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Disclaimers

Notices

FIS uses reasonable efforts to ensure the accuracy of the material described in this User Guide. This user guide is
current only through the published date. Thereafter, changes to FIS's systems, programs, and procedures may
occur that are not referenced in this user guide. Such changes will be communicated to the financial institution by
the Client Communications department. In addition, from time to time, FIS may make updates to this user guide
available to the institution.

FIS makes no warranty, express or implied, with respect to the quality, accuracy or completeness of this user guide
or the products it describes. FIS makes no representation or warranty with respect to the contents of this user guide
and specifically disclaims:

> Any implied warranties of fithess for any particular purpose; and

> Liability for any direct, indirect, incidental, or consequential, special or exemplary damages, including but not
limited to, lost profits resulting from the use of the information in the user guide or from the use of any
products described in this guide.

Data used in examples and sample data files are provided for practice and illustration purposes only. Any
similarities to real persons or companies in any examples or illustrations are entirely coincidental.

Before using reference materials provided by FIS, the institution should review its entire Financial Institution Service
Agreement with FIS to familiarize itself with all the terms of the Agreement. The institution should specifically review
the contractual obligations listed below.

Institution’s Responsibilities
The financial institution is solely responsible for complying with:

> All laws, rules, and regulations applicable to all aspects of the operations of the Visa and/or MasterCard
programs;

> Usury laws;

» The Truth-In-Lending, Fair Credit Reporting, Equal Credit Opportunity, and Electronic Funds Transfer Acts;

> All state laws and regulations regardless of whether the financial institution uses any forms or other
materials supplied by FIS.

The financial institution has already acknowledged that it either possesses a copy of the Visa and MasterCard by-
laws, rules, and regulations, or it knows that it may receive a copy of each by requesting them in writing from Visa
and MasterCard or FIS and paying the applicable fees.

Confidentiality

The financial institution has agreed to hold as secret and confidential information, reports, plans, cardholder lists,
documents, drawings, writings, samples, know-how, and other proprietary material received from FIS (Confidential
Information).

Confidential Information provided by FIS remains the property of FIS. The financial institution must restrict access to
Confidential Information received from FIS to those employees and persons in the organization who need to know
such Confidential Information in order to fulfill their obligations. The contents of this guide and other information
provided by FIS are deemed to be Confidential Information.

The institution should review the Financial Institution Service Agreement with FIS if it has any questions regarding the
above. For any questions of a legal nature, the institution should consult legal counsel.
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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.

Commercial Card Overview

Commercial cards are credit cards issued to an employee of a company. The decision to issue the card to an
individual, and the amount of the credit line that will be extended, is made by the company, not the issuer (financial
institution), as they decide about issuing consumer cards. In addition, the company is ultimately responsible for the
combined outstanding loan balance on individual credit card accounts.

A company can choose to receive a central billing statement for all credit card purchases made by the individual
accounts and handle making the payments each month, on behalf of the cardholders. Or, it can choose to have each
individual cardholder receive a monthly billing statement for their credit card purchases with each cardholder making
payments. When commercial cardholders are individually billed, the company is responsible for ensuring that payment
is ultimately made if a cardholder defaults on their account.

Account Types Overview
There are three types of eZBusiness commercial card accounts:

» Individual Accounts
Individual accounts are commercial card accounts that are opened in the names of the employees of a company
that has a commercial card program. A credit card is issued for each of these accounts, so the employee can use
the credit card for business expenses such as, travel expenses, purchases, and other business expenses.

» Individual Diversion Accounts
Diversion accounts are like billing accounts, except that specific types of transactions from an individual account
are diverted for central billing, for example, airline tickets. In this scenario, any airline ticket purchases are diverted
to a diversion account to be centrally billed, and the remaining transactions are billed directly to the cardholder.

Y

Billing Accounts

Billing accounts are commercial card accounts that are used to accumulate the purchases of individual commercial
card accounts. There is no credit card associated with this type of account, so it cannot be used to make
purchases. All transactions made by individual cardholders are diverted to the billing account for central billing.

Setting Up Commercial Card Programs

You can set up a commercial card program either as an individually billed program or a centrally billed program, as
described in the table below.

Account Types Description \

Individual Account If the commercial card program is individually billed, each cardholder in the program receives a monthly
credit card billing statement and is responsible for paying his or her bill. If the cardholder defaults, the
company is ultimately responsible for making sure that the payments are made for all cardholders in the

program.

Individual/Diversion  If the commercial card program is individually billed, with Diversion Accounts, the cardholder is

Account responsible for paying his or her monthly credit card bill, excluding diversion purchases (such as
airline tickets). The company is responsible for paying the bill on any diversion accounts that are
established.
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Account Types Description

Billing Accounts If the commercial card program is centrally billed, all purchases made by the individual cardholders roll

up to a single billing account for billing purposes.

% The transactions are memo-posted to the individual account and financially-posted to the Billing
Account.

< The monthly credit card billing statement is prepared only for the billing account, and the company
is responsible for paying the monthly bill.

The individual cardholders can still receive a monthly memo statement, but it is only a listing of the

activity on their card, andthere is no financial obligation.

Managing Commercial Cards

The eZBusiness Card Management tool allows company administrators and administrative users of a financial
institution 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.

VVVY VY

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.

Company—Sublevel 1
Sublevel 2
Sublevel 3
Sublevel 4
Sublevel 5
Sublevel 6

For example, a Company Hierarchy may consist of the following:
Company-ABC Company
Sublevel-2 Sales
Sublevel-3 Sales — United States

Sublevel-4 Eastern US
Sublevel-4 Southern US
Sublevel-4 Midwest US
Sublevel-4 Western US

Sublevel-3 Canada Sublevel-3 Mexico

Sublevel-2 Information Technology
Sublevel-3 WAN / LAN Engineering
Sublevel-3 Data Center
Sublevel-3 PC Desktop Applications and Support
Sublevel-3 Application Development
Sublevel-2 Purchasing
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Getting Started

IMPORTANT!
= Depending on your security settings, 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.

eZIBUSINESS

ME N

Continuous'Modernization: Be an Industry
Changce Agent

When you started your career, what did the
financial services industry look like? For some of us
it was branches, manual trades and lots of paper.
Forothers, it was nothing but digital For allof us.
the financial industry of 2020+ will be
dramatically di t than what itistoday

Learn More

m 87% A 53% = 26%

== sTATISTIC STATISTIC STATISTIC

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

» The Additional Security For Your Protection window is displayed if RSA determines that the risk score is high or the
computer from which the site is being accessed is not pre-selected as private computer. See the Additional Security
Protection section for more instructions.

» If the RSA is ON, the Out of Band page is displayed. If the RSA is OFF, it will redirect to the password screen
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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 enter your password @

New Password enter your new password @
Password S:rer‘gth

Confirm New Password confirm your password @

Ca ncel m

[ ——— . w———

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 Enroliment 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.

RSAQuestion] one of your bridesmaid

Your Answer @

RSAQuestion2

Your Answer @
| RSAQuestion3

Your Answer @

RSAQuestions What was the first name of your first manager

Your Answer P

|

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

IMPORTANT!
= If the admin user registers a computer/device, the system recognizes that admin user, and are less likely challenged at
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

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.
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Out of Band Authentication

Out of Band Authentication is a form of user challenge that employs a one-time security code sent to the user by
way of an out bound phone call, SMS 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

[
| |
i

e

)
egis ones
(XXX} XXX-1268
I Cancel
~uw RS NN

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 — See the Phone Option below for more details.

Email and Text Option

1. Click on the option that you prefer — Email or Text. 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.
Check the “This is a private computer. Please register it.” box and click Continue.

Security Code ‘

Enter Your Security Code

N S8 5

SecurityCodePlaceHold | ResendSecurityCode

. L

|#JThis is a private computer. Please register it.

Cancel [NeeIVE]

W/ 4

-

2. Your default landing page is displayed.

Phone Option

1. Click the Phone option and the security code will be displayed. An automated call is generated via RSA 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

| (securityCodePhone 008378 )

#IThis is a private computer. Please register it

| CallinProgessNate
| I

Page | 11

© 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.



Admin User Guide eZ | BUSINESS

CARD M A N AGEMENT

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

Security Code

SecurityCodePhone 008878

|
{
| |
i callinProgessniote ‘

[a'\-i: s 2 private computer. Please register it ]

'

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

Note:  Phone numbers with extensions will NOT work for this process.

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

m 87% 53% - 26%

== STATISTIC STATISTIC STATISTIC

» The Additional Security For Your Protection window is displayed if RSA determines that the risk score is high or the
computer from which the site is being accessed is not pre-selected as private computer. See the Additional Security
Protection section for more instructions.

» Ifthe RSA is ON, the Out of Band page is displayed. If the RSA is OFF, it will redirect to the password screen
2. You default landing page is displayed.

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?

[ ]
- |

G Password @

Forgot Passw
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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.

Z|BUSINESS

Stock

y Getty Images™

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.

eZ|BUSINESS

m 7% i = o

4. Enter your Password and click Login. 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 password ®
| nowrasswor enter your new password ®
Password Strength
Confirm New Password confirm your password °
| -

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 it has
not been set up in their Security Account. 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 need to obtain a new password, the Change Password feature is available on eZB. An Admin user who is
logged into eZBusiness can self-manage by selecting Change Password.
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Navigating eZBusiness

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

Home Page Overview

,

@ =
Good Evening, | Teeter E
“ Company Seapihot
G ~ % v
[ Cream Lamvt
Crocst Msadatde Croamt Asarilabie
o Moz Saaterrent Vewt Seatremers
- Avadat v v Avand o b
Quick Links
o (4
"/
Urprat tiems Dechined Tranucsons
-~ ~
Comgpuay Activity
Estienaned Cstwrated - swmated
Ameure 2 Amount 5 Aercunt

Uniesd Arrcmne Useodt Atrnardt Usedd Arousnt

The table below describes the elements of the Home page:

Element Description

Side . L .
Navigation Bar Link to the modules within eZBusiness that you have access to.
Language Based on the financial institution’s setup, additional languages are available. To change the
Option language, select from the drop-down list.
There are two quick link options on the home page:
Links = 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
_I?eclmed_ Provides information related to Declined Transactions related to the company.
ransactions
Company . —_
Activity Provides a snapshot of company activities.
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A Important Information

You have 0 unread notification

You have 2 unread notifications

E & New Messages

= To-Do List

You have 0 Incompleted task

Element Description

Alerts / Important The Alert icon on the right side of the home page displays important information that
Information requires action.
M The Message icon on the right side of the home page displays if you have any unread
essages
Messages.
To-Do List Provides the user with the ability to create a list of tasks to be completed.

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
expiration date todays date
A Message Subject 537 PM
edit test 2 by user class

A Message Subject 1048 AM

tes

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 542 PM
expiration date todays date

Message Subject 537 PM
edit test Z 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.

= To-Do Lise
You hive 2 Incomplete tath

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.

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.

Accounts|
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Below is an example of the site help:

Use the filters to narrow the results of your account
search

Adjust the column settings of the

list

Skip — Back  Mext —

Export the account list

L]

Skip — Back = Next —

View details by account

Skip — Back  Mext —

Aceount & Srmus Balaree Credlie Linie deanilabde Credit Acreurn Type isor Warme Artiord
4 o o $10747.75 50000 5000 Biling Bo
Lo Open B S B8 00 ncivackl n n
0 Open @ ndl a u
=) Cpan @ i echial n
" 2 8 £ 50 -t co ﬂ ﬂ
SATESY & Opan B 5000 $5.00000 & ncinackal B0
= [ e G 50100 §15.00000 @ $15,000,00 xdhichual [ 5 [ =]

Click the link to view the Account
Details screen

Skip —Back Next—
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Select the edit icon to change the
status of the account

Skip || —Back | Next—

Select the edit icon to change the
credit limit amount.

Skip || —Back | Next—

Use the guick action menu to
emulate the user, navigate to the
payments screen or view
authorization

.

Done «—Back | Mext —

Changing the Language

English is the default language for eZBusiness. However, other languages are available if your financial
institution has been setup for them.

To change the language, perform the following steps:

1. Click the down arrow next to the English from any page within eZBusiness. The drop-down list will appear
with the language options that your financial institution has selected.

eZ | BUSINESS - -

A (ergise-]

Home -
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2. Click on the language of your choice. The screen will refresh and reappear with that language.

English
Spanish

French

Quick Links

The Quick 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 Quick Links. You can delete a page from
your Quick Links by clicking the Delete icon next to that page in the list.

search—cardholder

Section Headers

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

Cardholder Search Resulis D

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.

Manage Filters ~

MHierarchy Level

MFirst Name

MLast Name
Wlusername

Maccount #

WiPhone Number
Msocial security Number

MEmail Address

Downloading Lists

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

formats:
» ExcellSpreadsheet (.csv) format
» Excel

» Text (tab spacing) format
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To download search results, perform the following steps:

1. Click the Export icon.
E

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.

AllColumns @ ;:'_1' |§1| *)

{Configured Columns
ENSES

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.
0

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

[ System A"

M Association

™ Corporation

™ Company

¥ Company name v

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

Updating Columns Within a List

The update icon ® 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

X3

S

5

%

5

%

The below sections provide information related to the functionalities within the Company Home Page.

IMPORTANT!
= Depending on your security settings, 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 Snapshot

Outstanding Outstanding

Authorizations $ Authorizat ions. 'E
Due Amount: 500 Due Amount: S0 00
Due Date0<x002 Due Dateo 2

The information available in the Company Snapshot section are:
Company Available Balance

Outstanding Authorizations

Company Amount Due

Company Due date

Cash Limit

Available Cash

Credit Limit

Available Credit

VVVVVYVYVYY

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

VVVVVYVYVYVVYVYY

Quick Links

< < >
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Urgent Items
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.

Urgent Items

Declined Transactions

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

Declioad Transacrions

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.

Company Acovity

£ At Customens va inactive Customens

- —
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Account Management

IMPORTANT!
= Depending on your security settings, 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 Account Management icon and then the Search Cardholder icon.

Search
Cardholder

SearchQ Manage Filters v

Cardholder Search Results

showing|10 v |Cardholders T
Corporation Account Number Name Usemname  Company Address Line 1 Status Actions
NATIONAL BANK OF TESTING HARRY H 00000012 COMPANY womansreer 8 B
NATIONAL BANK OF TESTING VIRTUAL ACCT COLLINS 00000012 COMPANY msorunroe & B3

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.

Cardholder Search Results

Showing |10 ¥ | Cardholders &
Corporation Account Number Name Username Company Address Line 1 Status Actions
NATIONAL BANK OF TESTING 4485084627 HARRY H 00000012 COMPANY 100 MAIN STREET L < |
NATIONAL BANK OF TESTING 448508™"4684 VIRTUAL ACCT COLLINS 00000012 COMPANY 2346 DRUID RD E 2 0

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

Element Description

Hierarchy Hierarchy level

First Name Cardholder’s first name.

Last Name Cardholder’s last name.

User Name Cardholder account user-defined name

Account Number  When searching by account number, you must enter the full 16-digit credit card number.
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Element Description
Phone Number Cardholder’s phone number
Social Security

Cardholder’s Social Security number.
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:

Icon Description

a Emulate the cardholder

B View Cardholder Details page

& Download the Cardholder Search Results list to excel, CSV or Tab.
2 Account status is open

2 Account status is closed

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 Search Results
Showing (10 | Cardholders E
Corporation Account # Hame Username  Comnpany Addresss Status  Actions
SOUTHERN STATES BANKCARD 5684066849  AUTOMATION, TEST 125 MAIN 2 a

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

BEE |

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

1. From the Cardholder Search Results section, click on the View Cardholder Details icon.

Cardholder Search Results

Showing Cardholders i
Corporation Account # Hame Usemame  Compamy Addresss Status Actions
SOUTHERN STATES BANKCARD 5684066840  AUTOMATION, TEST 123 MAIN S
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2. The Cardholder Detail page is displayed.

PACIFIC BASEBALL
(444014+++3979)

O Aty stats Last Actiy Date actions

User Enrollmene Derails

Net Enrolied B

Net Enrolied D D a

pethe o]

I o)

2 og

a
esr————— f—
User Lock Stotus (Oniy 0] -
ey e el By s S e s

Informarion

TCM BANK NA (059576)

oM a8

=
The Cardholder Details page contains five sections of information:

Cardholder Profile

Important Information

Configuration Hierarchy

User Enroliment Details

Account Summary & Payment Information

VVVYVYVYV

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.

Click More to see additional information, if needed.

User Enrollment Details

The User Enrollment Details section displays the User Enroliment Status, User Account Status, and user Status
when the Cardholder Details page displays.

User Enrollment Details
User Enroliment Status Not Enrclled
User Account Status. Active

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

User Enrollment Details

Activity Status Last Activity Date Actions
User Enroliment Status Not Enrolled B
Failed Enroliment Attempt (1]

User Security Account Status Not Enralled E B E
User Account Status Active n

User Status Active (& ]
Inactivity Status N/& n E
Password Failure 0 a

User Enroliment Status (Only 1D Not Enrolled

User Lock 5tatus [Only ID) IR

The below table describes the elements of the User Enrollment Details Section:

Element Description

Status of the user’s enrollment in a security account. Allows you to delete the user link and
enroll the cardholder.

Failed Enrollment Attempt Displays the number of failed enrollment attempts and allows you to reset.

User Enrollment Status

Displays the status of the user’s security account and allows you to delete the user’s
security account, lock/unlock the security account and view the user’s security history.

User Account Status Displays the status of the user’'s account and allows you to lock or unlock the account.
User Status Displays the user’s status and allows you to lock or unlock the account.

User Security Account Status

L Displays the user’s inactivity status and allows you lock/unlock the user’s account and view
Inactivity Status

activity.
Password Failure Displays the number of password failures
User Enroliment Status (Only ID)  Shows if the cardholder is enrolled in Only ID
User Lock Status (Only ID) Displays the status of the user’'s Only ID log in account

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

Icon Description

User Enrollment Status

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

B Enroll cardholder
Failed Enrollment Attempts

= | Reset

User Security Account Status

D Delete the user’s security account

B B Lock/Unlock the user’s security account

E View the user’s security account history

User Account Status

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

B B Lock/Unlock the user’s account
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Ico Description
Inactivity Status

ﬂ B Lock/Unlock the user’s account

E View Activity Summary
Password Failure
Generate password

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 $0.00
ayment Due:

Payment Due 04/25/2019

Date

Account Balance 5000

More

Click More to see additional information.

Account Summary and Payment Information

Account Summary

Account open date: 03/08/2015 Account Balance: 5000
Block/Reclass VB Tempeorary Credit Limit: N/&
Credit Limit $500.00 Cash Limit: £0.00
Temporary Adjusted N/A Military Lending Act NO
Credit Limit Protection:

Awvailable Credit Limit: N

Processing Type 50

Payment Information

Allows Online Payments: es Minimum Payment Due. N/A
Payment Due Date 04/25/2019 Last Payment Amount: 56035
Last Payment Date: 10/25/2018
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The Hierarchy section displays the Corporation, Association, and Institution when the Cardholder Details page

Hierarchy

Corporation: NATIONAL BANK
OF TESTING
(880001)

Association Testing (5]

Institution: Default
Institution
(000000}

Click More to see additional information.

Hierarchy
Hierarchy
Plastic Type: Visa Cards Processing System. Nfa
Association Testing (85) Corporation: NATIONAL BANK OF TESTING
(880001)
Institution: Default Institution (000000}
Product /Sub-Product: CCD/005
Company: 00000012 COMPANY (00000012)
Card Activation Status: No Pending Card
Company SublevelZ N/A
Company Sublevels: N/
Company Sublevels: /A
Company SublevelS N/
Company Sublevel&: N/A
single Sign On N/A

Configuration Details

Click View Configuration Details to open the Configuration Details section.
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

» Online Request Activity

HARRY H
(448508***4627)

o 20012

®100 MAIN STREET STPETE 52006 FL

View Statements Il

View Online request activity [
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View Cardholder Statements
To view a cardholder’s statements, click the View Statements button in the Cardholder Profile.

HARRY H
(448508****4627)

| View Statements I I
View Online request activity I

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

HARRY H
(448508****4627)

&)

O MAIN STREET STPETE 32006 Fl

N/A

View Statements I
View Online request activity [
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View Cardholder Associated Accounts
To view a cardholder’s associated accounts, click the See Associated Accounts button in the Cardholder Profile.

HARRY H
(448508****4627)

o

¥ 100 MAIN STREET STPETE 32006 FL

o 90012

Prev. Account # M/A
Enroliment Net Enrolled
Status:

Usemame MN/A
Expiration Date oz20s
Evening Phone: 900312
Other Phone N/A
Day Phone. A
Mothers MEMC
Maiden Name-

DoB M/
SSN Last & N/a

View Online request activity [

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

HARRY H
(448508 "*"4627)

o

#J 90012

SSN Last & N/A

View Statements [

View Online request activity [}

|
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Enrolling a Cardholder
To enroll a cardholder, 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: Not Enrolled
User Account Status: Active

User Status: Active

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

User Enrollment Details

Activity Status Last Activity Date Actions

User Enrollment Status Not Enrolled

Failed Enrollment Attempt o

User Security Account Status Nt Enrolled onDE
User Account Status Active

User Status Active n

Inactivity Status N/A B E
Password Failure o a

User Enrollment Status (Only ID) Nt Enrolled

User Lock Status (Only 1D)

N/A

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

User Enrollment Details

=

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 o

Corporation Account Number Name Usemame Comparny Address Line 1 Status Actions

123456 2728 John Test Kirthikar e AmEr 2 @

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.

Welcome, testsync! o

Current Balance & 0%
Pending Baance 50%
Statement Balance & 0%
Available Credit 580,000
Current Credit Limat Amount $100,000%

50%
Minimum Payment 509
Payment Due Date Not Avaltable

Pay Bl
247ACCESS

WITH ANY DEVICE

I ST T

Recent Transactions &

~ Pending Transactions (0)

= Transactions (0)
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Company Management

IMPORTANT!
= Depending on your security settings, 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.

Search
Company

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

n Hierarchy H Company ID E test Select Status v

Search Q Manage Filters v

Company Search Results

S“ov.-m-:_x Companies -1

System ¥ Association ¥ Corporation = Company~ Company Name~ Status  Actions

BZK &l 880096 00032690 TESTING SPECIALTIES INC Open B [#]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:

Icon  Description

Configure company

View hierarchy

Online request

Account list

cepBo

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

Systemn v Association v Corporation = Company~ Company Name~ Status Actions

B2K 81 880096 00082165 TEST 1 EZ CARD SYSTEMS Open Bn g a

2. The View Hierarchy page is displayed.

G Back to Company Search

E Hierarchy Id H Hierarchy Name Select Status v

View Hierarchy (TEST 1 EZ CARD SYSTEMS) ©

Showing Sub-Level

Hierarchy Hierarchy Name Status Actions
2-20000002 MARKETING SUBLEVEL Open E

2 - 20000003 'OPERATIONS SUBLEVEL Open E

»  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.

» You can use the search filters to narrow down the Hierarchy list.

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

[o]o]] Description

(0] View company account list for that hierarchy level

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

Element Description

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. Click the View icon to view the

Accounts page, which lists the accounts associated with a selected company or sublevel.
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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 (TEST 1 EZ CARD SYSTEMS) €0

Showing (10 ¥ (Sub-Level

Hierarchy Hierarchy Name Status Actions
2-20000002 MARKETING SUBLEVEL Open
2 - 20000003 OPERATIONS SUBLEVEL open O |

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
B2K &1 580096 000 TEST1EZ CARD SYSTEMS Open (& ] na
2. The Accounts page is displayed.

Q@ Back to Comppany Search

E First Name u Last Name E 16 digit or last & Acct# E Employee Id

Select Account Type v Select Account StatL v

Manage Filters =
Accounts &
Showing -::cunts [-1 o
Cardholder Details « Account Number Status Balance Credit Limit Available Credit Account Type Username Actions
ANGELA THOMPSON Closed $000 $5000 @ $000 Individual [s ] =]
BLACCT WILLIAMS Open® $0.00 $2,500.00 @ $2,500.00 Billing am
BRITTANY WALL Closed $000 $50000 @ $000 Individual [s ][]
DEVON TEST THOMAS Closed $0.00 $500.00 & $0.00 Individual am
EZCARD VICTOR Closed $000 s000@ $000 Individuzl [ ] =]

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

Element Description

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

The below table shows the elements of the Accounts page:

Element Description

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.

The table below describes the icons on the Accounts page:

Icon Description \
B Emulate

B Make a payment
Authorization

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 £

Showing |10 ¥ Accounts -1 @
Cardholder Details « Account Number Status Balance  Credit Limit Available Credit Account Type Usemame Actions

ANGELA THOMPSON 4046015288 @& Closed $0.00 $5000 $0.00 ndvidual a0
BLACCT WILLIAMS 40460170532 @ Open@ 5000 $2.50000 @ $2500.00 Billing B
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2. Click on the format option that you want and save the file to a specified location on your computer.
All Columns @ .Eﬂ &

BEE

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

O Back to Company Search

u First Name u Last Name E 16 digit or last 4 Acct# E Employee Id
Select Account Type v Select Account State v

2. The Level Details page will be displayed.

S0u TESTEE [Fnancial [heil:
LT

L

5000

Pramuey Addderm

Sapvmim) Maikng Abders

. i -
Pkt
O
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sy S i
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The table below describes the information shown on the Level Details page.

Element

Description

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

» ID — displays the company ID

» Name — displays the company ID and name

» Enroll Date — displays the eZBusiness enrollment date for the applicable company.

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
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Elem Description

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

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.

n {ierarchy H }C(“w;)am D ﬂ Company Name Open
arnge e

Company Search Results

Showing[10 ¥ |Companies s

System ¥ Association Corporation ¥ Company~ Company Name~ status Actions

B2K 85 880001 000001352 00000152 COMPANY ©pen (%] na

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

Accounts ©

Sharwing[10+ Jaceounts o &

Cardholder Details » Account Number Status Balance Available Credit Account Type Usemame Actions

BLACCT CLADDER & Open $000 5000 gilling [$ [=]
BLACCT CLADDER 4485087400 @ Open@ $000 $0.00 Billing (o ]
BLACCT CLOVERS ‘e Open® $000 $0.00 8iling [s ][]
BLACCT CLOVERS & Open@ 5000 $0.00 Biling [ ]
FLEET VEHICLE & Open $000 $20000 Individual 80
HENRY VEHICLE & Open® $000 $20000 Individual 80

The below table shows the elements of the Accounts page:

Element Description

Cardholder Cardholder’s first and last name

Details

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.
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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.
|

: . Search

Company

Search
Cardholder

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

6 Hierarchy Leve u First Name E Last Name u Employee ID n Username \
E Account # Phone n Email Address n SSN m Select Status v
ﬂ Account Balance M ﬂ Credit Limit v

@ Manage Filters » /

Cardholder Search Results

Showing |10 ¥ |Cardholders o s
Corporation Account Number Employee ID Cardholder Usemname Status Account Balance Credit Limit Actions
880096 4715 " 992957 ¥ TEST ADDNEWCH Open $0.00 $50000 oo

88008L

TEST WADDELL Closed 5000 $1.00 (a]a]

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.

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

Element Description

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.
Phone Number Cardholder’s phone number

Email Address Cardholder’'s Email address on file in eZCardInfo (MyCardStatement).

SSN Cardholder’s social security number.

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

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.

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.

Account Balance

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

Icon Description \
0 Emulate the cardholder

ﬂ B Lock/Unlock Account
ﬂ B Lock/Unlock Security Account

& Download the Cardholder Search Results

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 Results

Showing |10 W | Cardholders. o 1
Corporation Account # Employee 1D Cardnolder Username States  Account Balance Credit Lirnit Actions
BEOOTY 5361 7 572503 W TEST PEABOOY Open $0.00 $250.00 aon
880079 434) == BEEIOT v TEST PEEPLES Open 5000 5000 nn

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

- £
All Columns

BEG
Configured Columns |

LMES

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 # link to view the
details for that account.

Cardholder Search Results

Showing|10 ¥ [Cardholders o 2
Corporation Account Number Employee ID Cardholder Username Status Account Balance Credit Limit Actions

880096 TEST ADDNEWCH Open $0.00 $500.00 on
88008L TEST WADDELL Closed $0.00 $100 [a]a]
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2. The Account Detail page is displayed.

@ Back To Account List

TEST ADDNEWCH Important Information o Account Balance Information
471552°***2957
O Account Balance: 5000
Cash Balance $000
STmER @ Pending Balance $000
@171 TEST STREET , ST PETERSBURG . FL. 33781
=
Expiry Date: 042022
Previous Account N
Account Type: Ingividual
Statement Delivery P User Enrollment Details
Option:
Account status Open User Enrollment Status: Not Enrolled
User Account Status Active

View Hierarchy 3 User Status Active
View Online Request Activity 2.
Expense Management Allocations &

More

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 55070 has occured 4

Past due on 10/25/2018 with due Amount 5117.00 =

| More

Click More to see additional information, if needed.

User Enrollment Details

User Enrollment Details

User Enrollment Status: Not Enrolled
User Account Status: Active

User Status: Active

Page | 42

© 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.



Admin User Guide eZ | BUSINESS

CARD M A NAGEMENRN

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

User Enrollment Details

Activity Status Last Activity Date Actions
User Enroliment Status Not Enrolled B
User Security Account Status Not Enrolled D B
Inactivity Status N/ (& ] E
Password Failure 0 n

User Account Status Active u
User Status Active (& |

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

Icon Description

User Enrollment Status

u Delete User Link — Icon only appears if the user is enrolled
= Reset
B Enroll cardholder

User Security Account Status

u Delete the user’s security account

D B Lock/Unlock the user’s security account

E View the user’s security account history

Inactivity Status
ﬂ B Lock/Unlock the user’s account

E View Activity Summary
Password Failure

E Generate password

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

Account Balance Information

Account Balance Information

Account Balance: 51.590.88
Cash Balance $0.00
Pending Balance: $0.00

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

Account Balance Information

ccount Balance Summary

Account Balance: $0.00 View Details Credit Limit: 5$500.00
Cash Balance: $0.00 Cash Limit: S$250.00
Pending Balance: $0.00 View Pending Balance Past Due Amount. $0.00%
Ayailable Credit: $500.00 Owverlimit Amount: $0.00
Available Cash: 5250.00 Disputed Amount: 5000

Statement&Payment Information

Last Statement Amount: 50.00 View S Last Payment Date: M

Last Statement Date: 05/26/2019 Account open date: 0402017 &
Minimum Payment Due: 5000 Expiration Date: 04/2020
Payment Due Date: 06/24/2019 Last Activity Date: 05/2&/2019

Last Payment Amount: 50.00

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
TEST ADDNEWCH
471552*+**2957

o 7272222 &

@171 TEST STREET . 5T PETERSBURC . FL, 33781 [#

Expiry Date. 042022
Previous Account N/a
Number:

Account Type: Individua
Statement Delivery =
Option:

Account skatus: Open
Product WVPUREG
Billing Account: 4715529208
Spending Restrictions: Disabled
Fleet Card Account type: N/

Fleet ID: arere
Fleet Product Restriction: N
Fleet Product Restriction Y
Pramnpt:
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View eZCard Account Locks

The Account Lock feature within eZCard allows the cardholders to lock their account and prevent additional
authorizations on the account until the lock is removed. The account will be locked until the cardholder unlocks the
account again. An administrator can view in eZBusiness if a lock has been placed by the cardholder.

To see if a lock has been placed on the account, perform the following steps:

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

Cardholder Search Results

Showing |':- V: Cardnaigders E- 1 £

Empiloyes ID Cardholder Usermarme Statue Account Balance Credit Lirnit Actions

5000 $250.00 on

TEST PEABODY Open

2. The Account Detail page is displayed. The Lock icon is displayed on the Cardholder Profile section above the
Account number

BLACCT Important [nformation a Account Balance Information (o]

S4RSORTT SO

gl 4
ore -
User Enrollment Derails
x po Ao i

View Online Request Acthity b2

Expeénae Management Allocations @
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View Cardholder 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.

TEST ADDNEWCH
471552772957

3376 @

revious unt R

umoer.
Account Type. Individus
Statement Delivery (-]
Option:
Account status: Open

More Info
Company 00063045 LIBERTY
UNIVERSITY

Sublevel2: N/A

View Online Request Activity k2

Expense Management Allocations &

View Cardholder 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.

IEST ADDNEWCH

Important Information Account Balance Information
471552%2°2957
User Enrollment Derails
Online Request Activity
Showing [10_¥ | Online Requests
Request ID Request Type Request Date Request Status. Application Actions
54036 Add Mew Cardholder Request 03/22/2013 0342 P Admirite-cZBusiness (o]
34036 Add New Cardnoider Request 03/22/2019 0342 PM Processed AdminiWet-eZBusiness (@ |
34036 Add New Cardhoider Request 03 @2PM  Procesed

ssed AdmiriVet-eZBusiness (@]
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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.

TEST ADDNEWCH
471552%*%*2957

Important Information Account Balance Information

User Enrollment Details

3781 @

View Online Request Activity k2

[ Expense Management Allocations Q]

Lxpense Management Allocarions

Cardholder is not mapped to any cost enter

Viewing Billing Account vs. Individual Account Information

As mentioned, billing accounts differ from individual commercial card accounts in that all transactions made by
individual cardholders are diverted for central billing. To help simplify the commercial card account management
process, the Accounts page conveniently lists all the accounts within a company hierarchy. A billing account displays
in the Accounts page list with the prefix, BL ACCT, along with the billing account number. Individual accounts display
in the list by the cardholder’s name.

Some of the Security Admin features described in this guide are specific to billing accounts or individual accounts only.

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

Account Balance: 50.00
Cash Balance: 50.00
Pending Balance: 50.00

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

Account Balance Information

Account Balance Summary

Account Balance: 50.00 View Details

Cash Balance $0.00

Pending Balance: 50.00 View P e
Available Credit: $500.00

Ayailable Cash $0.00

Statement&Payment Information

Last Staterment Amount:

Last Staterment Date: 04&/01/2019
Minimum Payment Due: 50.00
Payment Due Date: 04&/26/2019
Last Payment Amount 50.00

Credit Limit:

Cash Limit:

Past Due Amount:
verlimit Armount:

Disputed Amount:

Last Payment Date

Account open date:

Expiration Date:

Last Activity Date:

$500.00
$0.00
%000
$0.00

50.00

N/A
03512019 &
042022

N/

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

Statement Details
S”D\'\'Iﬂg te.temerts

Account Number Name

471577992957 TEST ADDNEWCH

Statement Date v

02/27/2019

4. The Statement and Payment Information page is displayed.

Statement and Payment Information

209 Y a

Current Payments:

$0.00
Previous Balance $0.00 Specia
$0.00
$0.00
Payme: r 4] r
Minimum Payment Due $0.00 Payment Due Date.

$0.00

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

o
Balance v Min Due ~
5000 $0.00
Current Credits $0.00
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The table below describes the icons available on the Statement Information page:

Icon Description

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 ho v]Siate ments

Account # Name Staterment Date - Balance = Mim Due +

43417 TEE9ET TEST CRAHAM 04/530/2M9 5000 5000
2. Click on the format option that you want and save the file to a specified location on your computer.

-

vnloaa
A @

View Transactions

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.

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: S0.00
Cash Balance: S0.00
Pending Balance: 50.00

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

Account Balance Information

Account Balance Summary

Account Balance: Credit Limit: $500.00

Cash Balance: Cash Limit $0.00

Pending Balance: alance Past Dug Amount: $0.005
verlirit Amount: 5000

Available Credit: $500.00 Disputed Amount: 000

Available Cash 50.00

Statement&Payment Information

Last Statement Amount: 50.00 View Staternents Last Payment Date: MN/A

Last Staternent Date: 04/01/2019 Account open date: 03/31/2019 &

Minimum Payment Due: 50.00 Expiration Date: 04/2022

Payment Due Date: 04/26/2019 Last Activity Date: MN/A

Last Payment Amount 5000

3. The Transaction Details page is displayed. You can search for transactions to limit the number appearing in the
grid.

Transaction Details

o [

Sharwing [10 | travsactions +
OFiInating Account = Postang Date = Trans Date = Descnption = ‘Categonies Reference = Amount =
ROBERT J THOMBSOMEETI 180733 042G o2 M "] FURELS LLC Hame Repar 28EAZIESI0II00E 30 58350 £59.53
ROBERT J THOMPSOMAETZ ™ 1B0755] 0402019 022019 N "] FUELS LLT Home Repair 255371600 FI006 545354028 7438

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.
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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.

To search for transaction information, perform the following steps:

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

Stavement & Payment Information

" /

Showing [I0_ ] mnsacsions 4

OxigEnating Acrount = Peonting Date =

CATHY CRAMAMLII= 05T n2a0e

2. All transactions matching your search criteria will display in the Transaction List.
Transaction Details

[« [ v
g v

[ = [ v

Mansge Fites -

Showing [25_]transactions &

Originating Account » Posting Date=  TransDatew  Description = Categories = Reference * Amount *

181064004 $4793

BL ACCT STUSTER[4470"""309359) 06/29/2019 INTEREST CHARGE PURCHASE Miscellaneous 744701751

BL ACCT STUSTER{4470"""309359) 06/29/2019 06/29/2019 LATE FEE Miscellaneous T44TOT7918138N81262000 $35.00

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

Element Description

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.

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

Post Date

Transaction Date

Amount
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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)

YV VY

To download the list, perform the following steps:
1. Click the download icon in the Transaction Details section.
Transaction Details
Manage Filters =
Showing transactions

Originating Account » Posting Date TransDate=  Description~ Categories = Reference * Amount =
BL ACCT STUSTER(4470"""309359) 06/29/2019 06/29/2019 INTEREST CHARGE PURCHASE Miscellaneous  74470179181379181064004 $4793
BL ACCT STUSTER(4470""309359)  06/29/2019 06/29/2019 LATE FEE ! s T4470179181381181262000 $3500

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

Transaction Download ] &

e IE[e] )

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.

& Back To Account Details

Starement and Payment Information

Transaction Details

showing |10 ¥ [Transactions £
Originating Account ~ Posting Date = Trans Date ~ Description ~ Categories+ Reference~ Amount »

[.’\AP’;NA\A:EESZNI."\E""“,EQE\ 03/05/2019 03/05/2019 AMERICAN AIRO010283423537 Trave 24431069066978002013362 $30.00 l
AARON ANDERSENI4715™**863283) 03/10/2019 SHELL OIL 10000857002 Auto Related 24316059070548208006260 $1076
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2. The page is displayed with the detailed information of the transaction.
Transaction Details

@ Back to Transaction details

Detail Information

Post Date: 03/05/2019 Merchant Country Code: us Merchant Group: AL
Transaction Date: 03/05/2019 Sales Tax 0 Merchant ID: 372048809886
Merchant Name AMERICAN AIR0010283423537 Reference Number: 24431069066973002013342 Transaction Code 05
Transaction Amount: $3000 Merchant City: FORT WORTH Reason Code: [alo]
Currency Code: usD Past Due Amount: N/A Transaction Type: Purchase
Original Amount: $3000 Merchant State: ™ Original Account Number: 47157948351
Original Currency: usD Merchant Zip: 24500 Diverted To Account: 4715948351
MCC/SIC 3001 MCC Description: American Airlines
Dispute Status: click here to dispute ©

Addendum Data

No Record Exists

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

Element Description

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.
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Viewing Declined Transactions

Declined transactions can be viewed from either the Account Detail page or the Home page.

Viewing Declined Transactions from the Account Detail Page
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 Information

Account Balance 543114
Cash Balance 50.00
Pending Balance 53.00

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

Account Balance 543174 Vie etails Credit Limit: 5900000
Cash Balance: 50,00 Cash Limit: $0.00
Pending Balance $3.00 Pending Balance Past Due Amount 5000%
[Decline Transaction
_ Overlimit Amount $0.00
Avalable Credit 792941 Disputed Amount 5000
Available Cash S0.00

3. The Declined Transactions page is displayed.

You can download the Declined Transaction list to the following formats and financial software programs:

» ExcellSpreadsheet (.csv) format
» Excel
» Text (tab spacing) format
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To download the list, perform the following steps:
1. From the Declined Transactions page, click the Download icon.

Declined Transactions

Showing (10 ¥ | Declined Transactions

@@

Company~ Cardhoider Detalls= Account= MCCe Amounk = Reference Number Trarsaction Date Declined Reason=

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

ALL Columns | ! *

[ =] o (g D

t Configured Columns

[ =] o [ D

Viewing Declined Transactions from 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.

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.

To dispute a transaction, perform the following steps:
1. From the Transaction Details screen, click the Dispute Form Details link.
Transaction Details

& Back to Transaction details

Detail Information

Post Date:

Transaction Date:

Merchant Country Code:

@

ferchant Group:

Sales Tax o Merchant 1D 372048809886
Merchant Name Reference Number. 24431069066978002013342 Transaction Code 05
Transaction Amount 5$30.00 Merchant City: FORT WORTH Reason Code 00
Currency Code: JSD Past Due Amount N/A Transaction Type:
Original Amount: $30.00 X Qriginal Account Number:
Original Currency’ usb 2450 Diverted To Account: 47
CC/SIC 500 Arnerican Airlines

Dispute Status:

Addendum Data

No Record Exists
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2. The Dispute a New Charge page is displayed. Complete the from with 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

The following is the Dispute Transaction Form. After filling out this form, you can submit using the button (s) at the bottom of the page. By using the "Print-Friendly Version® button to print and either mail or fax it using the contact
information provided at the bottom of the form.

mer Name: AARON ANDE

Account Number:

Merchant AMERICAN AIRO010283423537

nce Number: 24473 Transaction Date:

Posted Date 03/05/2019

Transaction Amount $3000 Dispute Amount. >

To start the dispute process please answer the below question. Your answer is important as it will allow us to process your dispute as effectively as possible.

Card Provided Yes No

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.

&
Trans Date »  Description + Categories » Reference « Amount v
02/08/2019  AMZN Mktp US"MINTRELO0 Entertainment 55432869040 $3217
CITY JONES{5552""311032) ozm/2019 o2m/2019 VEHICLE MAINTENANCE MA Charitable Civing  55420509043717469856535 $59500
CITY 02/21/2019 02/19/2019  SAFEWAY #0342 Groceries $2000 »
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.
Showing I]O .\;It'ansacmns F
Originating Account « Posting Date» Trans Date v Description v Categories v Reference Amount «
CITY JONES(5532™*"3N032) 0210/2019 AMZN Mktp US'MIITREL90 Entertainment 55432869040200764332233 $3217
CITY JONES(5552™"311052) o2Mm2019 o2Mm/zoe VEHICLE MAINTENANCE MA Chantable Gving  55429509043717469856355 $59500
[:fv’\ JON o2/n/2019 0z219/2019 SAFEWAY 20342 Groceries $20.00 )]
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2. The details of the transaction are displayed along with the dispute reference number and the status of the dispute.

=]
=

n Progress
Dispute Reference Mumber EZB031520191408 00000 @

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.

Element Description

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.

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.

Viewing Authorizations

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

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.
Accounts £
Showing |10 7 |acoounts - THRNE.
Cardholder Details « Account # Status Balarce Credit Limit Avallable Credit Account Type User Namse Actions
NIXON WITTTOAE Open @ S5N03s So00@ 5000 Eilling @
DARLEEN A NIXON 5532495385 & Open @ 53200 $s00000@" 5496800 Individual (s ] o]
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2. The Authorization Details page is displayed.

/

@ Back To Account List

Authorization Details

smwmgpendmg Transactions &
Date v Amount » Mcc MCC Description = Merchant Name ~ Status >
03/21/201910:50 $3200 5734 N/ Intuit *PayrollE Approved

You can download the 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 Authorization Details page, click the Download icon.
Awthorization Dexails

Cule = AIFeA MCC = MACT DMESEripRin + MEFCRENL NETE Swtug =

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

-

Authorization Details

EASIEY

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.

Company E

Management
Search
Company

Search
Cardholder
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2. Click the link for the cardholder.

Cardholder Details « Account # Status Balance  Credit Limit  Available Credit  AccountType  User Name Actions

ROBERT J THOMPSON Open# $641006 S$750000F $863.84 Individual thormpson07ss [ D IED

ROBF‘R"E'II‘OMPSON Important Information a Account Balance Information
[ ¥
4672****180755
The declined Transaction of $100.00 has = Account Balance: $6.410.06
occured
Cash Balance: $0.00
Past due on 04/25/2019 with due Amount =
$279.00 Pending Balance: $0.00
) 6365051388 @
=
sangeetharamanathan@fisglob
alcom@
9100 MAIN ST, ANYTOWN , PA
173169110 @ -l

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

Account Balance Information

Account Balance Summary

Account Balance $6.410.06 View Details Credit Limit: $7.500.00
Cash Balance S0.00 Cash Limit $0.00
Pending Balance [SE 00 View Pendin Past Due Amount: $589.00 5
Available Credit: 586384 Cwverlimit Amount: $0.00
Available Cash 50.00 Disputed Amount: $0.00

5. The Authorization Details page is displayed.

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

Element Description

Date Authorization date

Time Authorization time

Amount The pending authorization amount

MCC Mgrchant (;ategpry 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
To view the Company Inbox, perform the following steps:

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

Company Search Results

S“owm-gCorﬂpanles -1
Systermn = Association = Corporation « Company~ Company Name~ Status Actions

B2K 86 580061 00000132 00000132 COMPANY Closed a n g B

B2K 84 880030 00000152 00000152 COMPANY Open a B

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

3. The Search Company / Company Inbox is displayed.

/

Company Inbox

Company Inbox

Showing Company Inbox Messages &
Hierarchy v Message topic v Subject = Account Number = Date = Statusv  Actions

MULTI USE TEST Add or Remaove PIN Requ. ReAdd or Remove PIN Re. 4ABS08"4TTS 04/08/2019 Read a D u

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

Icon Description

ﬂ View detailed message
D Delete the message

n 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.

[

‘ Compose & ° Company Inbox

Company Inbox

Showing Company Inbox Messages o
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2. The Company Compose Message screen is displayed. Complete the fields and click Send.

f

Message Options Message Content

n Sublevel E Select Message Queue v
n Message Subject
ﬂ Select Recipient(s)

v
BIUSIEIESZSxx &= nma P AR TR S E

Ema . Insert text here

In App ‘

Start Date  ESTeYelell=}

Allow Replies ‘

Force View On Login .

Mark As High Priority .

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. From the Company Inbox screen, click on the Reply icon.

Company Inbox |
S"m\-mgCoﬁpaw Inbox Messages - 13
Hierarchy = Message topic + Subject ~ Account Number Date = Status>  Actions

MULTI USE TEST Add or Remove PIN Requ ReAdd or Remove PIN Re 4485084775 04/09/2019 Read a u a
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2. The Reply screen is displayed. Enter the Message Body and click Send.

Company Inbox

: - =

G

aerarery Memage topc Sublect Acsount Numiber Dot -
Subject. Se i

K;HQEENK’EEW‘ AW LB E \

e—
Cngeal Message

Audd or Rpmove PIN Anguest

PIN Access Add FIN
!

"

Mary
Cardhoider Hame: G TLESS1 SUFLX TEST

N L

View Sent Messages
To view sent message, perform the following steps:

1. From the Company Message screen, click on Company Sent.

f

Company Sent

S“DwmgCor"\pany Sent Messages (13
Hierarchy= Message topic™ Subjectr Account Number+ Datev Status~ Actions
MULTI USE TEST Inquiry -Transaction Inquiry Transaction Inquiry 04/10/2019 OPEN n D
MULTI USE TEST Inquiry -Transaction Inguiry Transaction Inquiry 04/10/2019 OPEN a D

2. The Company Sent messages are displayed.
Company Sent

S”UmngCDmpany Sent Messages 1%

Hierarchy~ Message topic~ Subjectr Account Number~ Date~ Status~ Actions

MULTI USE TEST Inguiry -Transaction Inquiry Transaction Inguiry 04/10/2019 OPEN a D
MULTI USE TEST Inquiry -Transaction Inquiry Transaction Inguiry 040102019 OPEN a D
MULTI USE TEST Inquiry -Transaction Inquiry Transaction Inguiry 0410/2019 QOPEN B D
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The below table describes the icons available in the Company Sent section:

Icon Description \
View detailed sent message
D 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.

/

(¢ 8 Scarch filters

Search filters

n Sublevel n Message Topic v H Subject = Account Number
n Status v

ﬂ Select Date v

Manage Filters =

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 filters Company Inbox e(ﬁompany Sent @Compamy Archive ]

Search fileers

n e n Message Topic " H subject = Account Number
n Status v

ﬂ Select Date v

Search @ Manage Filters =

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

Company Sent

Showing Company Sent Messages

- 13
Hierarchy~ Message topic~ Subject~ Account Number- Date~ Status~ Actions
MULTI USE TEST Inguiry -Transaction Inguiry Transaction Inguiry 0410/2019 OPEN a D
MULTI USE TEST Inguiry -Transaction Inquiry Transaction Inguiry 04/10/2019 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:

Element Description

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 Company Inkox Messages o
Hierarchy = Message topic Subject~ Account Number = Date = Status = Actions
MULTI USE TEST Add or Remove PIN Requ.. ReAdd or Remove PIN Re L4B508™LTTS 04/08/2019 Rezd n D

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.

Company Archive

Company Archive
| ¥ * -0
Haegechy = Mg o = Subgect = Aount 8= Dater = Shatus = i
S e—— e T - - [+
Change Credit Lima ForChange Cred Limit ToEme st (@] u]
R Ak Mew Groug ead [@]+]w]

The table below describes icons on the Company Archive grid:

Icon Description

View the message details.

Reply to the message.

B Delete the message.
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Company Reports

IMPORTANT!
= Depending on your security settings, 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

7
000

000

R/
0.0

R/
0.0

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.

f

View Online Reports @ ‘ Transaction

Reporting

E 16 digit or Last &4 E Select Statement De ~ Select Record Sourc

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.

View Online Reports @ [ Transaction J

Reporting

E 16 digit or Last &4 E Select Statement D: v Select Record Sourc  +
n Select Total Amoun  +

ﬂ Select Time Period v

Manage Filters =

Page | 65

© 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.



Admin User Guide eZ | BUSINESS

CARD M A N AGEMENT

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

Transactions Report

Showing Tramia:t on reports 1*
Cardholder Name ~ Account# v Posting Date ~ Transaction Date ~ Reference Number ~ Total Amount ~
KV Ramnath 1234567234 nmpzoie 12/30/2018 354455 $500
Dipak Sahoo 3234561234 02h2/2019 01/30/2019 224455 $700
Avinash Jain 4234561234 03/25/2019 02/30/202 BB4455 $900
Chandrakanth Kumar 523456"*1234 12f12/2018 03/30/2019 TTL455 $800
Patil Veerabhadra B23456"254 1omf208 07/25/2019 884455 $600
Sub Total 525,000
Total: $35000

3. Click the Generate icon to generate the transaction report.

View Online Reports @ ‘ Transaction

Reporting

E 16 digit or Last 4 E Select Statement D: v Select Record Sourc *

Manage Filters ~

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

Element Description

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.

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 Transactions Report page, click the Download icon.

Transactions Report

Showing Transaction reports

Cardholder Name ~ Account# ~ Posting Date = Transaction Date = Reference Number ~ Total Amount ~

KV Ramnath 1234561234 nmo;s 12/30/2018 334455 $500

2. Click on the format option that you want and save the file to a specified location on your computer.
ALL Columns [} =1 e &

Configured Columns

[0 =! oy

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. From the Company Reporting page, click the View Credit Lines icon.

/

View Online Reports @ = View Credit Lines

u First Name u Last Name m All v E 16 digit or Last 4

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 Online Reports @ eview Credit Lines

E First Name u Last Name m All v E 16 digit or Last 4

View Credit Lines

S"D\-\-II’\E?’E‘O\[ lines - TINRF 4

Company Hierarchy=  Current Account Status~  Account Typew  Account #= Cardholder Detailss  Permanent Credit Limit~  Cash Limit=  Current Account Balance =

Open Billing 486522""0229 A $0 $2536.6

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

Element Description

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.

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

Active Temporary Credit
Limit Increase Exp Date

Active Temporary Credit
Limit Requestor

Displays the expiration date of the active temporary credit limit.

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

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

Last Temporary Increase Displays the amount of the last temporary increase.

Amount
IéaSt Temporary Increase Displays the expiration date of the last temporary increase amount.
xp Date
Iliiztu'l(;irtr;p:orary Increase Displays the User ID who requested the previous temporary credit limit increase.

Last Temporary Increase
Maintain Date and Time

Last Permanent Credit
Limit Change Date

Last Permanent Credit
Limit Change Amount

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

Displays the last date the permanent credit limit was changed.

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

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 View Credit Lines page, click the Download icon.

View Credit Lines
S”ov.-in-crec it lines -1

Company Hierarchy~ Current Account Status = Account Typev  Account #~ Cardholder Details~ Permanent Credit Limit = Cash Limit= Current Account Balance =

Opean Billing 4865229229 BLACCT 5T ER s0 $25366

2. Click on the format option that you want and save the file to a specified location on your computer.
t 4
All Columns @5 EE&' *

Configured Columns

[} =7 gy

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 @ [ View Spend
Restrictions

Manage Filters

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 Spending Restrictions

— — *
Company ~ Sublevel v Account# v Cardholder Name Status > McCw Period v
Company XYZ-{0000001) 123451 1234567891912345 Uday Kumar Closed
CumpanyAEC'\GOGODOZ\ 123452 1234567891912345 Flajwi\ngh Blocked
Company DEF-(0000004) 123453 1234567891012345 Sateesh Kurnar Closed
‘Company NMY-(0000005) 123454 1234567891912345 Sandhya Sharma Blocked
Company 133-{0000006) 123455 1234567891912345 Dipak Sahoo Closed A
Showing1- 5000 View creditines) | First | < B2 3 4 5 6 7|8 910 » | st

Note: The links in the MGC and Period columns redirect you to the Online Request page.
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The table below describes the search elements available on the Merchant Group Codes page:

Element Description

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.

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
MGC company. If you 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

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.

All Columns @,5' | **
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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.

View Online Reports @

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

Showing|5 ¥ |merchant group codes &

McC v No of Accounts with MGC MGC Description » MGC Detail » Company Level * Sublevel ~
10 aaaaazaaa 1234455 4234456 000001
20 bbbbbbbbb 3234455 5234456 000002
30 ccececcce L234455 6234456 000003
40 ddddddddd 5254455 2234456 000004
50 ceeecesee 6234455 1234456 000005
Showing 1- 5 (100 View Credit Lines) | First << 2 3 4 5 6 7 8 9 10 = Last

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

Element Description

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:

Element Description

The column contains hyperlinks to the Manage Merchant Group Code Online
MGC 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

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 (*) 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
Sublevel hierarchy:
Y =Yes N =No

MGC Description

MGC Detail

Company Level
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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 Merchant Group Codes page, click the Download icon.

Merchant Group Codes
SﬂowingMerchantGroLpCooes

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

All Columns @5! | **
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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!

= 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.

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

Service Request Type

Description

Request
Processing

Multiple
Accounts
Allowed

Bulk
Processing

Allows a cardholder cash access up to a specified

Add Cash Access percent of their credit limit. Queued Yes No
Add New Cardholder Creates a new cardholder account. Real-time / Queued No Yes
Request
Add PIN Access Adq or remove PIN access on ?ln account. A PIN Queued Yes No
mailer is sent to the cardholder’s address.
éggrr]zses and Phone Submit an address and/or phone number change. Real-time / Queued Yes Yes
Card Activation Activate a card. Real-time / Queued Yes Yes
Request
Card Replacement Orders a_replacgment credit card for a Real-time / Queued Yes Yes
Request commercial/business cardholder.
Change Cardholder . o .
Authorization Block Submit a temporary authorization block. Real-time Yes Yes
Change Credit Limit Changes_the permanent or temporary credit limit on a Real-time / Queued Yes Yes
commercial cardholder account.
Close Account Closes the card account and prevents authorizations Real-time / Queued Yes Yes
Request and account reissue.
Manage Employee ID Change an employee ID. Real-time / Queued Yes Yes
Order a PIN Request a new PIN for an account. Real-time / Queued Yes No
\l\/lfr\;vb%:” Account Ability to view the card account number immediately. Real-time Yes No
Virtual Account Online Requests
Change Virtual . .
Account Type Change the virtual account type. Real-time Yes No
. . Allows Admin User the ability to
View Virtual Account . . . .
- use Virtual accounts to make online or mail order Real-time Yes No
Security Data -
transactions.
Fleet Only Online Requests
Add/Modify Driver Create or modify a new fleet card driver record, which Real-time / Queued Yes No
can be connected to a cardholder account.
Add/Modify Group Create or modify a new fleet card group. Real-time / Queued Yes No
Add/Modify Vehicle Cr(_eate or modify a new fleet card vehicle record, Real-time / Queued Yes No
which can be connected to a cardholder account.
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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.

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.

Search
Company

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

Results page is displayed. Click the Online Request icon for the company that you want to submit an online
request for.

n Hierarchy E Company |D u Company Name Open v
Manage Filters =

Company Search Results

Showing |10 ¥ [Companies

o

System + Association = Corporation v Company~ Company Name~ Status Actions
B2K 85 880001 00000132 00000132 COMPANY Open n am

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.

3. The Online Request page is displayed.

E Search Cardholder

Online Requests [ ]
[ 282 Add/Modify Group J [ ) Add Cash Access J [ € AddModify Driver J [ 5 AddModify Vehicle J [ 171 Card Replacement Request]
[ @) View Full Account Number ] [ (©) setup AutoPay ] [ [ Close Account Request ] [ & Add New Cardholder nequest] [ = Manage Spending Restrictlcn]
& Change Cardhold & rdd New T ! 9 Employee Id & card Activation R
& Change Cardholder - ew Transaction o Manage Employee o Ca tivation Request
Authorization Block

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

E Search Cardholder

Online Requests (i ]

[ -';: AddMedify Group J [ o Add Cash Access ] [ O Add/Modify Driver J [ - Add/Madify Vehicle ] [ 171 card Replacement. Requesl]
{ @ View Full Account Number J [ (©) setup Autopay J { 3 close Account Request J { 2. Add New Cardholder Requestj [ &, Manage Spending Qestri:t\un]
® . ° . ° ° }
£, Change Cardholder & Add New Transaction &, Manage Employee Id &, Card Actvation Request
Authorization Block

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.

search Company / Online Requests English

E Search Cardholder

Online Requests £

{ 225 Add/Modify Group J { © Add Cash Access ] { © AddModity Driver ] [ & Add/Modify Vehicle ] { 11 Card Replacement Raquest}
{ (@) View Full Account Number ] { (©) setup AutoPay ] { 3 Close Account Request ] { & Add New Cardholder Request] { &, Manage Spending Pestlicl\cn]
2, Change Cardholder 2, Add New &% Manage Employ & Card Activation Request
ization Block

Online Message Inquiry €

[ = Transaction Inqulry J [ = Commercial Card Program ] { 7 Grline Support Question ] [ 9 Report a Web Site Issue ] [ 1 Other Inquiry J

Inquiry (How do I7)
O inquiry -Account Inquiry

ﬁmckjng Onlinc Request @ \

-

Request ID ~ Company ID ~ Account Number ~ Name ~ Username ~ Request Type ~ Request Date ~ Request Status ~
35755 00000132 Add New Cardholder Request 0315191243 Pending Approval

Qam 00000132 448508"5616 TOM TESTER Order New Pin 03/20/19 0150 Pending Approval
34051 00000132 448508"'5616 TOM TESTER Add New Transaction 03/2219 0947 Pracessed
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The table below describes the filter elements for Tracking Online Requests:

Element Description

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
Type access 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 Date Range select 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.

E Search Cardholder

Online Requests [ )

[ 285 AddModify Group ] [[ ) Add Cash Access ]][ © AddModify Driver ] [ (= Add/Madify Vehicle ] [ 171 card Replacement Requesl]
[ @) View Full Account Number ] [ @ Setup AutoPay J { n Close Account Request ] [ = Add New Cardhalder Request] [ : Manage Spending nestri:tlonJ
2, Change Carchold ~ i - ~ i
am Change Cardholder am Add New Transaction am Manage Employee |d @ Card Activation Reguest
Autherization Block

2. The Add Cash Access screen is displayed. Enter the cardholder’'s name. One you enter the cardholder's name,
the Submit button will appear.

Add Cash Access

[Cash Access % Memo u

Cancel Add More
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3. Complete the Cash Access and Memo fields. Click Submit.

Add Cash Access

TOM TESTER 5616 [CashA:cess % Memo ] D

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

TOM TESTER

5. A Successfully Submitted notification will appear.

ur

a

o
o
5

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 new 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 (i ]
sl -
[ 22 AddModify Group ] [ €2 Add Cash Access J { €2 Add/Madify Driver ] [ &= AddModify Vehicle ] [ 171 Card Replacement Request]
[ @) View Full Account Number ] [ @ Setup AutoPay J [ n Close Account Request ] [[ = Add New Cardholder Request]][ a Manage Spending Re;trictlon}
® [ ] ‘ ] [ ] q
am Change Cardholder o Add New Transaction @» Manage Employee Id @ Card Activation Request
Autherization Bleck
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2. The Add New Cardholder page is displayed. Complete all the necessary fields on the page.

e rcbmins

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.

3. Type in the Memo field to post questions or comments about the request and click Submit.

Memo

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:

Element Description

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.

Page | 78

© 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.



Admin User Guide eZ | BUSINESS

CARD MANAGEMEHN

Element Description
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.

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.
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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  Click to indicate that the statement address is the same as the primary address. The Statement

as Primary Address

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.

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.
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Rush Card Details

Description

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.

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 Details

Select to enable additional fields.

Email Type the email address where eZCardInfo/My Card Statement enroliment 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.
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Element Description

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.

.‘Lmauewcumam[ EahddornemweDINnequest] F3 Close Account Request 17] Card Replacement Request &3 Add/Modify Driver

255 Add/Modity Group == Change Credit Limit & Add New Transaction (©) setup AutoPay %, Change Cardhoider
Authorization Block

& Add/Modify Vehicie @) View Full Account Number @ Order New Pin 2, Manage Employee Id . Card Activation Request

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. One you enter the cardholder's name, the Submit button will
appear.

Add/Remove Pin Access

[|Sea rch Cardholder |] Select Pin Access ¥ Memo u

Cancel Add More

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

Add/Remove Fin Access

Cancel Add mane

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

Add/Remove Pin Access

Cancel
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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
BASEZ2000. 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. One you enter the cardholder’'s name, the Submit button will
appear.

Add/Remove Pin Access

[l earch Cardholder I] Select Pin Access v Memo u

Cancel Add More

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

Add/Remove Pin Access

Cancel Add more

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

Add/Remove Pin Acoes

Canced

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.
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Online Requests

‘-1 Card Replacement Request {3 View Full Account Number ;m&mu ;Ch-ng:Caldhﬂdzr =7 Add/Modify Vehicle
Authorization Block

=, Add New Cardholder Request % Add/Modify Group =, Add New Transaction 2. Card Actiation Request [ “1/ Address and Phone Change: ]

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 ~

[||See‘:“ Cardt

l! Select Reguest Type ¥ Mermno n

Cancel

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 -

BL ACCT 00000214-10000000 (5020) | Memo | n

Phone Number

Home Phone: Home Phone Business Phone Business Phane Mobile Phone- Mobile Phone

Other Phone: Other Phone

e

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 ~

BL ACCT 00000214-10000000 (5020} Address Change v

ﬁ\mar\: Address
Address Line 1 [acidress Address Line 2: Address Line 3:
City- Iaddress State Province: v Postal Code Address
Foreign Address: [ ]

Statement Address same as Primary Address [ ]

Statement Address

Address Line 1 Address Line 2 [address Line 2 Address Line 3

City:

Qre\gﬂ Address ]
ol

State Province: Postal Code:
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c. Address and Phone Change Request — Update and/or add the new phone number and address. Click
Submit.

Address And Phone Change -

BLACCT 00000214-10000000 (5020} Address And Phone € ¥

Primary Address

Address Line 1.

Address Line 2 Adgress Line

State Province: v Postal Code:

city
Foreign Address: [ ]

Statement Address same as Primary Address [ ]
Statement Address

AddressLine 1 Address Line 2 laddress Line 2 Address Line 3

City: State Province
[

Foreign Address

Postal Code:

Phone Number

Horme Phone:

Qerphore
e

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

Business Phone: Business Phone Mobile Phone: Mobile Phone

Address And Phane Change

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

v Successfully Submitted

Change Personal Info

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

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 [: ]
[ 225 Add/Modify Group ] [ €2 Add cash Access ] [ €2 Add/Modify Driver ] [ (= Add/Modify Vehicle ] [ 11 Card Replacement Request]
[ ) View Full Account Number J [ @ Setup AutoPay J [ n Close Account Request ] [ = Add New Cardholder Request] [ = Manage Spending Pestrict\on]
2. Change Cardhold ~ i ~ ~ i
- nge Cardholder o Add New Transaction & Manage Employee Id @ Card Activation Request
Authorization Block
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2. The Card Activation Request screen displays. Inactive Accounts are displayed below the Card Activation
Request section. Click the icon next the name in the Inactive Account 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

Select Card Activation ¥ Mema D
Cancel Add More
Inactive Accounts ~
Showin[T0. ¥ inactie Accounts
Account Numbers Cardholder Details+
@ 5061 DRIVER 1 TEST
(m ] 5061 DRIVER1TEST

If you enter a cardholder’'s name and their card is active, a new section will appear showing the Active
Cardholders.

Card Activation Request

Search Cardholder | Select Card Activation ¥ Mermo u

Cancel Add More

Active Cardholders

TOM TESTER 5616 Active

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

Card Activation Request

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

Successfully Submitted
Card Activation

v
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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 (i ]

[ 585 Add/Modify Group ] [ () Add Cash Access ] [ € AddModify Driver ] [ = add/Modify Vehicle ] [ 3 card Rep\acemenlnequesl]

[ ) View Full Account Number J [ @ Setup AutoPay ] [ m Close Account Request J [ @ Add New Cardholder Request] [ & Manage Spending Restrictlon}

; Change Cardholder & Add New Transaction ; Manage Employee Id & Card Activation Request
Authorization Block

2. The Change Cardholder Authorization Block screen displays. Enter the cardholder’'s name. One you enter the
cardholder’'s name, the Submit button will appear.

Change Cardholder Authorization Block (i ]

[S-:—e':“ Cardhalder ] Select Authorization E ¥ Memo D

Cancel Add More

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 £

TOM TESTER 5616 [ Select Authorization £ ¥ [Memo ] u

) e

Note: If you select Add a block, this will prevent authorizations on the account selected.

4. The Change Cardholder Authorization Block review page displays. Review the information and click Confirm.

Change Auth Block

BL ACCT STUSTER Kot Blocked [4-::: Block | Test ]

~Confinm Cancel

5. A confirmation message is displayed.

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

m Close Account Request 11 card Replacement Request = Add New Transaction = ‘Change Cardholder @) view Full Account Number
Authorization Block
[ ] M: " N [ ] @ 0 — - -
am Manage Spending Restriction #m Add New Cardholder Reguest Setup AutoPay Add Cash Access e=m Change Credit Limit
£, Manage Employee Id £, Card Activation R
- age Employee - tivation Request

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

Change Credit Limit

[ Search Cardholder ‘] Memo Permanent Credit Lin ¥ New Credit Limit n
Updated By Updated On Current Credit Limit: Last Permanent Credit
3 Limit:
S
Cancel Add More

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

Change Credit Limit
BLACCT STUNKER (9229) [ Memo New Credit Limit ] n
Updated By Updated On: Current Credit Limit: Last Permanent Credit

§10000 Limit:

50

Cancel Addl More:

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

Change Credit Limit

BLACCTSTL 57:'?-:.‘35?_[ Test IEEE IS | Credit Limit Increase By

Updated On Temp Adj Cr Limat: & Last Termp Cr Limit: S0 Last Temp Exp Date

o e

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

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.

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.

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.
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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 [ )

[ 282 rddModify Group ] [ €2 Add Cash Access ] [ €2 Add/Modify Driver } [ = Add/Modify Vehicle ] [ 171 Card Replacement Requesl]
[ @) View Full Account Number ] [ (©) setup AutoPay ][[ 73 Close Account Request J][ £ Add New Cardholder Request] [ = Manage Spending Hestrictlon]
® Change Cardhold S Add New T i o M Employee Id 2 Card Activation R
& nge Cal wlder & ew Transaction & anage Employee Y al tivation eql.lesl
Authorization Block

2. The Request to Close Accounts page isdisplayed. Enter the cardholder’s name. One you enter the cardholder’s
name, the Submit button will appear.

Request To Close Accounts £

[ Search Cardholder ] Reason Memo u
Cancel Add Mare

3. Select the Reason for closing the account, type a question or comments in the Memo field and click Submit.

Request To Close Accounts £

[Rea:o" Memo ] u

o
i
=

TOM TESTER

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 (i ]

u‘
E
&

TOM TESTER

cancel

Mo Longer Employec Test
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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.
» To reopen 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 (i ]

{ 255 Add/Modify Group J { O Add Cash Access J { O Add/Modify Driver J { 5 Add/Modify Vehicle J { 11 card Replacement Requesl}

@) View Full Account Number Setup AutoPay Close Account Request ] Add New Cardholder Request Manage Spending Restriction
a-a a-a

[ ; Change Cardholder J [ ; Add New Transaction J[{ ; Manage Employee Id J]{ ; Card Activation Request J

Authorization Block

The Manage Employee page isdisplayed. Enter the cardholder’'s name. One you enter the cardholder’'s name, the

> Submit button will appear.
Manage Employee
[ses:-- Cardhoider ] EmployesiD Tros o
cancel | add More
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

TOM TESTER 5616 [ EmployeeiD e ] u

Cancel Add Maore

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

Manage Employee

125 test

u.
%
&

TOM TESTER
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5. A confirmation message is displayed.

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. From the Online Requests screen, select Order New Pin.
Online Requests (i ]

[ = Add New Cardholder Request] { a Add or Remove PIN Request ] { m Close Account Request ] [ ‘L_»l, Card Replacement Request} [ ; Change Credit Limit J
® dd New Transacti (©) setup Autop: ® hange Cardholdh @ View Full Account Numbe @ Order New Pi
= ion etup AutoPay @ Change Cardholder iew Ful ount Number 3 er New Pin
Authorization Block

[ ; Manage Employee Id ] [ = Card Activation Request ]

2. The Order Pin screen displays. Enter the cardholder’s name. One you enter the cardholder’s name, the Submit
button will appear.

Order Pin

|] Select Request Code v Memo n

[ ‘S-:—e rck
Cancel Add More

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

BL ACCT STUSTER 9359 [ Select Reguest Code { M ]

Submit Cancel

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

Order Pin

Cancel

5. A confirmation message is displayed.
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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 (i ]

m Close Account Request 'L—»L Card Replacement Request = Add New Transaction = ‘Change Cardholder @) View Full Account Number
Authorization Block

£, Manage Spending Restricti 2. Add New Cardholder R (©) setup AutoP €2 Add Cash Ac == Change Credit Limi

- age Spending Restriction - ew Cardholder Request etup AutoPay sh Access g=m Change Credit Limit

. Manage Employee id 2, Card Activation R

- age Employee - tivation Request

2. The Card Replacement/Service Request screen displays. Enter the cardholder’'s name. One you enter the
cardholder’'s name, the Submit button will appear.

Card Replacement/ Services Request (i ]

] Reason Memo n

Cancel

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

Card Replacement/ Services Request £

JILL AARON MD 3308 [ Reason Memo ] D

l Submit ] Cancel

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

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

Card Replacement/ Services Request ;i ]

JILL AARON MD 3508 Damaged Card Test

.

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.
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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 (i ]

[ 282 sdd/Modify Group ] [ €2 Add Cash Access J [ €2 AddMadify Driver J [ = Add/Modify Vehicle J { 171 Card Replacement Request}
[[ @) View Full Account Number ]][ @ Setup AutoPay } [ m Close Account Request } [ = Add New Cardholder Request} [ = Manage Spending Pestrictlon}
£, Change Cardhold S Add New Tr i o M: Employee Id 2 Card Actvation R
a8 ange Cal wolder a8 ew Transaction a8 anage Empioyee - al tivation Equesl
Autherization Block

2. The View Full Account Number page isdisplayed. Enter the cardholder’s name. One you enter the cardholder’s
name, the Submit button will appear.

View Full Account Number (0

[See‘:‘* Cardholder ] Reason Memo n

Cancel Add More

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

View Full Account Number £

TOM TESTER

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

w
=]
&

[ Reason Memo ] n

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

View Full Account Number €8

TOM TESTER

(:anCEI

5. A confirmation message is displayed.

u‘
)
=

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.
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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 Requeses
© Add Conh Accms. = Change Virust Card Account | B Acd Hew Cascthokder Account 11 Adkd PO Accens | -
Type
2 Marage E gty & £ Vi Virtusa Soxumty Account. 5, Ackd Henw Camethcidus Orrte 2, ot Activation [ — 2, Charge Canthoiton
s Coxdel Haeare e Autreoncstaon Bk
R L1 Raoquest (SSTR x X o Change Crede Limit 3 Ak o Dever: ¥ Oncer Hhow s
0 Ounge Paywment Due Dot (23 Vi 5l Acxourt Hharmtes 8 P &

2. The Change Virtual Card Account Type page isdisplayed. Select the Reason for closing the account, type a
guestion or comments in the Memo filed and click Submit.

Change Virnnl Card Account Type

Cancel

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

Change Virual Card Account Type

Cancel

4. A confirmation message is displayed.
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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.

VIRTUAL ACCT 2 PRODS(6358

VIRTUAL ACCT LARG!
6366)

VIRTUAL ACCT USER 1(6382)

7 Add or Remove PiN Request 13 Close Account Request =, Add New Transaction (©) setup Autopay =, Change Cardholder
Authorization Block

== Change Virtual Card Account & Manage Employee Id 2, Add New Cardholder Request 7= Change Credit Limit ) Add Cash Access
Type

=, Card Activation Request % AddModify Vehicle 171 Card Replacement Request ' Order New Pin
Data

@ View Full Account Number

2. The View Account Security Data screen is displayed. Click Submit.

View Virtual Security Accountdata

VIRTUAL ACCT 2 PRODS

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

View Virtual Security Accountdata

0S [ 4485080000036358 565 ]

Submit Cancel

Successfully Submitted
v \'

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

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

Online Requests ;)

[ 225 Add/Modify Group ] [ ) Add Cash Access ] [[ ©) AddModity Driver ]][ &= AddModify Vehicle ] [ 171 Card Replacement Request]
[ @) View Full Account Number ] [ @ Setup AutoPay ] [ m Close Account Request J [ : Add New Cardholder Request] [ ; Manage Spending Restrict\on]
£, Change Cardhold £, Add New T i = M Employee Id . Card Activation R
- ange Cal wolder - ew Transaction - lanage Employee - al tivation equesl
Authorization Block

2. The Driver screen is displayed. Complete the required fields and click Submit.

/

Driver

Sublevel 00000132 COMPAN ¥

Driver D Driver Type: —Select-- v Card Type Report Exception @l

First Name: [First Name Middle Name: |Middle Name Last Name Last Name License 1D License Id

Expiration Issue Country: |US-United States ¥ Issue State --Issue State-- v

P R . .- suhonzedvence oo [ |

Fillups F Unit price & Amount: lAmount Qil Comps:
Memeo.

Cancel Add More

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.

Page | 97

© 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.



Admin User Guide

Element
Issue State

eZ |[ BUSINESS

M A N AGEMENT

CARD

Description
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. Click the button to open a
window with available authorized vehicles to select and add to the form.

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. Click the button to open a
window with available authorized vehicle groups to select and add to the form. This option only
displays when configured for display.

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.

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. From the Online Requests screen, click Add/Modify Group.

Online Requests i )

[[ 282 rddpodify Group J][ (2 Add Cash Access ] [ €2 AddModify Driver J [ % Add/Modify Vehicle ] [ 171 Card Replacement nequestJ
[ @) View Full Account Number J [ @ Setup AutoPay ] [ m Close Account Request J [ ; Add New Cardholder Request] [ = Manage Spending F!estri:t\nn}
2. Change Cardhold 2 Add New T i = M Employee Id £, Card Activation R
aa inge Cal older - lew Transaction aa lanage Employee - al tivation Request
Authorization Block

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

Add New Group

00000132 COMPANY (20000001)

Note:

Q -—-Group Type— v n

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

Element Description

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.

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 [ ]

[ 282 AddModify Group ] [ €D Add Cash Access J [ €2 AddModify Driver J [{ = Add/Modify Vehicle J][ 11 card Replacerent Requesl]
{ @ View Full Account Number ] { (©) setup Autopay J [ [ close Account Request J [ 2. Add New Cardholder Requestj [ &, Manage Spending Destrict\on]
O g ° . ® ° }
am Change Cardholder o Add New Transaction am Manage Employee Id am Card Activation Request
Authorization Block

2. The Add/Modify Vehicle screen is displayed. Complete the required fields and click Submit.

Vehicle 1

Sublevel 000GOI52 COMPAN ¥

Cancel Add More
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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:

Element

Description

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.

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. Click the button to open a window
with available authorized drivers to select and add to the form.

Authorized Driver

Type an authorized driver group ID for this record. You can select the View Group button next to the

Group Authorized Driver Group box to search for an existing authorized driver group. Click the button to
open a window with available authorize driver groups to select and add to the form. This option only
displays when configured for display by your financial institution.

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.

OilCom 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.
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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

» Cardholder Name

> Account number — Last four (Company level memos only)

YV V V

\7

Online Message Types

Online Messages allow Company Admin Users and cardholders to submit a free-form message or inquiry to the
Financial Institution (FI). Message Types are used to sort messages in the Incoming Message queue so that the Fl 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

VVVYVYVY

Online Requests €8

[ ot Add/Modify Group ] [ €2 Add Cash Access ] [ €2 Add/Modify Driver J [ =) Add/Modify Vehicle ] [ 171 card Replacement nequm]
[ @) View Full Account Number ] [ (©) setup AutoPay ] [ E3 Close Account Request ] [ & Add New Cardholder Request] [ & Manage Spending Resu-icﬁon]
: Change Cardholder ; Add New Transaction ; Manage Employee Id ; Card Activation Request
Authorization Block

Online Message Inquiry €

= Transaction Inquiry == Commercial Card Program o/ Online Support Question M Report a Web site Issue ¥ other Inquiry
Inquiry (How do I7)

0 Ingquiry -Account Inguiry ]

_
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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 €

[ = Transaction Inquiry J [ == Commercial Card Program J [ o Online Support Question J [ P Report 2 Web site Issue J [ ! other inquiry J

Inquiry (How do I7)
) Inquiry -Account Inquiry

Transaction Inquiry

Subject

Message

View History Details

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 Message Inquiry €

[ = Transaction Inquiry ] [ = Commercial Card Program ] [ o7 Online Support Question ] [ ¥ Report a Web Site lssue ] [ 1 other Inquiry J

Inquiry (Howdo 17
) inquiry -Account Inquiry

Commercial Card Program Inquiry x

Subject

Message

View History Details
A

Note:  You can click View History Details to view the message sent history.

Online Support Question

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.

Online Message Inquiry €

[ = Transaction Inquiry ] [ == Commercial Card Program ] [ o7 Online Support Question ] [ P Report a Web Site Issue J { ! other inquiry J

inquiry (How do )
) inquiry -Account Inquiry

Online Support Question (How do I?) X

Subject

Message

View History Details
A

Note:  You can click View History Details to view the message sent history.
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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.

Online Message Inquiry

— {
= Transaction Inquiry == Commercial Card Program ‘ o Online Support Question M Report a Web Site issue 1 Other inquiry
Inquiry (How do 13

Report a Web Site lssue .«\

Subject

Message

View History Details /

Note: You can click View History Details to view the message sent history.

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.

Online Message Inquiry €

[ = Transaction Inquiry J [ == Commercial Card Program J L 7 online support Question ] [ 190 Report a Web Site Issue J [ ! Other Inquiry

Inquiry (Howdo 1)
©) inquiry -Account Inquiry

Other Inquiry

\___J

Subject

Message

View History Details

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.

Online Message Inquiry ©

[ = Transaction Inquiry ] [ == Commercial Card Program ] { o/ Online Support Question } [ I Report a Web Site Issue ] [ ! otheringuiry J

Inquiry (How do )
) Inquiry -Account Inguiry

Inquiry -Account Inquiry

Subject

Message

View History Details

Note:  You can click View History Details to view the message sent history.
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Bulk Processing

The Bulk Processing feature allows Admins to generate a file that can be edited and imported whenever necessary.
The following functionalities are available within the Bulk Processing page:

» Download/Upload new file for bulk processing
» View My queue
» View All queue

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

Creating and Uploading a File for Bulk Processing

To upload a file for bulk processing, perform the following steps:

1. From the Home page, go to Company Management > File Import & Export.

Company E

Management

Search
Company

Search
Cardholder

i

File Import
& Export

2. The File Import Export page is displayed. Click the Create New icon.

Hierarchy u Selected Feature v Request Type m Status
ManagefFilter Create New

My Queue
All Queue

3. The Create New File page is displayed. Select the Feature from the drop-down list. Once you select an option
from the drop-down list additional fields will appear. Complete all fields and click Continue.

Online Request Feature:

Create New File

Continue
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Expense Management:

Create New File

[n Expense Management A Hierarchy

Admin Management:

Create New File

[n Admin Management v nlc:z Admin User v n Search Profile @

| Continue I

Cardholder Management:

Create New File

Continue

4. The Create New File Export page is displayed. Enter a File Name and click Prepare Export to create the
spreadsheet for the upload.

Note: The companies that you have access to will appear when you enter the Hierarchy.

Create New File Export

Feature Selection

Feature BulkadminManagement Request AddadminUser MNotes

[Filn‘: Narre AddadminUser pa Xpo Export Blank Template

m I::-r}r":ln e

5. Once the export is completed, click Download File and open the spreadsheet. Click Continue.

Export Filz

. ) ~ombileted 00%
Export File Status: Completed 1009 Download Fileg,
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6. Complete the fields on all tabs in the spreadsheet and save it to your computer.
Note: Columns with an asterisk are required fields.

7. The File Import page is displayed. Click Choose File in the Import File section to upload the completed
spreadsheet. Click Continue.

File Import

Feature Selection

Corporation Company Feature BulkAdminManagement
Request AddAdminlser [ Notes w

Import File
Import File Name. AddAdminUser

Choose the file to upload Choose File o file chosen

Exit l Continue

Note: You can add a note to the request by clicking Add in the Notes field.

8. The status of the upload is displayed in the Import Details sections. Click Finish. The uploaded file will be
available in the My Queue section of the File Import Export page.

Impore Resulr

Featurne Selection

Corp: cﬂmﬂdl‘l}’ Feature Expense Mana gement
Impart Details
Import Mame: Easlbog wlsx
Imiport File Progress: Dueued Apply File Updates Jugued
Progress

——

You can click the View Advanced Results link to see more details.

Impoart Advanced Results 'E
Carpe Eammn-; [n Featuire
Request: Expe Export Date: OO O0C Import Fike Mame:
Impaort Date: 05/29/2019 Processed Date & Tinme 01/07/ 000 Statues:
Total Records: ok Records Processed 0 Records Fallad
The following fields are displayed within the Import Advanced Results screen:
Element Description
Corp Displays the associated corp number.
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Element Description

Company ID Displays the associated company id.
Feature Type of feature selected for bulk processing.
Request Type of Request selected.
Export Date The date on which the export file was created.
Import File Name Name of the import file.
Import Date Date on which the file was imported.
Processed Date and Time Displays the time at which the file was processed.
Status Status of the export.
Total Records Total number of records within the file.
Records Processed Total number of records processed.
Records failed Total number of failed records.

My Queue

The My Queue section displays the bulk processing requests that you have made. The queue can be used to
complete an export request, view a request or delete a request.

Firl Hierarchy u Selected Feature v Request Type m Status v
ﬂ Admin Name
ﬂ Select Export Date v
ﬂ Select Import Date v
ManageFilter =

My Queue

Sﬂumn_Bu\k Processes

Corporation™ Company™ Feature~ Reguest~ Export Date~ Import Datev Status= Admin Name~ Actions
Admin Management Add Admin User 12/31/0001 04/01/2019 Export Complete esszsczuaT (0
Online Requests Change Credit Limit 12/51/0001 04/01/2019 Export Complete esszzszua E3EDED
online Requests Change Credit Limit 12/31/0001 04/01/2019 Export Complete eszzazuaT DD

The table below describes the icons available in My Queue:

Icon Description \
B Upload a file

a View a request

D Delete a request
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All Queue

The All Queue section of the File Import Export page displays all the export file tasks that are created by all admins
that you have security access to view.

All Queue

Bulk Processes

Showing

Corporation~ Company~ Featurev Request~ Export Date~ Import Datev Statusw Admin Name~ Actions
Expense Management Expense Management 12/31/0001 03/28/2019 Export Complete Dinakariz B n D
Expense Management Expense Management 12/31/0001 03/28/2019 Export Complete Dinakari2 a n u
Expense Management Expense Management 12/31/0001 03/28/2019 Completed Dinakari2 E a u
Expense Management Expense Management 12/51/0001 03/28/2019 Export Complete kishorenewi2 B n D
Expense Management Expense Management 12/3/0000 03/28/2019 Export Complete kishorenew12 a n u
Showing 6 - 10 (31 Bulk Process)  First | << 1 3 4 5 6 7 = Llast
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Company Online Requests Approval Process

Some Online Requests can be set up to require an approval. The approval mechanism for an online request must be
turned on at the corp level before it can be provided at the company level. If the approval mechanism is turned on at
the corp level, then the approval process can be turned at the company level.

The approvers for an online request are defined at the Horizontal/Hierarchical level for the corporation and the
company:

» Horizontal - All the approvers are considered to be at the same level and the online request must be
approved by all approvers before it can move on to the next stage. If any of the approvers reject the online
request, then the online request cannot be processed further.

» Hierarchy - Each of the approvers have a rank/order and the request will flow from one approver to another
from the lowest ranked order to the highest one. An online request flows from the lowest ranked approver to
the next approver only after the lowest ranked approver has provided their approval. If any of the approvers
reject the online request, then the online request cannot be processed further.

The stages of the approval process are:
1. An online request is submitted.

2. The request triggers a message to the Company Inbox and sends an email to the approver(s) email address that is
set up in eZBusiness to Approve or Reject the request.

3. Once the approver(s) have approved, the online request is processed.

IMPORTANT!
=>» Depending on your security settings, you may or may not see all the options shown in this Guide.

Approving or Rejecting an Online Request Through the Company Inbox

A message will be sent to Admin Inbox for approval based on the type of approval configuration for the online request.

To approve or reject an online request through the Company Inbox, perform the following steps:
1. From the Company Inbox, click the View icon to view the request.

2. Click the Approve icon to approve the request or the Reject icon to decline the request.

labax Messages

o

Messs00 topice Subjects Date~ Statua~ Actions
~OV20 (elv]x]
TR ot 2% oooa

The table below describes the icons available for approving or declining Online Service Requests:

Icon Description \
(@ ] View the request.

Approve the request.

n Reject the request.

Page | 109

© 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.



Admin User Guide eZ | BUSINES

CARD MANAGEM

If the approval has been set up as Horizontal, the following actions are taken once you approve or reject the request:

When the Accept icon is clicked, the number of acceptances is increased for that request. Once all approvals
have been given, the online request will be processed.

When the Reject icon is clicked, a message is sent to the requestor informing them that their request was
denied.

If the approval has been set up as Hierarchy, the following actions are taken once you approve or reject the request:

When the Accept icon is clicked and there is a next level approver, a message is sent informing them that
their approval is required. A message is also sent to the other approvers. Once all approvals have been given,
the online request will be processed.

When the Reject icon is clicked, a message is sent to the requestor informing them that their request was
denied.

Approving / Rejecting Through Email

If you are an approver, you can also approve or reject an Online Request from the email that you receive. An email is
sent to your email address informing you that an online request has been submitted that needs your approval. The
email will contact links to Approve, Reject, or Review and Submit.

vard GEEIIM

To ® Kumar, Puneeth

Retenti i i &8 (1 year, 5 months) Expires Mever

Dear warriormsg,

As you are an approver for online request Order New Pin for the PARISH- ST BENEDICT (20000003}, Request you to
kindly action on the request by either approving or rejecting the online request. The online request details are as
below Online Request 1D: 10379 Online Request Name : Order New Pin Other Approvers : TenW PLEASE NOTE: This
email was sent from an automated system. Please do not reply to this email.

Approve Reject Review And Submit

If you select the Review and Submit link, you will be redirected to eZBusiness to enter your credentials. Once you
have entered your credentials, you will be redirected to your Messages so that you can review the request and
approve or deny the Online Request.
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Approver Mechanism Fallback Process

If the approver is changed for any of the online requests, then all the online requests that were pending for approval in
the queue for that approver will be redirected to the messages queue of the new approver. Similarly, emails will be
sent to the new approver, providing information of the online requests that are pending for approval.

Manager Queue

The manager queue allows the admin user to manage a set of tasks that need to be worked by different
Administrators within their hierarchy. Admins who have the rights to manage other admins within the same hierarchy
can view the tasks assigned to admin users and can perform various action on behalf of the assigned admin users.

The following functionalities are available within the Manager Queue:
» Creation of a new security right to view the manager queue
> Populate the Manager Queue with all the My Messages present with the Admins under their hierarchy
» Ability to release and reply to a message
» Ability to approve the online requests

To view the Manager Queue, perform the following steps:

1. Click Account Management and then click Messages.

Account
JManagement

)

2. The Message screen is displayed. Click on Manager Queue.

Messages@

3. The Manager Queue is displayed.

Manager Messages O

10 ¥ |Manager Messages o

Corporation~ Compary~ Account B~ Request Type record« Request date~ Statusv  Target User Name~ Actions

05957 448512771525 Card Replacement Request 05/27/2019 Open Profile3FisUsen Duun
. o 000
QooQ
QooQ
Qoo
Qoo
osaeac  cows etesrsue DG
05/252019 Closed  Profile13FiSUsen olujn]|s]
osasaoe v QOO
QooQ

LB524"I707 Close Account Regquest 03262019 Open

OMPANYIDOC GLB8526"7005 Card Activation Request

05252019
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The following fields are displayed within the Manager Queue screen:

Element Description

Corporation Displays the corp number associated with the message.

Company Displays the company associated with the message.

Account# Displays the account number associated with the message.

Request Type Record Displays the record type requested.

Request Date Displays the request date.

Status Displays the message status.

Admin User Name Displays the admin user name who has been assigned to the online request

The following icons are displayed within the Manager Messages page.

Icon Description

a Click to view the request.
D Click to delete the request

u Click to release the request

Click to reply to the request

Click to approve the request

n Click to reject the request
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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 has to 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 settings, 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 a restricted 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. From the Company Search Results page, click on the Online Request icon.

n Hierarchy E Company 1D u Company Name Open v
Manage Filters ~

Company Search Results

Showing |10 ¥ | Companies

System = Association = Corporation = Company~ Company Name~ Status Actions

BIK a5 880001 00000152 00000132 COMPANY Open (2] ﬁg (¢ ]
2. The Online Requests page is displayed. Click the Manage Spending Restriction icon.

Online Requests (i ]

-
o Add Cash Access 415 Add or Remove PIN Request [ 4 Address and Phone Change J [ = Add New Transaction ] [ = Change Cardholder J

Authorization Block

= Add New Cardholder Reguest :;: Add/Modify Group

)
)

{ o Add/Modify Driver J [ =5 Add/Moadify Vehicle ] { 171 card Replacementnequest}

&, Card Activation Request

[ )
[ )
(@ e ) [ com e }[[ yve— nem]][ e
[ )

[ €3 View Full Account Number

@ Order New Pin J
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3. The Merchant Restriction page is displayed.

Search Company / Merchant Restriction English =

o Overview

Merchant Restriction Overview

This feature allows your Company to set rules that limit card usage by dollar amount and/or number of transactions within Merchant Group Codes. Spending Limit can be established for eight
different frequencies including Transaction (Single Purchase]. Daily, Weekly, Monthly, Statement Cycle. Quarterly. Semi-Annually, Annually or for a time period of your choosing. Spending Limits are
most cormmonly set up with a Decline response, which means that transactions that qualify for the Merchant Group that viclate the Transaction Amount or Count criteria will not be authorized.

Once you have set up Spending Limits, you can browse, view, modify or delete them.<br=

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:

Element Description

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 (MCCSs) 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.

{
eOverview l ]

Merchant Restriction Overview

Merchant Restriction Overview Details
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2. The Merchant Group Code page is displayed.

csMerchant Group Code

Manage Merchant Group Code

Merchant Catagory Code Lisc [l Creste New Mgc Delete All

Merchant Group Code Description [ CAMBLING RESTRICTION

MCC Codes

Place dash [ for ranges. Use comma () or space to indicate individual MCC entries

Bl - |

Memo

The below table describes the icons available on the Manage Merchant Group Code section:

Icon Description

Displays the MCC list including the MCC Code, Description and the date updated. Allows you
to select

Merchant Catagory Code List

Create New Mgc Click to create a new Merchant Group Code

Submit Submits the request

Cancel Cancels the request and takes you back to the Online Requests page

Undo 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, the request
is submitted and fails. An error message appears on the confirmation page.

Delete all

EIIII

Opens up additional fields for MCC codes to be included in the MGC

Add a Merchant Group

Depending on your access rights, you can add new Merchant Groups using the Manage Merchant Group Codes page.

1. From the Merchant Group Code page, click the Create New MGC button.

e Merchant Group Code

Manage Merchant Group Code
Merchant Catagory Code List [ll Create New Mg Delete Al
Merchant Group Code oM Description  [GAMBLING RESTRICTION |
MCC Codes
Place dash () for ranges. Use comma () or space to indicate individual MCC entries

Ol |

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

Gr('f\an: Group Code T Description Test MGC
MCC Codes

Place dash (-) for ranges. Use comma [} or space to indicate individual MCC entries.

S -

Memo

Test

\'\_

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 Group Code LT Description  |Test MGC
MCC Codes

Place dash [-) for ranges. Use comma () or space to indicate individual MCC entries.

Memo

Test

4. The Merchant Group Code is successfully added.
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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 (MCC) List icon on the Manage Merchant Group Code (MGC).

Manage Merchant Group Code

Merchant Catagory Code List

Mcc List

L
MCC Code~ Description~ Date Updated-
(=] 0000 Payment Adjustment Fee or Finance Charge
(= | o742 Veterinary Services
[m ] 0763 Agricultural Cooperatives
(= | 0780 Landscaping And Horticultural Services
(m] 1520 General Contractors-Residential And Co
(= | n Heating Plumbing Air Conditioning
(=] 73 Electrical Contractors
(= | 1740 Masonry Stonework Tile Setting Plaster
[m ] 1750 Carpentry

Showing1-10 {1208 MCC Codes) | First anz 3 4 5 6 7 8 9 10 > Lat

The following fields are displayed within the Manage Merchant Group Code screen:

Element Description

MCC Code This is an entry field to search for an MCC Code. To sort by MCC Code, click the MCC
Code link. All codes 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

Changing Merchant Groups

Depending on your access rights, you can modify or delete a new Merchant Group Code (MGC). To delete, refer to the
Delete Restrictions procedures.

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 Group Code Description

MCC Codes

Place dash (-] for ranges. Use comma () or space to indicate individual MCC entries

Memo
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2. Click in the Merchant Group Code field and select the two-digit code to change. Make your changes to the
description and MCC codes as needed and type a note in the Memo field. Click the Submit button.

Manage Merchant Group Code
Merchant Catagory Code List Create New Mgc Delete All
/@hem Group Code Descristion \
MCC Codes
Place dash (-] for ranges. Use comma [} or space to indicate individual MCC entries.
Memo

- J

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

Manage Merchant Group Code

Merchant Catagory Code List

Create New Mgc

Merchant Group Code CM Description Test

MCC Codes

Place dash (-] for ranges. Use comma () or space to indicate individual MCC entries.

7995 |[]

Memo

4. A confirmation message will be received.

Spend Limits
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.
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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.

o | |

Merchant Restriction Overview

Merchant Restriction Cverview Details

2. The Manage Spending Limits page is displayed. Enter the Period and appropriate fields in the Maintain
Spending Limits section and click Apply Limits.

Manage Spending Limits

Delete all Spending Restr

Maintain Spending Limits

Merchant Group Code Selection |[GMTM Show Mgclist

Set Transaction ans Set Transaction Count [Enter Number
Transaction Response | Approve all transact v Transaction Response | No Selection v

Note:  The table at the end of this section provides details on each of the fields on the page.

3. 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.

Mcc Field Populated Msg Cancel

[~ MICC Mapping
MGC Transaction Limit Transaction Response Count Count Response
‘CNI ‘ ‘501 | |Approve all transactions for selec V|| | |No Selection W D
[m ] [s; | [Approve all transactions for selec v | [vo selection v

Other Merchants No Selection ~ BcludeMge [ Fesporse

Response

Memo

4. Complete the Exclude MGC and Response fields, if needed. Type a note in the Memo field and client Submit.

5. 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.
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The below table describes the elements of the Manage Spending Limits page:

Element Description

Hierarchy

Company Level Click the radio button to select company level hierarchy.

Company Sub Level 'tl)'gxllmlt a company level, select the level to restrict from the Company/Sub-level drop-down

Click the radio button to select account level hierarchy. When account level is selected,
additional fields will appear — Account and Account Level Restrictions.

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.

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

Account Level

Account

Account Level Restrictions

Manage Spending Limits

Select the time period that the restrictions are in effect for from the drop-down list: Cycle,

Period Daily, Weekly, Monthly, Quarterly, Yearly, Transaction, Other
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
Other Days 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).

Select the check box to permanently delete all of the spending limits FOR ALL PERIODS,
for the selected company, sub-level, or an account.

Delete All Spending Restr

Maintain Spending Limits

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
Merchant Group Code Limits. MGCs actively used for the selected company/sublevel or account are indicated in
Selection 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.

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.

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
Transaction Response needed:

» Approve all transactions for the selected MGCs.

» Decline transactions above the entered value.

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

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
Transaction Response needed:

» Approve all transactions for the selected MGCs.

» Decline transactions above the entered value.

Set Transaction Limits

Set Transaction Count

Reset Select this button to clear any changes and return to the unchanged values.
Select this button to apply the selections in the Maintain Spending Limits section. The
Apply Limits 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
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Element Description
MGC The Merchant Group Code

This field is optional. Enter or change the maximum dollar amount allowed on an MGC.
Transaction Limit 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.

If you selected and applied a transaction response to MGCs from the Select MGC drop
Transaction Response down list in the Maintain Spending Limits section, the selected corresponding values
appear in this column.

If you selected and applied a transaction count to MGCs from the Select MGC drop down
Count list in the Maintain Spending Limits section, the corresponding values appear in this
column.

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.

Delete Icon The delete icon allows you to delete the Spend Limits for that row.
Add Icon The add icon allows you to add additional Spend Limits.

For transactions with undefined MCCs in the MGCs with spending limit criteria, or in the
Other Merchants Response Exclude MGC group, the response can be set to approved or declined. Once set, it is the
same for all spending limit parameters.

Enter a two-digit MGC to set to decline authorizations without applying spending limit

Count Response

Exclude MGC criteria. Once set, it is the same for all spending limit parameters.
If you entered an MGC to restrict, select a response for these transactions:
Response » Approve
» Decline
Memo Insert a note regarding the request.
Submit The Apply Limits button must be selected before this button is enabled. Click this button

to 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). You can modify or
delete these restrictions at the company, sublevel, or account levels.

From the Manage Spending Limits online request page:

1. Selectthe Account Level or Company Level button. Note: If you select Account Level, you must select Enable
Restrictions from the Account Level Restrictions section.

Enter the changes to the MGC you want to make, and the other required and optional field values.
Click the Submit button. The review page is displayed.

Review the information and click the Confirm button.

a & DN

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.

o | |

Merchant Restriction Overview

Merchant Restriction Overview Details

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 Restr box.

eManage Spending Limits

Hierarchy

Company Sub Level.

O Company Level ® Account Level ]

NEW PRODUCTS SMALL BUSINESS TEST 5- Default v‘

Account Level Restriction
®Enzble Restriction Opisable Restriction

Account Restriction Info

Manage Spending Limits

Period C-Cycle L
Delete all Spending Restr

Note: A message appears on the confirmation page if restrictions are tied to an MGC you attempt to delete.

3. Click the Submit button. The review page is displayed.
4. Review the information and click the Confirm button.

5. A confirmation message is displayed.
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Payments

IMPORTANT!
= Depending on your security settings, 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.

D
]
Account
Management, -
Search
Cardholder
Messages

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

Search Payment® English-

E Hierarchy Leve E Account # E Confirmation # ﬂ First Name
E Last Name E Payment Account # E Routing # E Company 1D
Payment Status v

Manage Filters

Payment Search Results

Showing Pa;\-"ﬂemts -0 &

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 Pa;ments & e
Systern Association Corporation Confirmation# Account Number Cardholder Amount Payment Date
85 580001 BEHOOQOM 92 45E508™7348 DEMOC2 TEST $12.00 04/Mf2012
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The table below describes the search elements on the Search Payment page.

Element Description

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:

[fo]] Description

(o] 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 Cardholder Search Results section.

Payment Search Resules

Showing Da;.-'”nents -1 [ EY |
Systern Association Corporation Confirmationd Account Number Cardholder Amount Payment Date
85 280001 BHOOOOD92 443508775418 DEMOZ TEST §12.00 04/Tj2019

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

]
All Columns @5
]
Configured Columns @5

Page | 125

© 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.



Admin User Guide eZ | BUSINESS

CARD M A NAGEMENRN

View Payment Details
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 Pa;\-'”nems & A
Systemn Association Corporation Confirmation# Account Number Cardholder Amount Payment Date
85 880001 BHO0OO00192 44850875418 DEMO2 TEST $12.00 04Mm/2019

2. The Payment Details page is displayed.

Payment Details

Account #: 4485085418 Payment type: One Time Payment Fending Payment 04/My2019
Status: Entered/Modified
Date:
Confirmation#: BHOOOO00192 Payment Apple v FI Narme: Creatwestern Payment 4485080000033412
Account Account
Number: Number:
Routing 074209962 Payment Checking Amount: g Payment Date: 42019
umber secon e
Email: confirmation
Email to the

acdress
provided

Update Payment Cancel Payment Go Back

The below table describes the elements of the Payment Details page:

Card 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 Date Date the payment was made

Confirmation # The confirmation number of the payment

Payment Account # The checking or savings account number used to make the payment
Payment Account Type  The type of account used to make the payment — checking or savings.
Amount The amount of the payment

Memo Data entered into the memo field

Additional Email Email address of any additional admin that received notification of the payment
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 n 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 Payment 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 + Company~ Company Name~ Status  Actions

B2K a3 230007 00000132 00000132 COMPANY Open m n (ﬂ

2. The Payments page is displayed. Select the account(s) that you want to view by clicking the Checkmark icon
next to the account(s) and click Show Payment History.

Select Accounts To Make Payments

Cardholder Account Account Type Employee ID DueDate  LastStaternent Account Balance Minimum Payment
BL ACCT CLADDER 4485087409 Billing 123 $000 $0.00 $0.00
JAMES VEHICLE 4485085533 Individual $0.00 $0.00 5000
PETERSON P 448508*5574 Indidual $0.00 $000 $000
JACKSON I £448508"'5582 Individual $0.00 $0.00 5000
HENRY VEHICLE 448508*5558 Indidual $0.00 $000 $000
BLACCT CLOVERS £448508""'0438 Billing $0.00 $0.00 $000
FLEET VEHICLE 4485085566 Individual $0.00 $0.00 5000
TOM TESTER 448508"""5616 Individual $0.00 $0.00 $0.00
TOM TESTER 4485085616 Individual 5000 5000 $000
BLACCT CLOVERS 4485080438 Billing $0.00 $0.00 5000
Showing 1-10 (Tl Payments Results) | First | <= 2 > | Last

Make Payments Show Payment History Create Recurring Payment Plan Show Recurring Payment Plans Reset

3. The Payment History section is displayed for the account(s) you selected.

Payment History
Candholder Details Payment Accounts  Amcunt  Date To Mako Payment Payment Date ?‘:’"I‘“:‘" futmrt :;:::J.:;::“ PRI St
a
y ) 02/o2iz0 &/01/2013 One Time rencing |3
" =}
Fi- ) erdeleae L] a0 Jadmnl e Time Pencing m
The table below describes the information on the Payment History page.
Element Description
Cardholder Details 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.
AdminUser The admin user ID that made the payment.
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Element Description

Payment Type The payment type: one-time or recurring.

Status Payment status either Pending, Processing, Processed, or Cancelled.

Payment Accounts

Viewing Existing 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. 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 -1
System v Association = Corporation v Company~ Company Name~ Status Actions

B2K as 280001 00000132 00000132 COMPANY Open a n ﬁ

2. The Payments page is displayed. The Payment Accounts section is below the Select Accounts To Make
Payments section.

Payment Accounts

Account Nickname Account Type Account # Routing Number Status

Hanery Saving 4485080000034759 1220008861 Active G0

The table below describes the information on the Payment History page.

Element Description

Account Nickname A unique 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 # 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

2. The payment information fields are displayed. Complete all the fields and click Save.

Payment Accounts o

Account Type: Financial Inst Name: Name on Account: Routing Number: Account Number, Account Mickname:
Test Bank Torn Tester 012345678 998877445566 Test Account
Cancel
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.
Element Description
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 # 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 payment account.
The table below describes the elements on the Add Payment Account page.
Element Description
Account Type Identifies if the payment account is from a savings or checking account.
Financial Inst Name The financial institution of the checking or savings account where funds are withdrawn when
making an online payment towards the cardholder account.
Name on Account The name of the registered account holder.
Routing Number The nine-digit routing number used to identify the financial institution from which the funds
are withdrawn for the online payment.
Account # The checking or savings account humber of the account to be accessed for the online
payment.
Account Nickname A unique name assigned to identify the account.
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Change Payment Account Information

To change payment account information, perform the following steps:

1. From the Payments page, click the Edit Payment Account icon next to the account that you want to update.
Payment Accounts

Account Nickname Account Type Account # Routing Number Status

4485080000035739 122000661 Active '
+ Add New

2. The Payment Account fields will become highlighted. Make the necessary edits and click the Update button.

Payment Accounts

Account Type: Checking ~ Financial Inst Name:  |Test Bank Mame on Account Test Account
Routing Number: 122000661 | Account # 33654987123 Account Nickname:  |Test

3. A confirmation will display.

Success

Payment Account Updated

Delete a Payment Account
To delete a payment account information, perform the following steps:

1. From the Payments page, click the Delete Payment Account icon next to the account that you want to delete.

Payment Accounts

Account Nickname Account Type Account # Routing Number Status

2. A Delete Payment confirmation message will be displayed. Click Confirm.

Payment Accounts

ment Cnf Msg
= -
3. A confirmation message is displayed.

Success
Payment Account Deleted

v

Page | 130

© 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.



Admin User Guide eZ | BUSINESS

CARD MANAGEMENT

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 Payments

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 = Association « Corporation » Company~ Company Name~ Status Actions
B2K 85 880001 00000132 00000132 COMPANY Open a n tﬁ
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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.

Note:  You can also view payment history, create recurring payment plans and view existing recurring payment plans from this
page by clicking on the icons in the Select Accounts To Make Payments section.

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.

4. The Make Payments section is displayed. Complete the required fields and then click the $Pay icon.

Make Payments [i ]

Payment Accounts Cardholder Account Amount Payment Date Memo Email Address

I
v TOM TESTER('5616) [ [mmidd vy [ [ [ ! _afisglobalcolf )

Note: You can split payments by clicking on the Split icon.

5. 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:

Element Description

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.

Payment Amount You can type in an amount or select from one of the drop-down options (Statement Balance,
Balance, Minimum Payment Amount)

Payment Date Select the date that you want the payment made.

Memo Additional identifying information about the payment for the cardholder’s records. This memo will
also display in the payment confirmation e-mail.

Email Address 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.

The below table describes the icons available in this section:

Icon Description \
Make Payments

m Process the payment

Split the payment

n Delete the payment

Payment Accounts
E Edit payment account

u Delete payment account
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Update/Change a Payment

Payments can be changed as long as the payment status is Pending. To change a payment, click the Update
Payment on the Payments Details page.

Payments Denails
Card Humbes LABEDN———TL Payment Type One Time Paymnent Type Pending
Payment Date: 0 Confirnaltions BHOODOD0S5T Paymment Account Mo hd
Payment Account Armount 2 e
Type Saving
Adidibonal Ernail

Cancel Payment G0 Back

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.

Payments Details
Card Number LABS24™ "5 Payment Type One Timd Payment Type Pendin
Payment Date: 01/30y2019 Confirmation® BHO0000057 Payment Account No v
Payment Account Amount 2 Memo
Type SaWng

Additonal Email

Update Payment Canced Payment Go Back

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.

1. From the Payments page, 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 Due Date Last Statement Account Balance Minimum Payment
BLACCT CLADDER 4485087409 Billing 123 $0.00 $0.00 $0.00
BL ACCT CLOVERS 4£43508°"'0438 Billing $0.00 $0.00 $0.00
BLACCT CLOVERS 4485080438 Billing $0.00 50.00 $0.00
BL ACCT CLADDER 4485087409 Billing 123 $0.00 $0.00 $0.00

Make Payments Show Payment History | Create Recurring Payment Plan I Show Recurring Payment Plans Reset
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2. The New Recurring Payments page is displayed. Complete all the fields and click Save.

New Recurring Payments (i)

44850874100 '| | v| ||Tr“1,-'d'

Account Number: [ Payment Account Number Recurring Schedule: Start Date: Days before due date ]

Save Go Back

3. A confirmation is displayed.

Success

&/ Recurring Payment Saved for
448808751

The below table describes the elements of the Create a Recurring Payment page:

Element Description

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 Companies o
Systern = Association~  Corporation=  Company-  Company name- Company Nickname~  Status  Actions
B2K 85 BB000 00000034  LORATESTING Qpen B n o E
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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 Staterment Account Balance Minimum Payment
[ BLACCT STINKER 40460173874 Billing 07/26/2019 $2870.89 $287089 55.655.66 ]

Make Payments

Show Payment History Create Recurring Payments Plan Show Recurning Payments Plans Reset

3. The Recurring Payment section is displayed.

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 Staternent Account Balance Minimum Payment

JAMES] 4485242421 Not Defined 232343 5000 $000 $000

Make Payments Show Payment History Create Recurring Payment Plan Show Rec Reset

2. The Recurring Payments page is displayed. Click the Edit icon.

Recurring Payments

Accoumt # Payment Accounts Recurring Schedule Amount to Pay Start Date Payment Day
ABS24=242) abc Min Payment Due Monithly Min Payment Due z [
3. Make the necessary updates and click the Update button.
Recurring Payments
Go Back

4. A message will be display stating Recurring Payment Updated.

& Recurring Payment Updated
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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
TOM TESTER 4485085616 Individual $0.00 $0.00 $0.00
TOM TESTER 448508"'5616 Individual 50.00 $0.00 $0.00

Make Payments Show Payment History Create Recurring Payment Plan [ Show Recurring Payment Plans Reset

2. The Recurring Payments page is displayed. Click the Delete icon next to the recurring payment that you want to
delete.

Reourring Payments

Aecouil B Eriryrien A CouRits [ Arrnt b Dy Saain Dute Prirprrer iy

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.

Approval/Rejection flow via emails for Company

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:
» If arequest is 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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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 VVYVY

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

The Company Alert feature in eZBusiness provides information so that the Company Administrator can:
» Anticipate potential credit problems

» Ensure payment timeliness

» Be notified of other events that may occur

» Use preventive measures or follow-up activity

Manage Company Alerts is added to the Commercial Card role on the Create Admin Group pages. The Admin
users in that group have access to the Alerts page. Admin users have the ability to 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.

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

Company Alert Navigation

After the Company Alerts functionality is enabled for your financial institution and the Manage Company Alert
security right has been assigned to the user's Admin Group, the Alerts icon will be available.

To access the Alert option, perform the following steps:

1. Click Company Management and then click Search Company.

Search
Cardholder

Company

vManagement

2. The Search Company screen is displayed. Click on Online Request or Account List icon.

Company Search Results

Showing (10 * | Companies -1
Systermn = Association = Corporation = Company~ Compary Name» Company Nicknames Status Actions

B2K 8S 320001 0000021 EZBUSINESS ENROLLMENT TEST Open ) EEIE $

B2k 8BS 880001 00000214 EZBUSINESS FLEET EZBUSINESS FLEET Open slalv]o] 5]

3. From the Online Requests or Account List page, click the Alert icon.
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4. The Company Alerts page is displayed.

@® | SetCompanydlerts (O SetAccountalers O
- EES - B - B - ER—
m -
Manage Filters =

Aler List
Shawing[10_»] alerts @ k-
Akt Mt Adeet Typar Last St E bt At
. . o@o
availabde Ralance Diopd Below 53 CompanpaTInErad o =800

Note:  The My Alerts page lists the alerts that the Admin has added.

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:

Icon Description \
m Disable the alert

Enable the alert
Modify the alert

u Delete the alert

& Download the alert list
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Creating Company Alerts

To create new company alerts, click the Set Company Alerts button on the Company Alerts page.

My Alerts (O |Set Company Alerts @] Set Account Alerts (O

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
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search Company / Company Alerts@ English

My Alerts () Set Company Alerts ()  Set Account Alerts ()

Company Alerts (i ]
Alert Types

@@  suailzble Balance Drops Below $X [Enter $ amount e ~cdress Verification

L ] Current Balance Owed Drops Below $X [Enter $ amount @l CzshLimit Reached Or Exceeded

@ Curent Balance Owed Exceeds $X [Enter S amount @l Credit Limit Reached Or Excesded

@@  Curent Balance Owed is Within $X of Credit Limit [Enter $ zmount @ Declined Transaction

@@  Porcentage of Credit Limit [Enter $ amount @@ New Cardholder Added to Company
e FastDue
el statement Available Alert
el Transaction Occurs

Select Country

@l - transaction has occurred outside the country

n Select Country ‘

Select State

@ A transaction has Occurred Outside of this state
= Select State ‘

Send Copy to additional admin Emails Address
n y@fisglobal.com
Enter,

Company Personal Reminder

e send analerton (mm/dd/

ﬂ Select Date

Personalremindercontent

A
Add Close
The below table describes the elements of the Set Company Alerts page:
Element Description
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)
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Element

Current Balance Owed is Within $X of
Credit Limit

eZ |[ BUSINESS
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Description

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

Address Verification

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

Declined Transaction

An alert is sent when a transaction has been declined

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.

,"I

My Alerts (O setCompanyAlerts QO [Set Account Alerts @]

Account Alerts

2. Once the Account 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
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Account Alerts
Alert Types.
@l :usilzble Balancs Drops Below S @ c=sh Limit Reached Or Excesded
@l Current Balance Owed Drops Below S [Enter § amount @ Credit Limit Reached or Excesded
i) Current Balance Owed Excesds $X [Enter § smount @ Ceclined Transsction
@ Current Balance Owed is Within $X of Credit Limit & ==t Dus
@ Percantage of Credit Limit @ Transaction Occurs

-~ I

Salect Cauntry

@ - transaction has occurred outside the country

Select State

i # vansaction has Occurred Cutside of this state

Send Copy to additional admin Emails Address

E danielie mclinskey@fisglabalcom

Add  EeGES

The below table describes the elements of the Set Company 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 Account Credit Limit — Current Balance is < or = $X (specified by the user in
Credit Limit the alert setup)

Percentage of Credit Limit Percentage of credit limit has been met or exceeded
Account Cash Balance > or = Account Cash Limit

Cash Limit Reached or Exceeded 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

Declined Transaction An alert is sent when a transaction has been declined
Account Past Due Amount >$0

Past Due 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  Alert is sent when a transaction occurs outside of a certain country

the country (specified by the user in the alert setup)

A transaction has occurred outside of  Alert is sent when a transaction occurs outside of a certain state (specified

the state by the user in the alert setup)

Send Copy to additional admin Search for admins using the Enter/Select admin box
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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.

Note:

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.

Set Company &lerts (O Set Account Alerts. O
- ST - ETTT - T - R
[ [

Alert Lise
Showang 10| alerts o i-
Alert Harnae et Typee Lt St Enated Action

v aoo0o

doraaitig Balancs Diops Balow §X CompanyAdminEmai

2. The View/Modify Alerts Page is displayed. Updated the appropriate information and click Submit.

My Alarts @  Set Company Alerts (O Set Account Alerts O
(o[RS

== A

-
. =

3. The Alert is successfully created message is displayed.

Company Alert

v Alert is successfully created
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Disable Alerts
To disable an alert, perform the following steps:

1. From the Company Alerts page, select My Alerts and then click the Disable icon.

My Alerts ® [ Set Company 8lerts ) Set Account Alerts ()

[seucr, JRTRS

Alerr List

Shovang 10 | aderts @ A~
et Harmae Adert Type Last St Enatie At

Avalatis Balange Drops Bedow 5X CompanyAdminE w n

2. The Alert is successfully disable message is displayed.

Company Alert
v

Alert is successfully disabled

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.

Alere List

Showarg [10 ] aders Nt
Aleri Harree Aot Type Lank Sent Enalbibed Action

Adcires Varification CompanyadminEma ] @n

‘uaiable Balance Drops Below 5X CompanyAdminEmail - BEa0n

2. The Alert is successfully enabled message is displayed.

Company Alert
v

Alert is successfully enabled
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Delete Alerts
To delete an alert, perform the following steps:

1. From the Company Alerts page, select My Alerts and then click the Delete icon.

SecCompanyflers O SecAccouncdler O

n u Cardholder Name E Laseé or 16 digit acct u Al v
DY vonsceriers -

Alert List
Showing 10| alerts -
Aleert Haeree Adert Typee

uadatie Balance Drops Below 5

CompanyadminEmad

a
a0

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.

ANotification!

Are you sure want to delete?

3. The Alert is successfully deleted message is displayed if you clicked Yes in the previous step.

Company Alert
v

Alert is successfully deleted
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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
IMPORTANT!

= Depending on your security settings, 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.

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.

To send a new message, perform the following steps:

1. From the Messages page, click Compose.

o Search filters o ncoming Message o My Message @Sr—r‘r Message

Manage Flters~

Incoming Messages
My Messages

Sent Messages

Page | 147

© 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.



Admin User Guide

2. The Compose Messages screen is displayed. Complete the fields in the Message Options and Message
Content boxes and click Send.

Message Options

Hierarchy
HSE ect Recipientls)

Emai

In App

Start Date W feiflote}

Allow Replies
Force View On Login

Mark As High Priority

Message Content

Ese\ec[ Message Queue v
ﬂ Message Subject

Preview 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:

Element

Message Options

Description

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/lmportant Notice
» Site Availability Notice

» Special Offer

Message Subject

The message subject line
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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:

Compose | !!5--.... h filters I olr': orming Message ov-,- Massage @Q.-u- Message

Scarch filters
o o - @ &

Sent Messages

2. The Search Results are displayed.

assarcn filtters o ncoming Message

Search filters
o e - = -a
= a - g O
By e
Incoming Messiges
I - o
Copombors  Company~ Aocouit §- Harme~ Uscrname= Fequest Type~ Foquestdate=  Statur  Actions
TEST MAME pomrraeme Card Moplacemont Roquest @) oU24/2019 Ope [vTe[*]

ooooiz TEST CMOPA 1734 UIETEI TEST MAME Jearrame Card Roplacernent Request OzazON Open (v ]@] =]

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.

Element Description

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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Element Description

Account Number Full 16-digit account number. When searching by account number, you must enter the full 16-digit
credit card number.

Request 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[# [ Incoming Message

2. The Incoming Messages page is displayed.

Incoming Messages (i ] -~
Showing Incoming Messages o
Corporation  Company= Account Number=  Name~ Username= Request Type~ Request Date  Status~ Actions

88006H 00003707 COMPANY. srathfonprod  Add New Cardholder Reque. (@ 04/12/2019 Open
88006H 00003707 COMPANY. srathfonprod  Add New Cardholder Reque. (@ 04f12/2019 Open
880001 EZBUSINESS FLEET 4485086366 €ODY TEST E10B7069-UAT  Add New Transaction (@) 04/11/2019 Open
880001 EZBUSINESS FLEET. 4485086366 CODY TEST E1087069-UAT  Add New Transaction (@) 04/11/2019 Open
880046 00001522 COMPANY.. 47073970214 FIRSTN LASTN Kisharenewl4 Add New Transaction G Q4Mm/2012 Open
880096 TINDALL CORPORAT. 471552774384 MARK WILLIAMS CSherrod-UAT ~ Setup AutoPay @ 04f1/2019 Open
880096 TINDALL CORPORAT. 4715528801 MARIO WILLIAMS Csherrod-UAT  Setup AutoPay @ 04fnijzo1e open
880096 TINDALL CORPORAT. 4715528801 MARIO WILLIAMS Csherrod-UAT  Setup AutoPay @ 04f11j2019 Open
880096 TINDALL CORPORAT 4715521572 ANGELASANJONES ~ CSherrod-UAT  Change Cardholder Author. (@) 04/11j2019 Open
880096 TINDALL CORPORAT. 471552°°1572 ANGELASANJONES ~ CSherrod-UAT  Change Cardholder Author. (@) 04f11/2019 Open

Showing-10 (477 Incoming Messages) | First << A2 3 4 5 6|78 910 » Lest

Note:
» An Findicator 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:

Element Description

Corp A unique ID number assigned to the Financial Institution
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Company The company name

Account # The first four and last six unmasked characters of the cardholder’s account number
Name Name of the user submitting the request or inquiry

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:

Icon  Description

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 (i ] -~
Showing Incoming Messages &
Corporation~ Company~ Account Numbers  Name~ Username~ Request Type~ Request Datev  Statusw Actions

88006H 00003707 COMPANY srathfonprod  Add New Cardholder Reque. (@) 04f12/2019 Open

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 (3 P

@Back to Message List

‘Corporation~ Company~ Account Number~ Name~  Username~ Request Type~ Request Datev Status~  Actions
88006H 00003707 COMPANY(00003707. srathfon Add New Cardhol. @ 0412/2019 Open
Fi Details Requestor Detals Company Information
Fi Name: FIRST NATIONAL BANK Name Rathfon Shawndell Company Name 00003707 COMPANY
System B2K Username srathfonprod Company D 00003707
Assaciation 86 Request Date 04fi22019 Company Enrollment 09/23/2018
Corporation: 88006H Request Type Add New Cardholder Date
Institution 000000 Request
Company 00003707 COMPANY
Message Status Read
Real Time Request: (@No UDI Response

Message Detalls

Subject: Add New Cardholder Request

weeeeeae Original Message -+

Add New Cardholder Request
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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 () ~
Showing Incoming Messages o
Corporationr Company~ Account Number= Name~ Username~ Request Type~ Request Dater  Status+ Actions

58006H 00003707 COMPANY. srathfonprod  Add New Cardholder Reque. @) 04h12/2019 Open

2. The incoming message is displayed with the Reply section at the bottom of the page. Type your message in the
response field and click Send.

Incoming Messages € ~

OBa:k to Message List

Systern Association Corporation Institution Company Account Number Name Username Request Type Request Date Status Actions
B2K 86 88006H 000000 00003707 COMPANY(000Q3707) srathfonprod Add New Cardholder Request 040122019 Open
Fi Details Account information Requestor Details
Fi Name: FIRST NATIONAL BANK Account Number Name: Rathfon Shawndell
System: B2K Name: Username: srathfon prod
Association: 86 Username: Date. 04122019
Corporation: 88006H Status: Request Type: Add New Cardholder
Institution: 000000 Request
Company: 00003707 COMPANY
Message Status: Read
Real Time Request GNO UDI Response

Company Information

Company Name: 000035707 COMPANY
Company ID: 00003707

Company Enrollment 09/23/2018

Date:

Message Details @

Subject: Add New Cardholder Request

o
=
e

S E E X X' E E Nomal FAR =L S E
- Original Message -----—-
Add New Cardholder Request

Address and Phone.
Primary Address:
Address Line One:101 N 2nd St .

Cancel
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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 ) A
Showing Incoming Messages o
Corporation  Company~ Account Number= Name~ Username~ Request Type~ Request Dater  Status+ Actions

88006H 00003707 COMBANY. srathfonprod  Add New Cardholder Reque. @) 04f12/2019 Open

2. A Successfully Accepted message is displayed and the message will be moved to your My Message.

& Successfully Accepted

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@

o |

2. The My Message queue will be displayed below the Incoming Message queue.

My Messages (i ) FS
Showing My Messages -1
Corporation ~ Company~ Account Numbers  Namev Username~  Request Typev Request Datew  Statusw Actions

830096 RANAMAGNALLC[O. 4046014759 GANAVIRTUAL  kishors&  Add or Remove PIN Request  10/12/2018 Open (2 ]»]e]v]
280096 RAMA MAGNA LLCIO. 40460176061 DHAMU, DHAMU  kishores  Change Credit Limit (G 10122018 Open oD

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:

Icon  Description

Allows you to view the message details

D Allows you to delete the message
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Icon  Description

u Allows you to release message back to the Incoming Messages queue

Allows you to reply to the message.

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 (0

Showing My Messages o

Corporation Company~ Account Number Name~ Username~ Reqguest Type~ Request Dater  Status+ Actions
880096 RANA MACNA LLCIO. 4046014750 GANA, VIRTUAL kishares Add or Remove PIN Reguest 1012/2018 apen .n [ v ]
880096 RANA MAGNA LLC(O 4046016061 DHAMU, DHAMU  kishores Change Credit Limit () 1022018 Open u n

2. A notification 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 (i ] ~
Showing My Messages .18
Corporation Company~ Account Number Name~ Username~ Reguest Type~ Request Datev  Status~ Actions
880096 RANA MAGNA LLC(O 45046014759 GANA, VIRTUAL kishores Add or Remove PIN Request 1002/2018 Open u@h (v ]
880096 RANAMAGNA LLCIO. 4046016061 DHAMU, DHAMU  kishore4  Change Credit Limit (@ 10122018 Open oo
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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.

(]

Qe |

Incoming Message

Incoming Messages

Sent Messapes

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.

Compose & ‘E§Sent Message

Sent Messages

Showing Sent Messages - 13

Corporation> ~ Companys  Account#+  Namew  Username~ Request Type~ Request Date~ Statuss  Actions~

kisharenew2 Please Contact Customer Service 03/19/2019 Open a D

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 Agreements

Agreements are a set of terms and conditions that the Admin Users are required to accept to access a feature. If the
agreement is declined, the user’s access will be restricted.

If an Admin User tries to access a page that has an agreement associated with it that has not been accepted, they will
be prompted to view and accept/decline the agreement. If an agreement is declined, the admin will not have access to
that page until they have accepted the agreement. They can also access all of their agreements by going to the My
Agreements queue.

The Admin Agreements section has a My Agreements queue and a Manage Agreements queue. My Agreements
are the agreements that you have accepted, declined or are pending. Manage Agreements are all the Agreements that
have been set up by your financial institution

IMPORTANT!

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

Admin Agreement Search
To search for an existing Admin Agreement, perform the following steps:

1. Goto Admin Management > Admin Agreements.

AdminUser

Search

o

Admin
Profiles

[ ]
[
Admin
Roles

Admin Reporting
Roles

2. The Agreement Search page is displayed. Select the queue that you want to search — My Agreements or
Manage Agreements and enter the search criteria. Click the Search button. The search results are displayed.

Create New Agreement & [ ‘ FMV Agreements ]
u Select Features n Created Date w n Agreement Name

-0 &
System ~ Association = < 1A - Hame ~ Feature ~ Created date ~ Status v Actions =
Test 2 Modified Dashboard 12/0372008 Accepted a
4Thagreementrootnate Search Company 12/042018 Accepted B
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The below table describes the search elements of the Agreement Search page:

Element Description

Hierarchy Hierarchy level
The feature that the agreement was created for. For example, access to the Dashboard or

Features search payment.

Created Date The date that the agreement was created.

Agreement Name The name of the agreement.

Status The status of the agreement: Accepted, Decline, Active, Archived
Modified Date The date that the agreement was modified.

The below table describes the icons on the Agreement Search page:

Icon Description

My Agreements

Accept the Agreement

ﬂ View the Agreement

m Decline the Agreement

Manage Agreements

ﬂ View the Agreement

E Modify / Edit the Agreement

D Delete the Agreement

Download Agreement List

You can download the My Agreement List to the following formats:
» Excel/Spreadsheet (.csv) format
» Excel
» Text (tab spacing) format

To download the list, perform the following steps:

1. Click the download icon in the Agreements section.
My Agreements -~
Showing[10 ¥ | Agreements o @
2. Click on the format option that you want and save the file to a specified location on your computer.

All Columns [__:nt @|gﬂ| X

Configured Columns

= Bl

Page | 157

© 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.



Admin User Guide eZ | BUSINESS

CARD M A N AGEMENT

My Agreements

The My Agreements page displays a list of your agreements and the status of the agreement.

Create New Agreement @ | ‘ ’\Ay Agreements |

FiTl Hierarchy B Select Features n Agreement Name m Select Status v

SearchQ, Manage Filters =

My Agreements
showing [10 v|agreements -] &
Systemw  Association = - Hame = Feature = Created date « Status « Actions =

Test 2 Modifiedt Dashboard 12/03/2008 Accepted [o]0]

View My Agreements

To view an agreement that is for you, click My Agreements on the Agreement Search page and then click the View
icon. The agreement will be displayed.

My Agreements

Showing Agreements

- TN 13
System~  Association Corporation = Institution = Agreement Name ~ Feature = Created Date = Status = Actions =
imi 5 imil < 4/03/20019 ceple D
Admin Roles Admin Roles 0&4/03/200 Accepted a 2 m
Comp Src Ch Agreement Test Company Search Cardholder 04122009

If a document has been uploaded for the agreement, a Download button will be displayed in the Agreement Full Text
section of the View Agreement page. Click the Download button to view the agreement.

& Back to Agreement Search

Features

File Import & Export

Agreement Name

Test2

Agreement Short Text

<p>Test </p>

Agreement Full Text

| Download ] CAUsers\ES31284ADocuments|T
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Accept an Agreement
To accept an agreement from the My Agreements page, perform the following steps:

1. Click the Accept icon on the My Agreements page.

My Agreements ~
Showing Agreements - 18 xS
System~  Association v Corporation = Institution +  Agreement Name ~ Feature ~ Created Date = Status ~ Actions -
Admin Roles Admin Roles 04/03/2019 Accepted m
Comp Src Ch Agreement Test Company Search Cardholder 04122019 .

2. A successful message will be displayed.

Agreement Search
v

Successfully Status Updated

Decline an Agreement
To decline an agreement from the My Agreements page, perform the following steps:

1. Click My Agreements and then click the Decline icon.

My Agreements ~
Showing Agreements - 19 £
System~  Association v Corporation = Institution +  Agreement Name ~ Feature Created Date v Status~ Actions =
Admin Roles Admin Roles 04/03/2019 Accepted m
Comp Src Ch Agreement Test Company Search Cardholder 04122019 |

2. A successful message will be displayed.

Agreement Search

Successfully Status Updated

Note: You will not have access to the feature if you decline the agreement.

The Accept icon will still be displayed when you Decline an agreement, so you will have the ability to accept the
agreement once you have declined it.
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Manage Agreements
Create Agreements

To create a new agreement, perform the following steps:

1. From the Manage Agreements page, click the Create New Agreement button.

Agreement Search®

[ Create New Agreement [# ] ‘ s My Agreements

n Select Features n Agreement Name m Select Status v
Manage Filters =

2. The Create New Agreement page is displayed. Complete all the necessary fields. If you would like to upload a
document to be viewed, click the Browse button and select the document. Click Save.

Agreement Search / Create New Agreement@ English-

G Back to Agreement Search

n Hierarchy Level
n Agreement Name u Select Features

Agreement Short Text

B I USIEEZ=x xS Nmal * Ax=TL ®E
Insert text here
Agreement Full Text
B I USIEZ X xX*EZ i Nomal 2 Am=DN®E
Insert text here
OR
Choose File | No file chosen The file formats HTMLDOC,PDF &amp; TXT

Save Cancel

3. A successful message will be displayed.

Create Agreement

+" Successfully Agreement
Created

The below table describes the elements of the Create New Agreement page:

Element Description

Hierarchy Level Hierarchy level. This is an optional field.
Agreement Name Type the name of the new agreement. This is a required field.

The feature/page that the agreement is associated with. For example, Dashboard or search
payment. This is a required field.

Feature

Agreement Short
Text

Agreement Full
Text

Enter the short text of the Agreement. This is a required field.

Enter the full text of the agreement or upload a document. This is a required field.
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View an Existing Agreement
To view an agreement, click the View icon on the Manage Agreements page.
Manage Agreements

ShU\-\-in Agreements -1 X

Systern v Association v Corporation * Agreement Name ~ Feature = No Of User Accepted *  No Of User Declined v  Created Date v Action~

Test Agreements March 27 Admin Agreements 1 a 03/27/2019 ﬁm D
Modify an Agreement

To modify an existing agreement, perform the following steps:

1. From the Manage Agreements page, click the Modify icon.

Manage Agreements
Shuwm Agreermnents - 13 X

Systern ¥ Association ¥ Corporation * Agreement Name = Feature = No Of User Accepted *  No Of User Declined *  Created Date = Action~=

Test Agreements March 27 Admin Agreements 1 Q 03/27/2012 dﬁb

2. The Edit Agreement page is displayed. Make the necessary modifications and click Save.
/

G _Back to Search

Hierarchy

RROOT B

Features

E Hierarchy Level n TEST 2 Madified u Select Feature

Agreement Short Text

BIUSIESZSx X S Nomal 3 A x=T5L % E
TEST2
Agreement Full Text
BIUSIEZX X EE Nml :aAm=5hioE
test details

Clear FullText

Browse. The file formats HTMLDOC,PDF & TXT
Cancel

3. A successful message is displayed.

Modify Agreement

& Successfully Agreement has
been Modified
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Delete an Agreement
To delete an agreement, perform the below steps:

1. From the Manage Agreements page, click the Delete icon.

Manage Agreements ~
Shnwm Agreements - 13 X
Systern ~ Association = Corporation » Agreement Narme ~ Feature = No Of User Accepted ~  No Of User Declined ~  Created Date » Action~
Test Agreements March 27 Admin Agreements 1 a 03/27/2019 m
2. A Notification message is displayed. Click Yes to proceed with deleting the agreement or click No to cancel the
request.
A Notification *
Are you sure want to Delete the Agreement. E No

3. A successful message is displayed.

Agreement Search

" Successfully Agreement
Deleted
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Admin Management

IMPORTANT!
= Depending on your security settings, 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.

If the User has the proper security access, they can manage the users in an admin group by performing the
following tasks:

Create new Admin user

Associate Admin user with hierarchies

Set Admin user IP Address restrictions

Delete Admin users from the system

Create and reset Admin user passwords

Lock Admin users from accessing eZBusiness Card Management
Reset Password Failures and Unlock Admin user accounts

View Admin user login activity

View Admin user Security Account activity

YVVVVVVYVYYY

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 - If the right is Unassigned, the user will not have access to that right.

» Allow - If the right is Allow, then the user will have access to that right.

» Deny - If the right is Deny, the user will not have access to that right.

Some eZBusiness features, links, or entry fields, are associated with Admin User Rights and not accessible unless
those rights have been enabled.
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Admin User Search
To search for Admin User, perform the following steps:

1. From the Home screen, click Admin Management > Admin User Search.

Admin H

Ylanagement

AdminUser

Searnch

2. The Admin Search screen is displayed. Enter the search criteria and click Search.

Admin User Search@

E Hierarchy Level u Username ﬂ First Name u Last Name
Email Address Department Mail Code E State

L@ Fostal Code Company ID User Status v (LW Login Status v

ﬂ Login Date v
Manage Filters ~

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.

Element Description

Hierarchy Level Company hierarchy level

User Name Admin account user-defined name
First Name Admin’s first name.

Last Name Admin’s last name.

Email Address Admin’s email address on file
Department Admin’s department

Mail Code Admin’s mail code

The below table describes the icons available on the Admin User Search Results page:

Icon Description ‘
E Manage Admin User

u Delete the Admin User

£ Download the Admin User Search Results
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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

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 Results

Showing Admin Users - 1) £

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

|
All Columns “Q};.uj X

Configured Columns

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 v Admin Users o &

System ¥ Association ~ Corporation = Institution Username ~ First Name = Last Name = Login Date ~ Actions

new.admin Test Analyst 1ohsf2018
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2. The Manage Admin User screen is displayed.

\dmin User Search / Manage Admin User@® Enc

Manage Admin User Status

Activity Status Actions
Not Eligible
0
Unlocke:
Admin Lock Unlocked
Activity Summary
Result PerPage|5 v |Activities
: i
Actions ¥ Action Admin = Date/Times
Modify Admin User
© Back to Profile Search Re
Hierarchy Details Profile Username & Password
Systerm Association Corporation Instit
Change Profile
. v
Password Strength
Personal Information
Salutation tion Suffix Suffix
First Name: [First Name Middle Name: |\ Last Name:
redlit Limit: ~ [Credit Uimi

Security Roles

Reporting Roles

Pie

IP Restrictions

P Address [+]

Account Restrictions

el BUSI

N

Y

E

M

S

E N
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The below table describes the elements that are available on the Manage Admin User page.

Element Description

Admin User Profile

Personal Info User’s address and phone number

Auditing Info 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:
e Retail Cardholder
e  Commercial Cardholder
e Company Admin Users
e  Other Admin Users
» By Account Number - another field will appear to enter the account #
» By User Name - another field will appear to enter the

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:

Roles Use the toggle buttons to assign security roles
IP Restrictions Enter IP restrictions

Account Restrictions Enter account restrictions

The below table describes the icons that are available on the Manage Admin User page.

Icon Description \
Admin User Profile
— Emulate user
) Delete user

Manage Admin User Status

Security Account Status
[ W | Delete Security Account
3 Unlock/Lock
Password Failure
n Change Password
Admin Lock

3 Unlock/Lock
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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.

Personal Information

First Name:  [First Name Middle Name: Last Name, Last Name
Address Line1 |Address Line 1 City City

Postal Code:  [Postal Code
Phone 1 United States-1 [area Code Phone Number
Phone 2. Select Country Codle ¥ Phone Number
Email Address: Email Address

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

Mapped Account
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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.

()
°

Personal Info

11601 Roosevelt Blvd
St. Petersburg

FL33716
Auditing Info
Created By Created
Admin User
Name

9f7f2018

54500 PM
noncomi23
Madified Date:  9/10/2018
Madified 15835 PM
Time:
Last Activity Admin Lock

Reason

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.

Admin User Search Results

SﬂnwingAde Users & 2
System ~ Association ~ Corporation Institution ~ Usemname ~ First Name = Last Name Login Date ~ Actions

new admin Test Analyst 10M18/2018
To delete an Admin User from the Manage Admin User page, click on the Delete User icon in the profile section.
EOJ.
[ ]
[ ]
IR
Personal Info

TI601 Rocsevelt Bivd,
St Petersburg

FL3371G
Auditing Info

Created By: Created
Admin User
Name:

Created Date 9/7/z018

Created Time: 6:46:09 PM

Updated By noncomizs

Modified Date: 9fi0/2018

Modified 15835 PM

Time:

Last Activity: Admin Lock
Reason
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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 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.

The Admin user should contact their Security Administrator to have their user account unlocked. The Security
Administrator selects the Unlock icon from the Manage Admin User page under Manage Admin User Status,
Password Failure. The number of password attempts displays in the row.

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
Secunty Account Status Mot Eligible

Password Failure 0 [ # ] i
nactivly Lock Unlocked

Admin Lock Uniocked ﬂ

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

MNew Password New Password @

E=) -

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.
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Locking Admin User Accounts

Admin Security allows you to lock and unlock administrative user accounts and prevent users from accessing the
website.

Note:  Each time a user account is locked or unlocked, the event is logged into the system.

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 Mot Eligible ﬂ E
Password Failure 0 n

n& :l:l:'_u LoCk Unlocked
[mmm Lock Uniocked [ @ | ]

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 Not Eligible ﬂ B
Password Failure 0 n

nactivity Lock Unlocked

Adimin Lock Uniocked () (C———m~ |

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.

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.

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

s tivity Saatun Actions
! o o)
P a | ]

The below table describes the icons available for User Security Account Status:

Icon Description

D Delete the user’s security account
9 I 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

A tivity Sratun At
[pecurty accos e D EII
Pa Failure u

admin ikckes [a |
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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. From the Admin User Search page, search for the Admin and click the Manage Admin User icon.
Admin User Search Results

shawing (25 v |Admin Users

B &
System « Association = Corporation ~ Institution = Username ~ First Name ~ Last Narme = Login Date + Actions
new.admin Test Analyst 2018-10-18T0505:58 5633246-05-00

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 Mot Eligible E
Password Failure ] u -
Inactivity Lock Unlocked

Admin Lock Unlocked ﬂ

Admin Activity Summary
Admin Activity Summary can be viewed on the Manage Admin User page.

Manage Admin User Starus

- i
Activity Status Actions
-
& . [ ] Security Account Status Mot Eligible E
Password Failure 0 n
personal Info Inactivity Lock Unlocked
Admin Lock Unlocked B
Test,
Auditing Info Activity Summary W
Created By Created Result Per Pa tivi
4 er Page| 5 ¥ |Activities
Admin User O
Name:
Created Date 9/7/2018:
Created Time: 6.46:09 PM Actions = Action Admin ~ DatefTime~
Updated By: new.admin
Showing 5 of O Results
Modified Date: 9/7/2018
Maodified 6:48:09 PM
Time: k j

Last Activity:
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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.

Activity Summary

Result Per Page A-: tivities i

2. Click on the format option that you want and save the file to a specified location on your computer.
.
= [l
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Security Roles

IMPORTANT!
= Depending on your security settings, 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.

[ ]
ab
Admin E
Management
AdminUser
Search

age
8

Admin Reporting
Roles

2. The Role Search Results screen is displayed. Enter the search criteria and click Search. The results are
displayed.

Create Company Role @ Create Non Comnpany Role f

o A-
Sptem - Amockation - Comporation - ntitunon - ke Plame - Adtmin Unaes - Created date - Created by - Modded Date - Modied ity - St - Actions
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aoB
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- GaoBs

Al By W " o " ' e dcree co0n

GoBs

g comsa on we @08

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

Element Description \
Profile Name The name of the profile
Hierarchy Hierarchy level

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

Icon Description \
Edit role
u Delete role

X View users assigned to the role

Download Security Roles List

You can download the search results to the following formats and financial software programs:
» ExcellSpreadsheet (.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 A~

Showing Role Results @ o

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

Exd

All Columns iilngl.

: Configured Columns
— =

S

View Admin Users Assigned to a Role
To view users assigned to a role, perform the following steps:

1. From the Role Search Results, click the View User icon.

Role Search Resules -~
Showing Role Results i~ i34
System ~ Association * Corporation * Institution = Role Name Admin Users » Created By » Maodified By ~ Actions

B2ZK g8 testz003 o] kisharenswl4 kisharenewl4
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2. The Admin Users page is displayed. You can view the user information by clicking the Manage Admin User icon.
Admin Users (0

Showing Admm Users X

Role Name RootRolel
Admin Users

First Name ~ Last Name ~ Username = Actions

The below table describes the icons available on the Admin User page:

Icon Description

B Manage admin user

Downloading the Admin Users Assigned to a Role List

You can download the search results to the following formats and financial software programs:
» ExcellSpreadsheet (.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 O
Showing Admin Users E]

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

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.

Security Roles

& RootProf i Root_roles_all_10 el rootalirolen A
& Custorner Service VIP @ Client Relations TES o zccasdasdas

- o @l TestRoleNew @&l fisnofakshf v
i - il . e il . -
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