Code (MGC)
definition. These restrictions can be set at the company, sub-level or at an account level. To add a Spending Limit to
a Merchant Group Code, perform the following steps:

1. From the Merchant Restriction page, select Manage Spending Limits.

Search Campany / Merchant Restriction

e Manage Spending Limits

2. The Manage Spending Limits page is displayed.

Manage Spending Limits

; -0
0
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3. Enter the Period and appropriate fields in the Maintain Spending Limits section and click Apply Limits.
Manage Spending Limits
Perio: C-Cycle v Delete All Spending Restrictions
Maintain Spending Limits
Merchant Croup Code Selection
Set Transaction Limits |[EnterS Set Transaction Count |Enter Numbel
Transaction Response | No Selection v Transaction Response | No Selectian v
=
Note:  The table at the end of this section provides details on each of the fields on the page.
4. Once all the necessary fields are entered and the Apply Limits button has been clicked, the restrictions appear in
the MGC Mapping section. You can edit the information, delete an MGC or add additional MGCs in this section.
The fields below wil Populate based on current or new TE(IIHQC assigneg above. Please review edit as appropnate |:r\:rt:\ subm t'.H’\:}
MGC Mapping
MGC Transaction Limit Transaction Response Count Count Response
AL s00 Approve all transactions for selected MG ¥ {|S00 Approve all transactions for selected MG ¥ D
oL No Selection A No Selection A D
Other Merchants Response Approve v Exclude MGC Respor No Selection v
Aem
e
Cancel
5. Complete the Exclude MGC and Response fields, if needed. Type a note in the Memo field and click Submit.
6. The review page will be displayed. Review the information and click Confirm. The Manage Spending Limits

Successfully Submitted pop up is displayed on successful entry.

The below table describes the elements of the Manage Spending Limits page:

Hierarchy

Company Level

Click the radio button to select company level hierarchy.

Company Sub Level

To limit a company level, select the level to restrict from the Company/Sub-level drop-down box.

Account Level

Click the radio button to select account level hierarchy. When account level is selected,
additional fields will appear — Account and Account Level Restrictions.

Account

To limit an account, select the cardholder account. Type the cardholder name in the Account
box. As you begin typing, a drop-down will appear with cardholder names.

Account Level Restrictions

Select Enable Restriction or Disable Restriction.
» Enable Restrictions — Select this option in the following cases:

« To restrict a cardholder account

«¢ If return restrictions to a cardholder account where restrictions were previously disabled
» Disable Restrictions — Select this option to disable restrictions

Manage Spending Limits

Period

Select the time period that the restrictions are in effect for from the drop-down list: Cycle, Daily,
Weekly, Monthly, Quarterly, Yearly, Transaction, Other
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This is a required field when the other option is selected from the Period field. This sets a
revolving number of days in which the set limit cannot exceed. For example, if the days are set to
180 and the amount is set to $500.00, the account has 180 days to spend up to the maximum
limit. If the maximum amount is met within 180 days, the account must wait until 180 days
expires. At that time, the days reset, and purchases are allowed on the account at merchants
with an MCC code defined under the specific Merchant Group Code (MGC).

Other Days

Delete All Spending Restr

Select the check box to permanently delete all of the spending limits FOR ALL PERIODS, for the
selected company, sub-level, or an account.

Maintain Spending Limits

Merchant Group Code
Selection

Click the Show MGC List button and a list of MGC’s will appear. Select the MGC from the list.
The MGCs selected from the list appear in the MGC column after clicking Apply Limits. MGCs
actively used for the selected company/sublevel or account are indicated in this list with an
asterisk. Note: You are also able to view the MGC detail by clicking the Show MGC Detail
button in the drop-down list.

Set Transaction Limits

This field is optional. Enter the maximum dollar amount allowed on a transaction within the
selected Period. Example: Enter 501 to set the limit for $500.

Transaction Response

Select an option from the drop-down list. This field is optional. If you entered a transaction dollar
amount, the system’s default response is Decline. You can change the response as needed:

» Approve all transactions for the selected MGCs.

» Decline transactions above the entered value.

Set Transaction Count

This field is optional. Enter the maximum number of transactions to allow within the selected
Period. This option cannot be set for Transaction Spending Limits. Example: 30

Transaction Response

Select an option from the drop-down list. This field is optional. If you entered a transaction dollar
amount, the system’s default response is Decline. You can change the response as needed:

» Approve all transactions for the selected MGCs.

» Decline transactions above the entered value.

Select this button to clear any changes and return to the unchanged values.

Apply Limits

Select this button to apply the selections in the Maintain Spending Limits section. The
selection results appear in the columns of the Spending Limits form. If necessary, the data can
be edited by modifying or deleting the values from the form directly.

MGC Mapping

MGC

The Merchant Group Code

Transaction Limit

This field is optional. Enter or change the maximum dollar amount allowed on an MGC.
If you selected and applied transaction limits to MGCs from the Select MGC drop down list in the
Maintain Spending Limits section, the corresponding values appear in this column.

Transaction Response

If you selected and applied a transaction response to MGCs from the Select MGC drop down list
in the Maintain Spending Limits section, the selected corresponding values appear in this
column.

Count

If you selected and applied a transaction count to MGCs from the Select MGC drop down list in
the Maintain Spending Limits section, the corresponding values appear in this column.

Count Response

If you selected and applied limits to MGCs from the Select MGC drop down list in the Maintain
Spending Limits section, the corresponding values appear in this column.

The delete icon allows you to delete the Spend Limits for that row.

The add icon allows you to add additional Spend Limits.

Other Merchants Response

For transactions with undefined MCCs in the MGCs with spending limit criteria, or in the Exclude
MGC group, the response can be set to approved or declined. Once set, it is the same for all
spending limit parameters.

Exclude MGC

Enter a two-digit MGC to set to decline authorizations without applying spending limit criteria.
Once set, it is the same for all spending limit parameters.
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If you entered an MGC to restrict, select a response for these transactions:

Response » Approve
» Decline
Memo Insert a note regarding the request.
The Apply Limits button must be selected before this button is enabled. Click this button to
SO submit changes. The Review page displays.

Changing a Spending Limit

You can modify or delete a spending (velocity) limit set up for a Merchant Group Code (MGC) at the company,
sublevel, or account levels.

From the Manage Spending Limits online request page:

1. Selectthe Account Level or Company Level button in the Hierarchy section.

Hierarchy

THE FLOWER SHOP- Default v
Account Level Restriction
Enable Restriction Disable Restriction

“To make changes to Account Level Restrictions ‘Enable’ must be selected. To suspend use of Account Level Spending Restrictions ‘Disable’ must be selected

Note: If you select Account Level, you must select Enable Restrictions from the Account Level Restrictions section.

2. Enter the changes to the MGC you want to make, and the other required and optional field values. Click the
Submit button.

The fields below will populate based on current or new settings assigned above. Please review the defined spending limits and edit as appropriate prior to submitting
MGC Mapping

M Transaction Limit Transaction Response Count Count Response

AL 500 Approve all transactions for selected MG ¥ |[500 approve all transactions for selected MG v [[)

DL No Selection v No Selection 0
Other Merchants Response Approve v Exclude MGC Response No Selection v
vem

4

3. The review page is displayed. Review the information and click the Confirm button.

4. The confirmation message appears.

Delete Spend Restrictions

Once restrictions are in place, they may be deleted. If restrictions already exist for an MGC definition, consider deleting
the restrictions, but keep the MGC definition. The definition can be used later with new restrictions.
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Delete All Spend Limits
To delete all spending limits for all time periods for all cardholders, perform the following steps:

1. From the Merchant Restriction page, select Manage Spending Limits.

Search Company / Merchant Restriction

e Manage Spending Limits

2. The Manage Spending Limits page is displayed. From the Hierarchy selection, select Company and Company
Sub Level or Account Level and Account and click the Delete All Spending Restrictions box and click
Submit.

Hicrarchy

Manage Spending Limits

Note: A message appears on the confirmation page if restrictions are tied to an MGC you attempt to delete.
3. The review page is displayed. Review the information and click the Confirm button.

4. A confirmation message is displayed.
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Payments

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Search for a Payment

To search for a payment, perform the following steps.

1. Click Account Management > Search Payment.

2. The Search Payment page is displayed. Enter one or any combination of search options and click Search.

Search Payment
E 16 digit or last & Acct # E Confirmation Number u First Name u Last Name
E Routing Number E 2l B Payment Statu v
n Amount v
n Payment Date v
SearchQ Manage Filters =
Payment Search Results
Showing [10 ¥ |Payments E-1 )
System  Association Corporation Confirmation# Account Number Cardholder Amount Payment Date
B2 107501 BL ACCT 00000073-10000000 $2000
B2K 85 12156 s001

Note:

» You can click on the Manage Filters button to select the filters that you would like displayed.

»  All payments that you have access to will be displayed before you enter search criteria. Search criteria only needs to be
entered if you want to filter down the list.

Payment Search Results

Showing (10 ¥ |Payments ) E3
System Association Corporation Confirmation# Account Number Cardholder Amount Payment Date
5 880001 BHOOO 448508""'54 DEMO2 TEST $12.00 04112019 B8
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The table below describes the search elements on the Search Payment page.

Hierarchy Hierarchy level

Account # Account number

Confirmation # The confirmation number received when the payment was made

First Name Cardholder’s first name.

Last Name Cardholder’s last name.

Payment Account # The checking or savings account number used to make the payment
Routing # The checking or savings routing number used to make the payment
Company ID The company ID

Payment Status The status of the payment — All, Cancelled, Pending, Processing, Processed

Search by the amount of the payment. Select an option from the drop-down list — Equal to, Between,
Higher than, Smaller than. Once a selection is made, a field will appear to enter the amount.

Search by the date of the payment. Select an option from the drop-down list — Equal to, Between,
After, Before. Once a selection is made, a field will appear to enter the date.

Payment Amount

Payment Date

The below table describes the icons available in the Payment Search Results section:

View payment details

Download Payment Search Results

You can download the search results to the following formats and financial software programs:
> Excel/Spreadsheet (.csv) format
> Excel
> Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Payment Search Results section.

Payment Search Results

Showing |10 ¥ [Payments -2 E

2. Click on the format option that you want and save the file to a specified location on your computer.

Page | 121

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



View Payment Details

eZ BUSINESS

Card Management

To view the details of a payment, perform the following steps:

1. From the Search Payment page, click the View Payment Details icon for the payment that you want to see the

details for.

Payment Search Results

Showing |10 ¥ [Payments

Systen  Association Corporation

B2K 85 880001

-1 EXY

Account Number Cardholder Amount Payment Date

52000 02/23/2018 ﬁ_

448508000000068464 BL ACCT 00000070-10000000

2. The Payment Details page is displayed.

Payment Derails

Payrnent Status

Cio Back

The below table describes the elements of the Payment Details page:

Account Number

The account that the payment was made on

Payment Type

The type of payment: one-time or recurring

Payment Status

The status of the payment — Cancelled, Pending, Processing, Processed

Payment Entered / Modified Date

Date the payment was entered or modified

Confirmation #

The confirmation number of the payment

Payment Account Name

Nickname given for the payment account when it was set up

FI Name

Institution name of payment account

Payment Account #

The checking or savings account number used to make the payment

Routing Number

The routing number for the payment account

Payment Account Type

The type of account used to make the payment — checking or savings.

Amount

The amount of the payment

Payment Date

The date the payment was made

Memo

Data entered into the memo field

Additional Email

Email address of any additional admin that received notification of the payment

Resent Confirmation Email

If selected, a confirmation will be sent again to the email address on the account

Update Payment

Click to update the payment.

Cancel Payment

Click to cancel the payment.
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Viewing Payment History

The payment history for an account consists of all payments that have been made on the eZCardInfo and
MyCardStatement site within the last eighteen months, including pending and canceled payments. Payments with a
pending status can also be updated or canceled.

To view the online payment history for a commercial card account, perform the following step:

1. From the Company Management, Search Company page, click on the Account List icon for the company that
you would like to view the payment history for.

Company Search Results -~

Showing (10 ¥ |Companies =19

Systern = Association = Corporation Company~ Company Name~ Status Actions

R SHOP oren E)ED nEB

m
[~
ES

85 880001 00000066 THEFL

2. The Accounts page is displayed. Select the account that you want to view the payment history for by clicking the
Payment icon.

Accounts

Showing (10 ¥ |Accounts - TR 1

Cardholder Name = Account Number Status Balance Credit Limit Available Credit Account Type Username Actions

4435083614 Open@® $1334018 S0000F $0.00 Billing test3514 BEED

3. The Payments page is displayed.

BLACCT 00000

Search Company / Payments

Payments submitted after SPM EST on a business day will be credited to your account on the following business day

Make Paymcnt.\

Payment Accounts Cardholder Account Amount Payment Date Memo Send Confirmation to Email Address

BLACCT (
10000000

¥ | (mim/ddiyyy danielle mclinskey@fisglobal com D

Payment History

Cardholder Name Payment Accounts  Amount Date To Make Payment  Payment Date  Admin User Payment type Status Email Address 1
EL ACCT 00000066-10000000
iy o o $1000 04242016 040242006 E105 OneTime  Pracesse
3614
BL ACCT 00000066-10000000
555'"555 54.00 6/29/2017 6/20/2017 EOTIS0Z1 One Time Processed 9 @fisglobal com

(3614)
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The table below describes the information on the Payment History page.

Cardholder Name The cardholder name and the last 4 digits of their account.

Payment Accounts The checking or savings account number of the account accessed for an online payment. The
account number is masked with the exception of the first 6 and last four digits.

Amount The amount of the payment.

Date to Make Payment The date the payment is to be made.

Payment Date The date of the payment.

Admin User The admin user ID that made the payment.

Payment Type The payment type: one-time or recurring.

Status Payment status either Pending, Processing, Processed, or Cancelled.

Viewing Account Level Payment Accounts

1. From the Company Management, Search Company page, click on the Account List icon for the company that
you would like to view the payment history for.

Company Search Results -~
Showing |10 ¥ |Companies E-18
System + Association ¥ Corporation v Company~ Company Name~ Status  Actions

B2K 35 820001 00000066 THE FLOWER SHOP Open nﬂn@a

2. The Accounts page is displayed. Select the account that you want to view the payment history for by clicking the
Payment icon.

Accounts

Showing (10 ¥ JAccounts o X
Cardholder Name a AccountNumber  Status  Balance  CreditLimit  Available Credit  AccountType  Userame Actions

BL ACCT 000 448508*"3614 Open@  $1334018  $000@ $0.00 gilling test3614 B@ D

3. The Payments page is displayed. The Payment Accounts section is displayed under Payment History.

Payment Accounts

Account Nickname Account Type Account Number Routing Number Status

fud Checking "9514 121000358 Active 80

payer Checking 1455 121000358 Active B0

b of a checking Checking 555 221375378 Active BD

Test Checking Prod Checking 4567 121000358 Active B D
Checking 12354 mms Active 800

es Checking *9876 121000358 Active B0
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Viewing Company Payment Accounts

The Payments page allows you to view existing payment accounts and set up payment accounts that can be used for
making account payments online. To view information about an existing account, perform the following steps:

1. Fromthe Company Management, Search Company page, click on the Payment icon for the company that you
would like to view the payment account for.

Company Search Results

Showing |10 ¥ |Companies

Systermn = Association « Corporation = Company~ Company Namer Status Actions
B2K &5 £30001 00000066 THE FLOWER SHOP Open B0 gl

2. The Payments page is displayed. The Payment Accounts section is below the Select Accounts To Make
Payments section.

Payrncnt I\CE()L[I'I[S

Account Nickname Account Type Account Number Routing Number Status

jes Checking "9876 121000558 Active G0
payer Checking 1455 121000358 Active =G0
My checkings Checking 1234 mnms Active B D
b of a checking Checking 555 221375378 Active B u
fud Checking “0514 121000358 Active G0
Test Checking Prod Checking 4567 121000358 Active B D

=+ Add New

The table below describes the information on the Payment History page.

Account Nickname A unigue name assigned by the cardholder to identify the account. Also referred to in eZCardInfo
(MyCardStatement) as Payment Account.

Account Type The type of account — checking or savings.

Account Number The checking or savings account number of the account to be accessed for the online payment.

Routing Number The nine-digit routing number used to identify the financial institution from which the funds are
withdrawn for the online payment.

Status The status of the online payment, either Pending, Completed, or Canceled.

Adding Payment Accounts

The Payments page allows you to set up multiple checking or savings accounts to be used as payment accounts to
pay your cardholder’s bill online. It also lists any active or canceled payment accounts. You can create an unlimited

number of payment accounts. Once a payment account is created, it can be used immediately to make an online
payment.
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To add a Payment Account, perform the following steps:

1. From the Payments page, click Add New in the Payment Accounts section.

Payment Accounts

Account Nickname Account Type Account Number Routing Number Status

checking Checking 3456 nmmme Active B D

2. The payment information fields are displayed. Complete all the fields and click Save.

Payment Accounts

Account Type Financial Inst Name: Name an Account: Routing Number: Account Number: Account Nickname:

Checking v Test Bank Test 12345678 001122334455 Test|
—

3. The Success Payment Account Added message is displayed.

Success

Payment Account Added

Note:  The Payment Accounts section lists all of the active and deleted payment accounts, which can be used to pay the
cardholder’s accounts online.

The table below describes the information in the Payment Accounts section.

Account Nickname A unique name assigned to identify the account.
Account Type Identifies if the payment account is from a savings or checking account.
Account Number The checking or savings account number of the account to be accessed for the online payment.

The nine-digit routing number used to identify the financial institution from which the funds are withdrawn
for the online payment.

Routing Number

Status The status of the payment account.
E Edit the payment account information
u Delete the payment account

The table below describes the elements on the Add Payment Account page.

Account Type Identifies if the payment account is from a savings or checking account.

The financial institution of the checking or savings account where funds are withdrawn when making an
online payment towards the cardholder account.

Financial Inst Name

Name on Account The name of the registered account holder.

The nine-digit routing number used to identify the financial institution from which the funds are
withdrawn for the online payment.

Account Number The checking or savings account number of the account to be accessed for the online payment.
Account Nickname A unique name assigned to identify the account.

Routing Number
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1

Payment Accounts

Account Nickname
checking

Account Type

Checking

Change Payment Account Information

To change payment account information, perform the following steps:

eZ BUSINESS
Card Management

From the Payments page, click the Edit Payment Account icon next to the account that you want to update

Account Number

2.

i

I
o
@

Routing Number

Status
nmms Active D
The Payment Account fields will become highlighted. Make the necessary edits and click the Update button.
Payment Accounts
Account Type Financial Inst Name Narme on Account: Routing Number Account Number Account Nickname:
Checking v abc bank checking 1 mnms 3456 checking
Cancel
3. A confirmation will display.
Success
Payment Account Updated

Delete a Payment Account

1

Payment Accounts

Account Nicknanme

Accoun T

2.

-] .

3. A confirmation message is displayed.

Success

Payment Account Deleted

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
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A Delete Payment confirmation message will be displayed. Click Confirm.
Payment Accounts

To delete a payment account information, perform the following steps:

From the Payments page, click the Delete Payment Account icon next to the account that you want to delete.

Status

+ Add New
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ACH Payment Returns / Locked Accounts

ACH payment returns can occur when cardholders continue to initiate payments through eZCardInfo using the same
bank accounts that have been rejected, sometimes multiple times, by the Federal Reserve.

A Locked Payment Accounts table houses the locked payment records. This table is used when the new Payment
Accounts are added in eZCard or Commercial Card to verify their status. This table is locked for multiple users,
(everyone on the account), if applicable. Disabled payment accounts are unavailable for use to schedule a payment
and disables recurring payments.

Disabled Payment Accounts

Temporarily Locked Payment Accounts - The following applies to accounts that are locked temporarily:

» Only Pending Payments apply to this activity. If they are already in a Processing status, they are not changed.

» The pending payments that are tied to a payment account that is temporarily locked are not chosen for
processing, the status of the payment account can be identified by the status in the new Locked Payment
Accounts table.

» This affects all Pending Payments for this payment account, no matter how far in the future they are
scheduled.

» When the Payment Account is Unlocked, the Payment Status is changed to Pending. This also applies to
future dated payments, no matter how far in the future they are scheduled.

» Only Transactions with the status Disabled can be changed to Pending (WILLPROCESSON).
» The payment is then Processed if the date of the Payment is still valid for processing.
» The Unlocked Alert advises a review of Pending payments.

Note: Payments are cancelled for permanently locked payment accounts.

Making a One-Time Payment

Administrators may make payments to individual and billing commercial card accounts. The one-time payment feature
allows you to schedule one or more online payments for a current or future payment date. You can schedule a
payment for a future date of up to 60 days. Once the payment is made, the payment amount is automatically deducted
from the designated account.

NOTE: If you have not yet set up a payment account, the Payment Account page displays. Before making a payment, you must
first have a Payment Account. Refer to Adding a Payment Account for more information.

To make a one-time payment on an account, perform the following steps:

1. From the Company Management, Search Company page, click on the Payment icon for the company that you
would like to view the payment account for.

Company Search Results ~

Showing |10 ¥ |Companies .18

System v Association » Corporation v Company~> Company Name~ Status Actions

B2K ES 520001 00000066 THE FLOWER SHOP Open (o ]5] ] gﬂ
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2. The Payments page is displayed. Select the account(s) that you are making a payment on by clicking the
Checkmark icon next to the account(s) and click Make Payments.

Search Company / Payments

E Account Number
Virtual Indicator

Payments submitted after SPM EST on a business

u First Name
A n Higher Than

English

Select Accounts To Make Payments

Cardholder Account AccountType ~ Employee ID  Due Date: LastStatement  AccountBalance  Minimum Payment

LAURA K BLOOM Memo 12/2]

BL ACCT 00000066-10000000 Billing 12/2/201912:00:00 AM

Make Payments Show Payment History Reset

Note:  The payment accounts that have been set up will also appear on the page in the Payment Accounts section. You can edit

and delete existing payment accounts and add new accounts from this page.

2. The Make Payments section is displayed. Complete the required fields and then click the $Pay icon.

Make Payments

Payment Accounts Cardholder Account Amount Payment Date Memo Send Confirmation to Email Address

3. A confirmation message is displayed.

NOTE: If the payment is made before 5:00 P.M. EST, the payment posts to the account on the same day. If the payment is
made after 5:00 P.M. EST, the payment posts to the account on the next business day. If the payment is made on a

Saturday or Sunday, the payment posts to the account on the following Monday.

The below table describes the elements in the Make Payments section:

Payments Account The account name or nickname of the payment account to be used for making the payment. Select the
payment account from the drop-down list.

You can type in an amount or select from one of the drop-down options (Statement Balance, Balance,
Minimum Payment Amount)

Payment Amount

Payment Date
Memo

Select the date that you want the payment made.

Additional identifying information about the payment for the cardholder’s records. This memo will also
display in the payment confirmation e-mail.

Specifies the e-mail address where the payment confirmation will be sent. The email address field will be
auto populated with your email address but can be changed.

Email Address
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The below table describes the icons available in this section:

Make Payments

m Process the payment

Split the payment

(W | Delete the payment

Payment Accounts

E Edit payment account

B Delete payment account

Update/Change a Payment

Payments can be changed as long as the payment status is Pending. To change a payment, perform the following
steps:

1. Goto Account Management and then click Search Payment. Click on the View Payment Details icon.

Payment Search Results

Showing |10 ¥ Payments 2 £

System Association Corporation Confirmation# Account Number Cardholder Amount Payment Date
2K 85 880001 454825 44350800000036014 BLACCT 00000066-10000000 510.00 04/24f2016 E—

2. The Payments Details page. The payment can be updated by clicking the Update Payment icon.

m

Payment Derails

Account #: 40 iy Payment type: One Time Payment Status: Pending
Payment o7mjz2009 Confirmationd Payment Account v
Entered/Modified Number.
Date.
Fi Name: Payment Account Routing Number:

Number:
Payment Acocount Checking Amount: &55486 Payment Date: 07/25/2010
Type:
Memo: Additional Email:

Update Payment Cancel Payment Go Back
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Cancel a Payment

Payments can be cancelled as long as the payment status indicates Pending. To cancel a pending payment, click
Cancel Payment on the Payment Details page.

Payment Derails |

Once a payment is cancelled, the changeable fields on the Payment Details page appear disabled, and the payment
status is cancelled.

Create a Recurring Payment

To add a recurring payment plan to a billing account, perform the following steps. To make a one-time payment on an
account, perform the following steps:

1. From the Company Management, Search Company page, click on the Payment icon.

Company Search Resules ~
Showing |10 ¥ |Companies £-19
System ~ Association ~ Corporation = Company~ Company Narme~ Status  Actions

82K a3 280001 00000066 THE FLOWER SHOP Open uﬂng

2. The Payments page is displayed. Select the billing account that you want to set up a recurring payment for and
click Create Recurring Payment Plan.

Select Accounts To Make Payments

Cardholder Account Account Type Employee ID DueDate:  Last Statement Account Balance Minimum Payment

BL ACCT CLUTTER 44E508"45T Billing $15N.2 $163053 $33.00
Make Payments Show Payment History | Create Recurring Payment Plan Show Recurring Payment Plans Reset

3. The New Recurring Payments page is displayed. Complete all the fields and click Save.

New Recurring Payments

mber. Payment Account Recurring Schedule: Start Date Days before due date:

e

4. A confirmation is displayed.

Success

«/ Recurring Payment Saved for
44800851
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The below table describes the elements of the Create a Recurring Payment page:

Account # The first 6 and last 4 digits of the card number for the billing account.

Payment Account Select from the drop-down list the account that you want the payment made from.

Select the schedule from the drop-down list:
» Minimum Payment Due — minimum amount due on the last statement
» Account Balance — the account balance at the time of the payment
Recurring Schedule » Statement Balance — the account balance at the time of the last statement
> Fixed Monthly — a set amount each month
» Fixed Weekly — a set amount each week
> Fixed Bi-weekly — a set amount every 2 weeks

Start Date Select the date to begin the recurring payment.
Days before due date Enter the number of days before the due date for the payment to be made.
Amount to Pay The dollar amount to pay for the fixed schedule.

View Existing Recurring Payments

To view recurring payments, perform the following steps:

1. From the Company Management, Company Search Results page, click the Payment icon next to the company
that you want to view a recurring payment for.

Company Search Results ~

Showing (10 ¥ |Companies E-18

System = Association = Corporation ~ Company~ Company Name~ Status  Actions

B2K s 880001 00000086 THE FLOWER SHOP Open [ ]5] ¢ a

2. Select the billing account to which the recurring payment is associated and click Show Recurring Payment
Plans.

Select Accounts To Make Payments

Cardholder Account Account Type Employee ID Due Date: Last Statement Account Balance Minimum Payment

BLACCT CLUTTER 44B508™LET Billing 1.5z $1.630.53 $33.00
Make Payments Show Payment History Create Recurring Payment Plan Show Recurring Payment Plans | Reset

3. The Recurring Payments section is displayed.
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Update / Change a Recurring Payment

To change or update a recurring payment, perform the following steps:

1. From the Payments page, select the billing account that you want to update a recurring payment for and click
Show Recurring Payment Plans.

Select Accounts To Make Payments

Cardholder Account Account Type Employee ID Due Date: Last Statement Account Balance Minimum Payment

BLACCT CLUTTER 448508745 Billing sisna1 $1630.53 $33.00
Make Payments Show Payment History Create Recurring Payment Plan | Show Recurring Payment Plans

Reset

2. The Recurring Payments page is displayed. Click the Edit icon.

Recurring Payments

Account Number Payment Accounts Recurring Schedule Amount to Pay Start Date Payment Day
4485087409 Test Account Min Payment Due Monthly Min Payment Due 07/29/2019 2 L
Go Back
3. Make the necessary updates and click the Update button.
Recurring Payments
Start Date: Days before due date
A A 07/29/2019 2
Cancel Go Back

4. A message will be display stating Recurring Payment Updated.

«” Recurring Payment Updated

Delete a Recurring Payment

To delete a recurring payment, perform the following steps:

1. From the Payments page, select the billing account that you want to update a recurring payment for and click
Show Recurring Payment Plans.

Select Accounts To Make Payments

Cardholder Account Account Type Employee ID Due Date: Last Statement Account Balance Minimum Payment

BLACCT CLUTTER LLES0E™TAEN Billing S1.on.21 516530.53 53300
Make Payments Show Payment History Create Recurring Payment Plan Show Recurring Payment Plans Reset
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2. The Recurring Payments page is displayed. Click the Delete icon next to the recurring payment that you want to
delete.

Recurring Payments

Account Number Payment Accounts Recurring Schedule Amount to Pay Start Date Payment Day

448508""74

409 Test Account Min Payment Due Manthly Min Payment Due 07/29/2019 2

Go Back

3. A message will display stating Recurring Payment Deleted.

& Recurring Payment Deleted

Approve / Reject Payments

eZBusiness offers an approval feature for payments that allows approvers to be setup at the Financial Institution and
Company levels.

When a payment has been submitted and approval is required, an email is sent to the approver(s) informing them that
a payment has been submitted. The email will include a link to approve or reject the payment request.

Note:
» Ifarequestis rejected, then the payment will not be processed.
» If no action has been taken on the request by the approver before the cut-off time, then the payment will be
considered approved and the payment will be processed.
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Reports — Data Analytics

eZBusiness Card Management offers reporting that can viewed and exported.

NOTE: This feature is only available to admins that have the proper reporting rights.

Creating Reports

To access the reports, perform the following steps:

1. From the left side bar, click Data Analytics and then Create Reports.

T | —

2. The Reports page is displayed.

v Report Type

Al Report Description

Report Templates

Report Category= Report Type~ Report Description= Actions
A ) A _ This report is used to fetch Account Status Change Report (Card

Account \']EITEQE"WGIT'. Account Status C nange Report -

Account Management
Admin Management

Admin Management

Add MNew Card Report

Admin Activity Report

Admin User Detail Report

Add MNew Card Report
Admin Activity Report

Admin User Detail Report

Account ‘\']GITEQE"WGIT. Authorization Report This report is used to fetch authorization report

Note: The reports that you see are based on your reporting security rights.

3. Youcan use the Report Category, Report Type and Report Description fields to filter the Report Template
section.

4. Click the Create New Reports icon next the report that you want to run.

Report Templates

Report Type~ Report Description Actions

This report Is used to fetch Account Status Change Report (Card
Account Status Change Report ! - -
o holder Details) n

Report Category=

Account Management
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5. The report details and parameters page will be displayed. Enter the Report Details and Report Parameters and
click Save.

ﬂ Hierarchy

Report Details

Report Type Account Status Change Report

Report Name
Description
)
Report Parameters
Account Number. A be
Stats v
M Start Date: mm/dd/y)

End Date mm/dd/fyyyy

Go Back

Note: The report parameters page will vary depending on the report that you select.

6. The Success Report Save message will be displayed.

v&mu

Report Saved

My Reports

Once areport has been run and you received the Success Report Saved message, the report will be available in the
Your Reports section of the Reports page.

Other A Report Type Report Description
Report Templates
Report Category~ Report Typer Report Description~ Actions
Other Credit Score - Client Participation s B
Other Credit Score Feature Usage Credit Score Feature Usage a
Other Credit Score User Participation Creclit Scare User Participation a
Other Fl-Level Import Access Exception Report Fl-Level Import Access Exception Report a
My Reports
Report Type~ Report Name= Report Description= Report Created~ Report Modified= Report Last Run~ Actions
Account Status Change Report Test Report Test 07/29/2019 0710:57 AM oca0
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Viewing and Downloading Reports

1. Click the Run Report icon to view the report.

My Reports

Report Type~ Report Name~ Report Description= Report Created~ Report Modified= Report Last Run~ Actions

Account Status Change Report Test Report Test 07/29/2019 071037 AM u

2. The Report Open message is displayed, and the report appears. Click the Save/Download icon.

My Reports

Report Parameters

Hierarchy 880001 NATIONAL BANK OF TESTING
Status: Cpen
4 41 of1 b Pl Find | Mext
|Account Status Change Report

CORP | INSTITUTION | COMDANY = CARDHOLDER NBME | CHRDHOLDER S: ACCT BALANCE | CREDIT LIMIT USER HAME =P 1D

£80001

3. The export list of options will be displayed. Click on the format option that you want and save the file to a specified
location on your computer.

-]

| Word

Excel

PowerPoint

PDF

TIFF file

MHTML {web archive)
CSV (comma delimited)

XML file with report data

Data Feed

Editing Reports

To change the parameters of the report, click the Modify Report icon next to the report in My Reports.

My Reports

Report Type~ Report Name~ Report Description Report Created= Report Modified~ Report Last Run~ Actions

Account Status Change Report Test Report Test 07/29/2019 0710:57 AM > | |
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Deleting Reports

You can delete reports from My Reports by clicking the delete icon.

My Reports

Report Type~

Account Status Change Report

Report Name~

Test Report Test

Report Description Report Created~ Report Modified~

07/29/2018 071037 AM

Report Last Run~

Actions

odgl

A notification message will be displayed asking you to confirm the action.

AN otification!

are you sure want to delete ?

=L

Table of Reports

The below table describes the reports that are available in eZBusiness. The reports that you see are based on your

reporting rights.

Account Status Change Report

Gives the ability to report on all account status changes.

Account Management

Admin Activity Report

Shows the Admin Activity in eZBusiness.

Admin Management

Admin User Detail Report

Gives the ability for the Admin user to effectively monitor and
manage enrolled Administrators.

Admin Management

Authorization Report

Provides both approved and declined transactions.

Account Management

Card Activation Report

Shows cards that have been issued but not activated.

Company Management

Cardholder Data Export Report

This report type is used to generate an import file from cardholder
data.

Account Management

Category Leaderboard Reports

Lists the most or least active categories for a company, based on
the number of expense report items that are mapped to each
category, and the current status of the expense report.

Expense Management

Commercial Card Transaction
Report by Account & Date Range

Shows transactions at the company or hierarchy level for a specific
account and statement period.

Account Management

Company Cleanup Report

Can be used to clean up a company that is getting expense
management, so that newly-added companies will not need to see
all their previous data for expense reports.

Company Management

Company Config Activity Report

Provides company-level configuration changes. Company Admins
can run this report type.

Admin Management

Company Payments Admin
Activity Report

Returns company-level payment activity.

Company Management

Cost Center Leaderboard
Reports

Shows the most or least active cost centers for a company within a
certain timeframe, and further restricted by optional category or
cost center parameters.

Expense Management

Credit Score - Client Participation

Used to determine which corporations are utilizing the credit score
display enhancement and in what capacity.

Other
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Provides information on the quantity of time users have accessed

Credit Score Feature Usage their credit score information (excludes Admin and/or emulation Other
activity).
Credit Score User Participation Provides information on the user’s credit score preferences. Other

Company Usage Report

Can be used to determine which companies are using expense
management, and in what capacity (relative usage, amount of
configuration, etc.

Expense Management

Daily Exception Rebate Payout

Report

Shows the companies that have a rebate amount calculated but will
not receive a credit to the fee account or have a check
automatically generated due to the following exception reasons:

M = Max Check Amount Exceeded, S = Closed/Inactive Status, D
= Delinquent, O = Overlimit

Rebate Management

Daily Manual Rebate Payout
Report

Shows the companies that have a rebate due, but not paid.

Rebate Management

Enroliment Report (User Activity)

User activity enrollment statistics report.

Admin Management

Expense Report Detail Search

The Expense Report Detail Search report is used for retrieving
expense report detail items that are in a certain
status, such as Pending or Submitted, or within a cost center.

Expense Management

Expense Report Search

The Expense Report Search report is intended to provide the ability
to search for individual expense reports as

a single unit — results are expense reports, not expense report
items. This can be useful when trying to get a

summary view of the expense reports that are in the Submitted
status that have been there for longer than a

certain period of time. The results are for summary data.

Expense Management

Export Chart of Accounts

The Export Chart of Accounts report is used to generate files that
can be edited and imported using the

Import Chart of Accounts functionality. This report’s output is not
configurable, because the import requires

the data to be in a specific format.

Expense Management

Export Previous GL Report

This report is not intended to be created directly from the reporting
interface, but instead from the Export to GL
function in the Company Admin screen.

Expense Management

Export to GL

The Export to GL report is unique in that it can potentially modify
the data in the system as well as report on it.

There are different versions of this report, depending on what the
user has access to see.

Expense Management

Export to GL by Date Range

The Export to GL report is unique in that it can potentially modify
the data in the system as well as report on it.

There are different versions of this report, depending on what the
user has access to see.

Expense Management

Feature Usage Report (User
Activity)

Provides user activity feature usage.

Admin Management

File Import Detail Report

Allow company admins to report on file import activity within their
own company.

Company Management

Fl-Level Import Access
Exception Report

Provides import access exceptions to detect potential security
issues.

Other

Foreign Fee Report

Relate fee to related transaction and cardholder.

Account Management

Fraud and Dispute Report

Provides the ability for admins to generate a fraud and dispute
report.

Company Management

Logins by Hour Report (User
Activity)

User activity login by hour.

Admin Management
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Logon Report (User Activity) User activity logon statistics. Admin Management

Shows the outstanding rebate amount by company and includes a
summary at the corporation level.

Past Due Report Provides past due accounts. Company Management
Payment Account Status Report Provides the status of payment accounts. Account Management

Provides the posted payment amount and detail at the central bill or
individual bill level.

Monthly Projected Rebate Report Rebate Management

Payment Search Report Account Management

Rebate Transaction Detail Daily

Report Provides rebate transaction details. Rebate Management
Rebate Transaction Detail Provides rebate transaction details. Rebate Management
Monthly Report

Reports on Reports (FI Level) This report type is used to determine which reports have been run.  Admin Management
Spend Analysis Report Qgggv; zg: to aggregate within the company hierarchy levels and Company Management
gi&\f Account Signature Provides account signatures at the Agent level. Admin Management
Statement of Accounts Generates PDF reports based on statement cycle. Expense Management
Top Spend Suppliers Report i:;l\;v;;op spend suppliers with spend activity as part of spend Account Management
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Account Transfers

Processing Account Transfers in eZCard (MyCardStatement) and eZBusiness

Account transfers are applied in the eZCardInfo (MyCardStatement) application. The results of account transfers
appear in both eZCardInfo and eZBusiness. The transferred from account number displays on the Cardholder Profile
section and the Company Accounts Detail pages.

Cardholder users do not have to re-enroll or create new accounts. All user account attributes are transferred under the
new account. For example, associated email addresses, account status, user status, administrative locks, rewards,
statement delivery preferences, and so on.

Note: If the cardholder user has disabled their online access using the Disable Online Access option, the user account will
transfer in a disabled state.

Transaction View for Cardholders

The cardholder can view transaction history and statement balance information for all accounts in the transfer chain in
eZCard (MyCardStatement). The pages show the new account’s account number, but the user can view transactions
from previous accounts.

All transaction history transferred from the previous accounts is displayed under the most current accounts in the
transfer chain. If the user selects a specific transaction from the list, the user can view the transactions originating
under which the transaction was initiated in the Originating Account Number field.

Note:  Cycle-to-date transactions not transferred to the new account during the account transfer process, and/or transactions
posting to the previous account number after the account transfer has completed, are not visible within the eZCard
application to the cardholder user.

Search by Transfer from Account in eZBusiness

Within eZBusiness, Administrators may use the current (Transferred To) or previous (Transferred From) account
number when searching for a specific account record.

Admin users entering the previous (Transferred To) account number when searching for a specific account record,
have the most current account record in the transfer chain returned in the search results.

These searches include:

» Cardholder Search
Expense Report Search
Transaction Search
Payment Search

YV Vv

Note:  This does not include account records that have been purged from the mainframe. If the account record has been purged,
searching for it in eZBusiness does not yield any results.
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Alerts

Admin users that have been given security rights, can create, enable, disable, and delete their own Company Alerts.

Note:  Only Company Administrators and above are able to set up company level alerts. Admins who have Company Sublevel
restrictions do not have the option to set up most of the company level alerts but do have access to the Personal Reminder
alert.

Company Alert Navigation

After the Company Alerts functionality is enabled and the Manage Company Alert security right has been assigned
to an Admin user, the Alerts icon will be available. To access the Alerts, perform the following steps:

1. Click Company Management and then click Search Company.
i [ | S—

=1 [cren

2. The Search Company screen is displayed. Click on Online Request or Account List icon.

Company Search Results ~
Showing |10 ¥ |Companies .18
System = Association ~ Corporation = Company~ Company Name~ Status Actions

52K gk 00000001 VPA TEST BUYER nactive (%] B

22K 8t 00000002 VPA TEST BUYER Open (a]s]v]o]s]

3. From the Online Requests or Account List page, click the Alert icon at the top of the page.

‘Search Company / Online Requests

4. The Company Alerts page is displayed.

Search Company / CompanyAlerts

| My Alerts

n Alert Name
Manage Filters ~

Alert List

Showing |10 ¥ [Alerts. 'E- BT 3
Alert Name Alert Type Last Sent Enabled Action

Past Due CompanyAdminEmail v B u

Statement Available Alert CompanyAdminEmail s E B u

Note:  The My Alerts page lists the alerts that the Admin has added.
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The below table describes the search elements on the My Alerts page:

Alert Name Search for an alert by a specific alert name

Cardholder Name Search for an alert by a cardholder’s name

Last 4 or 16 digit account Search for an alert by the last 4 digits of an account number or the full 16 digits

Last Sent Date Search for an alert by the last sent date. Select option from the drop-down list — Equal To,
Between, After or Before. Once you select an option, another field(s) will appear to put a date in.

Alert Type Search for a company and/or account alert.

The below table describes the icons available on the My Alerts page:

E Disable the alert
Enable alert

E Modify the alert

n Delete the alert

& Download the alert list

Creating Company Alerts

To create new company alerts, click the Set Company Alerts button on the Company Alerts page.

Set Company Alerts

Once the Company Alerts page displays, the Admin can perform the following tasks and click Add:
» Select the alert(s)
» Enter the variable data
» Select the Admins that should be alerted

CompanyAleres

X of Credit Limit [Enter $ amount

@l statement Availzble Alert

Personal reminder content

Send Copy to additional admin Email Address

= danielle. mclinskey@fisglobal.com
Enter/Select admin

Add Close
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The below table describes the elements of the Set Company Alerts page:

Available Balance Drops Below $X

Company Available Balance is < $X defined on the alert.

Current Balance Owed Drops Below $X

Company’s Current Balance is < $X (specified by the user in the alert setup)

Current Balance Owed Exceeds $X

Company Current Balance is > $X (specified by the user in the alert setup)

Current Balance Owed is Within $X of
Credit Limit

Company Credit Limit — Current Balance is < or = $X (specified by the user in the alert
setup)

Percentage of Credit Limit

Percentage of credit limit has been met or exceeded

Cash Limit Reached or Exceeded

Company Cash Balance > or = Company Cash Limit. Note: This alert is only applicable
if the Company Cash Limit > $0, and the option does not display if it is not > $0.

Credit Limit Reached or Exceeded

Company Balance > or = Company Credit Limit

New Cardholder Added to Company

An alert is sent when a new cardholder has been added

Past Due

Company Past Due Amount >$0. Note: This alert is produced when the criteria is first
eligible and each time a new statement drop date occurs if the company is still past due
at that time.

Statement Available Alert

Alert is sent when a new statement is available

Transaction Occurs

Alert is sent when a transaction occurs

A transaction has occurred outside of
the country

Alert is sent when a transaction occurs outside of a certain country (specified by the
user in the alert setup)

A transaction has occurred outside of
the state

Alert is sent when a transaction occurs outside of a certain state (specified by the user
in the alert setup)

Send Copy to additional admin

Search for admins using the Enter/Select admin box

Company Personal Reminder

This alert is produced only once, on the date selected by the Admin.

Note:

Alerts that notify the Admin about current balance, credit limit, cash limit, and available balance are produced only when

the company first qualifies for the Alert. When the condition is met and no longer qualifies for the specific variables set in
the Alert, the alert is reset. Once the Alert is reset, the company is eligible for the alert again. If Additional Administrators
are copied on the alert, the alert is always sent to the primary email address for those users.

Creating Account Alerts

To create new account alerts, perform the following steps:

1. From the Company Alerts page, click the Set Account Alerts button.

2. Once the Account Alerts page displays, the Admin can select an alert, enter the variable data, select the Admins
that should be alerted and click Add.

AccountAlerts

7Y

[ JE
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The below table describes the elements of the Set Account Alerts page:

Available Balance Drops Below $X

Account Available Balance is < $X defined on the alert.

Current Balance Owed Drops Below $X

Account’s Current Balance is < $X (specified by the user in the alert setup)

Current Balance Owed Exceeds $X

Account Current Balance is > $X (specified by the user in the alert setup)

Current Balance Owed is Within $X of
Credit Limit

Account Credit Limit — Current Balance is < or = $X (specified by the user in the alert
setup)

Percentage of Credit Limit

Percentage of credit limit has been met or exceeded

Cash Limit Reached or Exceeded

Account Cash Balance > or = Account Cash Limit. Note: This alert is only applicable if
the Company Cash Limit > $0, and the option does not display if it is not > $0.

Credit Limit Reached or Exceeded

Account Balance > or = Company Credit Limit

Past Due

Account Past Due Amount >$0. Note: This alert is produced when the criteria is first
eligible and each time a new statement drop date occurs if the company is still past
due at that time.

Transaction Occurs

Alert is sent when a transaction occurs

A transaction has occurred outside of
the country

Alert is sent when a transaction occurs outside of a certain country (specified by the
user in the alert setup)

A transaction has occurred outside of
the state

Alert is sent when a transaction occurs outside of a certain state (specified by the user
in the alert setup)

Send Copy to additional admin

Search for admins using the Enter/Select admin box

Note:

Alerts that notify the Admin about current balance, credit limit, cash limit, and available balance are produced only when

the company first qualifies for the Alert. When the condition is met and no longer qualifies for the specific variables set in
the Alert, the alert is reset. Once the Alert is reset, the company is eligible for the alert again. If Additional Administrators
are copied on the alert, the alert is always sent to the primary email address for those users.

Modify Existing Alerts

The Alerts and selected criteria can be modified by using the action icons on the My Alerts page. To modify an alert,

perform the following steps:

1. From the Company Alerts page, select My Alerts and then click the Modify icon.

Search Company / CompanyAlerts

|‘ My Alerts

n Alert Name

Alert List

Manage Filters ~

Showing |10 ¥ | Alerts.

Alert Name Alert Type

Past Due

Statement Available Alert

E Cardholder Name

CompanyadminEmail v

CompanyadminEmail v

E Last4 or 16 digit acct

LE-BERF 3

Last Sent. Enabled Action

o[z]w
Qa0
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2. The View/Modify Alerts Page is displayed. Updated the appropriate information and click Submit.

View/Modify Alerts

Send Copy to additional admin Email Address

= danielle mclinskey@fisglobal com

3. The successful message is displayed.

Disable Alerts

To disable an alert, perform the following steps:

1. Fromthe Company Alerts page, select My Alerts and then click the Disable icon.

Alert List
Showing |10 ¥ (Alerts. It BT
Alert Name Alert Type Last Sent Enabled Action
Past Due CompanyadminEmail 4 B n
Statement Available Alert CompanyAdminEmail \/ E B D
2. The successful message is displayed.
Enable Alerts
To enable an alert, perform the following steps:
1. From the Company Alerts page, select My Alerts and then click the Enable icon.
Alert List
Showing (10 ¥ |Alerts [L-BERF 1
Alert Name Alert Type Last Sent Enabled Action
Past Due CompanyAdminEmail S m n
Statement Available Alert CompanyAdminEmail R m B D

2. The successful message is displayed.
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Delete Alerts

To delete an alert, perform the following steps:

1. Fromthe Company Alerts page, select My Alerts and then click the Delete icon.
Alert List
Showing |10 ¥ |Alerts. [E- BF 3
Alert Name Alert Type Last Sent Enabled Action
Past Due CompanyAdminEmail e aﬁ
Staternent Available Alert CompanyadminEmail v B D
2.

A Notification message will be displayed asking you to confirm that you want to delete the alert. Click Yes to
delete the alert or click No to cancel the request.

AnNatification!

are you sure want to delete ?

=)
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Messages

You can view message that have been sent to you by clicking on Account Management and then Messages.

The queues available on the Message page are:
Search Filters

Incoming Messages

My Message

Sent Message

Manager Queue

VVVVYVY

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Create a Message

You can also create and send a new message from your message inbox. To send a new message, perform the
following steps:

1. Goto Account Management and click Messages.

S

2. From the Messages page, click Compose.

Messages

o ncoming Message e\r‘ly Message e&eﬁt Message

Incoming Messages A
Showing[10 ¥ |incoming Messages o
Corporation+  Company= Account Number~  Business contact Name~ Usermame~  Request Typew Request Datev  Statusv Actions

880001 BL ACCT 00000 00000 Account Inquiry o7h8/2009 Open (@]
280001 4435083614 BL ACCT 0000006610000000  test3614 Account Inquiry 0718/2019 Open B
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3. The Compose Messages screen is displayed. Complete the fields in the Message Options and Message
Content boxes and click Send.

Message Options

Select Recipient(s)

Messages /| Messages Compose Messages

Message Content

Send Cancel

Note: You can preview the message before sending it by clicking the Preview button.

The table below describes the elements of the Compose Message page:

Message Options

Hierarchy Company hierarchy level
Recipients Select the recipient from the drop-down:
» By Admin Group — another field will appear to enter the Admin Group
» By User Class — Options will appear for:
“ Retail Cardholder
< Commercial Cardholder
< Company Admin Users
< Other Admin Users
» By Account Number - another field will appear to enter the account #
» By User Name - another field will appear to enter the user name
Email / In App Select the option that you would like the email sent — Email or In App messaging
Start Date Select the start date. If a start date is not selected, the current date is used.

Allow Replies

Click the toggle button to allow replies to the message.

Force View On Login

Click the toggle button to force the message to be viewed on login. When selected, an option will
appear to Continue showing until Expiration Date.

Continue showing until
Expiration Date

This option only appears if you have selected Force View On Login. If you choose the continue
showing until expiration date, a date will appear to enter the expiration date.

Mark as High Priority

Click the toggle button to mark the message as high priority

Message Content

Select Message Queue

Select from the drop-down list:

» New Feature Announcement

» Please Contact Customer Service
» Security Bulletin/Important Notice
» Site Availability Notice

» Special Offer

Message Subject

The message subject line

Page | 149

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

Search Messages

You can search for messages that are still opened and in the Incoming Message queue or messages that have been
closed by a reply having been sent. To search for messages, perform the following steps:

1. From the Message page, click on Search Filters. The Search Filters section is displayed. Specify the search
criteria and click search:

Me 1+
Search filters
g @ - EEC—
T T
2. The Search Results are displayed.
Messages €
e‘:—?:‘a’:"\ filters o ncoming Message
Search filters
Incoming Messages 4
484 " Al o Y- ¢ C re DG
8 Account Inquiry 19 T v o |+ ]

Note:  Entered search criteria will be applied on the Incoming Message, My Message and Sent Message grids.

The table below describes the search elements on the Message page. Use any combination of these search options
to set the criteria for the search.

Hierarchy Company hierarchy level

Request Type The request type for the message

Status You can search by the status: Open / Closed / Deleted
To Username Cardholder account user-defined name

From Username The Username that submitted the request or inquiry
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Account Number Full 16-digit account number. When searching by account number, you must enter the full 16-digit
credit card number.
Reqguest Direction Search by Request Direction:

» From eZCard User
» To eZCard User

» From Company User
» To Company User

Request Date Date of request/message

Incoming Messages

Incoming Messages is a queue used to manage requests received from Admins and cardholders. If you have
submitted a service request or online message for a cardholder account, you can view the response in your message
inbox. You may also receive messages from the site administrator to notify you of important events or special offers. If
you have more than one account is linked to your username, you will see incoming messages for all your accounts. To
view messages, perform the following steps:

1. From the Messages page, click Incoming Messages.

Messages

Compose[# E incommg Message

2. The Incoming Messages page is displayed.

Incoming Messages »\

G~ 1214
w0 O
o : Qoo

BL ACCT 00000066-10000000 e Account inau 07/0V20% s CAEED
s [v]o]s)

230001 4485084358 change Credit Umit @ 05/242019 oF v]a]s]
¢ : 200

£60001 MBS0S"4338 Add or Remove PIN Regu o B

» An F indicator displays in the Request Type column for all failed real time online service requests. This indicates that the
request to process this action in a real time manner has failed.

» Account Information is displayed if the online request is raised from the eZCard site and company information is displayed
if the online request is raised from eZBusiness site.

The table below describes the elements for the Incoming Messages page:

Corp A unique ID number assigned to the Financial Institution

Company The company name

Account Number The first four and last six unmasked characters of the cardholder’s account number
Business Contact Name Name of the user submitting the request or inquiry
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Username Username associated to the request or inquiry
Request Type The Service Request or Online Message Type
Request Date Date of the request or inquiry

Status Status of the account

The table below describes icons on the Incoming Messages page:

Allows you to accept ownership of the request to view, reply and fulfill the request to prevent duplication.
Allows you to view the message
Allows you to reply to the message.

View Incoming Message Details

All Administrators that have access to messages see the same message inbox. To view the message details, perform
the following steps:

1. From the Incoming Message page, click on the View icon.

Incoming Messages ~
Showing |10 ¥ |Incoming Messages .19
Corporation=  Company~ Account Number~  Business contact Name~ Username~  Request Type~ Request Date~  Status~ Actions

880001 4485087514 BL ACCT 00000066-10000000 test3614 Acc 07/18/2019 Open hd

2. The incoming message is displayed. You can Accept and/or Reply to the message from message page by
clicking the appropriate icon under Actions.

Incoming Messages

-~
Company~ Account Number= Name~ Username=  Request Type test= Request Dater Statusw  Actions
00000066 COMPANY(00000066. 4485082590 LAURA K ABRON vinayapp Address and Pha. 07/29/201 Open
Fi Details Requestor Details Company Information
Fl Narme: NATIONAL BANK OF Name Shankarvinay Company Name
TESTING

o o o

Phane

COMPANY

Messag

Subject: Address and Phone Change

wweeens Original Message -+

Name:LAURA K AARON
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Reply to an Incoming Message

To reply to a message, perform the following steps:

1. From the Incoming Message page, click on the View icon.

Incoming Messages

L-13

Corporation=  Company= Account Number~  Business contact Name~ Username~  Request Type~ Request Datev  Status= Actions

o7n8/2019 Open L

2. Theincoming message is displayed with the Reply section at the bottom of the page. Type your message in the
response field and click Send.

880001

3614 BL ACCT 000C

Incoming Messages

~
Systern Association Corporation Institution Company Account Number  Name Username Request Type Request Date  Status Actions
B2K 86 000000 00 07 COMPANY srathfonprod  Add Ne equest 0412/2019 Open
Fi Details Account information Requestor Details

FIRST NATIONAL BANK nt Number Name.

Username:

nstitution:

Company Information

oo o o0

Message Details

Subject: Add New C

B I USIE = x x* & i Noma =

-—-—- Original Message --——
Add New Cardholder Request

Address and Phone:
Primary Address
Address Line One:101 N 2nd St

-
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Accept an Incoming Message

The Incoming Message page is one central location for all messages that are sent by the Company Administrators.
An Administrator can accept a message to claim ownership to view, reply and fulfill the request. This prevents another
Administrator from seeing the message and working the same request or inquiry. To accept an Incoming Message,
perform the following steps:

1. From the Incoming Message page, click on the Accept icon.

Incoming Messages ~
Showing |10 |Incoming Messages &
Corporation~ Company~ Account Number  Business contact Name~ Usemame~  Request Type~ Request Date~  Statusv Actions

880001 44850835614 BL ACCT 00000086-10000000 test3614 Account Inquiry o7N8f2019 Open @

2. A Successfully Accepted message is displayed and the message will be moved to your My Message.

My Messages

Once you accept an Incoming Message. The message moves from the Incoming Message queue to the My
Message queue. To access messages in the My Message queue, perform the following steps:

1. From the Incoming Message page, click My Message.

Messages

Compose[# 6 My Message

2. The My Message queue will be displayed below the Incoming Message queue.

My Messages A
Showing |10 ¥ |My Messages (.18
Corporation~  Company= Account Numbers  Name- Username~  Request Type testv Request Date  Statusw Actions

850001 4485089704 BLACCT CLUCKET  clucket8704  Inguiry -Payment Inquiry 07/20/2018 open [w [ »]
880001 00000066 COMPANY. 4485082590 LAURAK AARON  vinayapp Address and Phone Change 07/29/2019 open OO

Note:  Clicking on the message labels at the top of the page will disable and enable the view for each queue.

The table below describes the elements of the My Messages page:

Allows you to view the message details

Allows you to delete the message

Allows you to release message back to the Incoming Messages queue

D00

Allows you to reply to the message.

Page | 154

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

Deleting My Messages

To delete messages from your My Message box, perform the following steps:

1. From the My Messages section, click on the Delete icon.

My Messages A

Showing |10 ¥ |My Messages E- 18

Corporationv  Company= Account Numbers  Name~ Username=  Request Type test Request Dates  Statusv  Actions
quiry -Pay v 07/29/2019 Open a@u
ess and Phone Change 07/29/2019 ceen BB

BL ACCT CLUCKET

00000066 COMPANY. LAURA K AARON

2. Anotification confirmation pop-up will be displayed. Click Yes to delete or click No to cancel.

A Notification %

Are you sure you want to delete?
Yes No

Note: If the message contains an expiration date, the message cannot be deleted until the expiration date has passed, or
the expiration date is cancelled.

Releasing a Message Back to Incoming Message

To release a message from My Messages back to the Incoming Message queue, click the Release icon.

My Messages -~
showing 10 ¥ | My Messages o
Corporations  Company~ Account Number~ Name~ Username~  Request Type test~ Request Datev  Status™ Actions

830001 BLACCTCLUCKET  clucketd704  Inquiry -Payment Inquiry 07/29/2019 open 0

880001 00000066 COMPANY LAURAKAARON  vinayapp  Addressand Phone Change  07/29/2019 orer OB

Sent Messages

You can view any service requests or online messages that you have sent. If you have linked more than one account
to your username, you will see sent messages for all your accounts. To view your sent messages, perform the
following steps:

1. From the Messages page, click Sent Message. The Sent Message queue will be displayed below the other
message queues.

Sern Messages o l
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Modify a Sent Message

From the Sent Message page, click the Edit icon next to the message that you want to modify. Make the necessary
modifications and click Send.

Sent Messages

10 ¥ |Sent Messages =

Corporations Companys  Account #= Name*  Username~ Request Type~ Request Datew Statuse  Actionse

Note:  To modify a sent message, the fields Force View On Login and Continue Showing until Expiration Date toggle buttons
must be turned on and the current date must be less than the date mentioned in the expiration date field.
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Admin Management

IMPORTANT!
= Depending on your security rights, you may or may not see all the options shown in this guide.

Admin Security

Admin Security is a feature used to manage administrative user accounts, define the user roles and security access

levels, and associate them with an administrative level hierarchy. Admin security consists of a Profile and Roles for
each Admin user. The Profiles and Roles can be created at multiple levels in turn where the user can access multiple
levels at a single time based on the assigned access rights.

Note: Some eZBusiness features, links, or entry fields, may be associated with Admin User Rights and not accessible unless
those Rights have been enabled.

What is a security profile?

Profiles (Company and Non-Company) work like groups without security rights, which can be created at multiple
hierarchy levels. If you have multiple corps, you can set up a Profile for each corp or set up one Profile with all corps
included. Additionally, if you would like to customize messaging to Admin Users based on their area or responsibility,
you will need to set up additional Profiles.

An Admin user can create Company profiles using Corp and below level hierarchies. Consisting of single and multiple
levels. Profiles consists of sections which enables an Admin user to a hierarchy with Profile Details, Configure
Welcome Emails, Alerts and Configure Error Messages. Once a Profile is created, Admin users can be created
under that profile. An Admin user will also be assigned with Roles during the creation by assigning security access
rights.

What is a security role?

Roles (Company and Non-Company) are a set of security access rights. Security access rights grant users the ability
to perform certain functions within eZBusiness for the Profile that they are assigned to, including reviewing and/or
editing cardholder user information, providing customer support, reviewing reports, and more.

A Company Role and a Non-Company Role can be created at both single and multiple levels. The rights to these
roles have three status:

» Unassigned - The user will not have access to that right.

» Allow - The user will have access to that right.

» Deny - The user will not have access to that right.

Admin User Search

To search for Admin User, perform the following steps:

1. From the Home screen, click Admin Management > Admin User Search.

N | —
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2. The Admin Search screen is displayed. Enter the search criteria and click Search.

= =0-
o s ]
off =l

SearchQ Manage Filtets ~ Login Search Download Q

Note:
» All Admin Users that you have access to will be displayed in the Admin User Search Results before you
enter the search criteria. Search criteria only needs to be entered if you want to filter down the list.
» You can click on the Manage Filters button to select the filters that you would like displayed.

The table below describes the search elements on the Admin Search page.

Hierarchy Level Search by hierarchy level

User Name Search by user name

First Name Search by a user’s first name

Last Name Search by a user’s last name

Email Address Search by a user’s email address

Department Search by a department

Mail Code Search by mail code

User State Search by the user’s state

Postal Code Search by postal code / zip code

Company ID Search by a Company ID

User Status Search by the status of user(s): All, Active, Inactive, Deleted
Login Status Search by login status: All, Login Success, Login Failure
Login Date Search by login date: Equal To, Between, After, Before

The below table describes the icons available on the Admin User Search Results page:

B Manage Admin User
D Delete the Admin User

L Download the Admin User Search Results

Downloading the Admin User List

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

Page | 158

© 2018 Fidelity National Information Services, Inc and its subsidiaries. All rights reserved worldwide. This document is protected as a trade secret and under the
copyright laws as the property of Fidelity National Information Services, Inc. Copying, reproduction, or distribution to third parties is strictly prohibited.



eZ BUSINESS

Card Management

To download the Admin User list, perform the following steps:

1. Click the Download icon in the Admin User Search Results section.

Admin User Search Resules

Showing |25 v |Admin Users t-18

2. Click on the format option that you want and save the file to a specified location on your computer.

Al Columnns [ L |
nfigured Columns @5

Downloading the Admin Login Report

The Admin Login Report shows a list of Admin logins by based on the criteria that you enter. To download the Admin
Login Report, perform the following steps:

1. Fromthe Admin User Search page, click the Login Search Download button.

Manage Filters = Login Search Download Q,

2. The Login Search criteria page is displayed. Enter the criteria and click Download Search Results.

Admin Lser Search

o
L)

3. The Admin Login Search report will appear.

The table below describes the search elements on the Login Search Download page.

Hierarchy Search based on the hierarchy level

Username Search logins for a specific user name

Login Status Search for logins by status: All, Login Success, Login Failure
Login Date Search by login date: Equal To, Between, After, Before
Admin Profile Search by the Admin Profile name.
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View / Edit Admin Account Information

From the Manage Admin User page, you can:
» View and manage the Admin User’s status including locking, unlocking and deleting their security account
» Change the Admin User’s password
» Lock and unlock their Admin account

To manage an admin user’s account, perform the following steps:

1. From the Admin User Search Results page, click on the Manage Admin User icon.

Admin User Search Results

Showing (25 ¥ |Admin Users -1 X

Systern = Association = Actions

Corporation = Institution = Username ~ First Name Last Name = User State =

BZK a5 880001 FlTestd Test d FL

2. The Manage Admin User screen is displayed.

The below table describes the elements that are available on the Manage Admin User page.

Admin User Profile

Personal Info

User’s address and phone number

Auditing Info

Created By
Created Date
Created Time
Updated By
Modified Date
Modified Time
Last Activity

VVVVYVYY

Manage Admin User

Security Account Status

Shows the status of the user’s security account

Password Failures / Generate New Password

Shows the number of password failures

Inactivity Lock

Shows the status of the user’s inactivity lock

Admin Lock

Shows the status of the user's admin lock

Activity Summary

Actions

Description of activity including the date and time

Modify Admin User

Hierarchy Details

Displays the hierarchy details

Profile

View and change the Admin User profile

Personal Information

Update the admin’s personal information:

Admin Roles

Use the toggle buttons to assign security roles

Company Admin Roles

Admin roles assigned to the user

Reporting Roles

Reporting roles assigned to the user

Company Restrictions

Company restrictions placed on the user

Company Profile Restrictions

Company profile restrictions place on the user

IP Restrictions

Enter IP restrictions

Account Restrictions

Enter account restrictions
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The below table describes the icons that are available on the Manage Admin User page.

Admin User Profile

— Emulate user

[ ] Delete user

Manage Admin User Status
Security Account Status

ﬂ Delete Security Account

on Unlock / Lock

Password Failure
a2 Change Password
Admin Lock

0on Unlock / Lock

Updating Admin User’s Personal Information

You can update the Admin User’s personal information in the Personal Information section of the Manage Admin
User page.

Penonal Infoomar

Once you have made updates, click the Modify Admin User at the bottom of the page.

Update Account Restrictions

You can update the Admin User Account Restrictions in the Account Restrictions section of the Manage Admin
User page. To add or update the accounts that an Admin User has access to, enter the Account # in the Account
Restrictions and click the + button.

Account Restrictions
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Updating Admin Security Roles

You can update the Admin User’s Security Roles in the Security Roles section of the Manage Admin User page by
clicking on the toggle button for the security role that you want to enable/disable.

Admin Roles

Emulate Admin User

To emulate an Admin User, perform the following steps:

1. From the Manage Admin User page, click on the Emulate User icon in the Admin Profile section.

adminuser_2

&

Personal Info

2. To end the emulation, click the user's name at the top of the page and then click End Emulation.

Emulated By o Lee ™

End Emulation (G

Manage Filters ~

Company Search Results -
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Delete an Admin User

There are two ways to delete an Admin User. You can delete an admin user from the Admin User Search Results
page or from the Manage Admin User page. To delete an Admin from the Admin User Search Results page, click
the delete icon.

Unlocking Admin User Accounts

To unlock a user account, click the Unlock icon on the Manage Admin User page in the Manage Admin User
Status section. The user account is unlocked, and a confirmation message is displayed.

Changing Admin User Passwords

If an Admin User enters an incorrect password numerous times, the system locks the account the next time the user
tries to log on to the system. Each failure increments the failed count by one (until a successful log in is completed),
and on the first failure, the Reset Password Failures link is enabled on the Manage Admin User page. Once the
failure count exceeds the allowable threshold, the account shows as locked on the Manage Admin User page.

To change an Admin User’s password, perform the following steps:

1. From the Manage Admin User page in the Manage Admin User Status section, click on the Change Password
icon in the Password Failure row.

Manage Admin User Status

Activity Status Actions

Security Ac Mot Eligible a

Password Failures / Generate New Password 0] a |
activity Lock Unlocked

Admin Lock Unlocked n

2. The Change Admin User Password section is displayed. Enter the following information in the Change Admin
User Password section and click Submit:
» New Password

-

» Verify Password — re-enter the password

-

» Change Reason — select the reason from the drop-down list

Change Admin User Password

@

Change Reason Forgotten Password ¥

E =
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Note:  You can select a reason from the drop-down menu, or you can type a reason in the Reason field.

3. The Password is updated successfully.

Note:  The Admin User’s password can also be reset from the Account Details page under User Enrollment Details when
doing a Cardholder Search.

IMPORTANT!

=> Be sure to alert the user of the password change. The new password must be used the next time this user
logs in to the system.

Locking Admin User Accounts

Admin Security allows you to lock and unlock administrative user accounts and prevent users from accessing the
website. To lock an Admin user’s account, perform the following steps:

1. From the Manage Admin User page in the Manage Admin User Status section, click on the Lock icon in the
Admin Lock row.

Manage Admin User Status

Activity Status Actions
Security Account Status Naot Eligible E
Password Failures [ Generate New Passward 0 n

nactivity Lock

|A[:'ﬁm Lock Unlocked B |

2. Select the required option from the drop-down or you can type in a reason and click the check to save.

Manage Admin User Status

Activity Status Actions

Security Account Status Naot Eligible E

Password Failures [ Generate New Password o] n

nactivity Lock Unlocked

Admin Lock Unlocked B | Typeorselectreason n x

Note:  You can click the X to cancel the request.

3. The User has been locked message will be displayed.

Note:
» If you do not have access to this feature, the Lock icon will not display.
» Each time a user account is locked or unlocked, the event is logged into the system.

Inactive Admin User Lock/Unlock Process

Deactivation of admin users after 90 days of inactivity is required under the FIS Password Management policy
and PCI. The Inactive Admin User Lock process identifies the admin user as Locked for Inactivity and includes
an option for the Security Administrator to remove the status from the user account.

An admin user that attempts to log into his or her account after being locked by the Inactive Admin User will
receive an error message. If a Security Administrator removes the Locked for Inactivity status from the account,
the Admin Activity Report and the Admin User Activity Summary lists an entry, including date, time, and
Administrator that processed the change.
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Unlocking/Locking an Admin’s Security Account

The Unlock Security Account feature is available to the Security Administrator when the user locks his or her
security account by failing authentication during login, (Out of Band Challenge by Phone, Text, or Email) four
times consecutively, or if the answers to the Security Question are incorrectly answered four times during the
Forgot Password self-service process. When the account is no longer locked, the option is displayed, but
disabled. To lock or unlock an admin’s security account, perform the following steps:

1. From the Manage Admin User page in the Manage Admin User Status section, click on the Lock/Unlock icon in
the Security Account Status row.

Manage Admin User Status

The below table describes the icons available for User Security Account Status:

Delete the user’s security account

n Lock/Unlock the user’s security account

E Get security account history

Deleting an Admin’s Security Account

The Delete Security Account feature is used by the security admin if the user has forgotten the answers to
their security questions and needs to change them. When the security admin deletes the Admin User’s Security
Account, the Admin user will be asked to set it up again during their next login. When the Security Account has
been deleted, the Delete Security Account option will be displayed, but disabled.

Manage Admin User Status

Activity Status Actions
Security Account Status Enrolled D a
Password Failures [ Generate New Password 1 a E
nactivity Lock Unlocked

Admin Lock Unlocked n
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View Admin Security Account History

A history of actions performed by Admins on an account is tracked for auditing and viewable based on Admin rights.
For example, if an Admin User emulated a cardholder to view account information or added a new payment account
for the cardholder, this information is displayed in the Activity Summary.

1. Fromthe Admin User Search page, search for the Admin and click the Manage Admin User icon.

Admin User Search Resules

Showing |25 ¥ |Admin Users o Exs
Systermn = Association = Corporation = Institution « Username First Name ~ Last Mame « User State = Actions
BZK 85 880001 FlTests Test d FL -

2. The Manage Admin User page is displayed. Click the Get Security Account History icon.

Manage Admin User Status

Activity Status Actions

Security Account Status Enrolled D E

Password Failures [ Generate New Password 1 a E

nactivity Lock Unlocked

Admin Lock Unlocked ﬂ

Admin Activity Summary

Admin Activity Summary can be viewed on the Manage Admin User page.

Manage Admin User Status
Activity Status Actions
Security A Enrollzd
° —— Securit Enrolled D a
- L]
Password Failures [ Generate New Passward 1 a B
nactivity Lock Unlocked
Personal Info Admin Lock Unlocked n
Activity Summary
Result PerPage |5 v |Activities
£
Actions v Action Admin = Target Admin ~ Date/Time~
Admin LoginFailure € 07/07/2018, 031512 AM
Iser First Name " UAT
dress T_UAT
UAT
1 Country
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Download Admin Security Account History

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the Admin Security Account History, click the Download icon in the Activity Summary Section.

1. Click the Download icon in the Activity Summary section.

Acrivity Summary

Result PerPage | ¥ |Activities 3,

2. Click on the format option that you want and save the file to a specified location on your computer.

e
=] (R
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Security Roles
IMPORTANT!

= Depending on your security rights, you may or may not see all the options shown in this guide.
Search Roles

To search for a security role, perform the following steps:

1. From the Home screen, click Admin Management > Admin Roles.

2. The Role Search Results screen is displayed. Enter the search criteria and click Search. The results are
displayed.

Role Search English Y

EW Hierarchy Leve u Role Name Company Non Company

Create Company Role [# Create Non Company Role [#

Role Search Results

Showing|25 v |Role Results

@ &
System =+ Association=  Corporation= Institution~  Role Name = AdminUsers = Created By~ Modified By ~ Actions
B2k s 880001 o sles 50 perflooz G008
B2K as 880001 ol zall 40 User_rhin_root2 (= [ W] ]
B2K as 850001 88 el 59 o o

Note:  All roles that you have access to will be displayed in the Role Search Results before you enter the search criteria.
Search criteria only needs to be entered if you want to filter down the list.

The below table describes the search elements on the Role Search page.

Profile Name The name of the profile
Hierarchy Hierarchy level

The below table describes the icons available in the Role Search Results section:

=3 Edit role
D Delete role

o View users assigned to the role
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Download Security Roles List

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Role Search Results section.

Role Search Results ~
owing (25 ¥ |Role Results [§-3

2. Click on the format option that you want and save the file to a specified location on your computer.

all Columns @lg/ @& |

View Admin Users Assigned to a Role

Sh

To view users assigned to a role, perform the following steps:

1. From the Role Search Results, click the View User icon.

Role Search Results ~

Showing |25 ¥ |Role Results - BT

Systern~  Association = Corporation = Institution = Role Name « Admin Users = Created By ~ Modified By ~ Actions

B2K s 830001 o1 x 50 kisharat perflooz

2. The Admin Users page is displayed. You can view the user information by clicking the Manage Admin User icon.

Admin Users
Showing |10 ¥ |Admin Users -
Role Name Olcorpallroles

Admin Users

First Name ~ Last Name ~ Username ~ Actions

[=]]

Jena tes

The below table describes the icons available on the Admin User page:

E Manage admin user
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Downloading the Admin Users Assigned to a Role List

You can download the search results to the following formats and financial software programs:
Excel/Spreadsheet (.csv) format
Excel
Text (tab spacing) format

To download the list, perform the following steps:

1. Click the Download icon in the Admin User section.

Admin Users

Showing |10 ¥ [Admin Users i-

2. Click on the format option that you want and save the file to a specified location on your computer.
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