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Welcome to 
Barclaycard Spend 
Management 
This guide will walk you through a few simple steps to help 
you get the most from the system. 

Barclaycard Spend Management is a simple, intuitive online tool that 
helps you manage your Barclaycard account. It will help you keep 
track of your spending, including your credit limits, available balance, 
and gives you access to online statements. 

This quick guide will take you through the basics of using the system, 
showing you how to keep complete control of your spending. Start 
using your card today and enjoy all the benefits of your online 
account. 

Introduction Getting started Navigation Reports 
Customising 

settings 
Help Transactions 

You can navigate easily through 
this document by clicking on the 
tabs in the header of each page 
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Log into your account 

(D You'll notke there's a dlfferent w~ to securely access your account 
This 1s to help give you added protecuon when accessing your onltne 
account 
If you're accessing the system for the first 11me, please use the 
usemame that we have prov,ded 10 you 

Your details 
Elll<lll address/Username ■ 
NQ1.goty9ur @:roaroez Clf<k bece 

■ 

Don't have your username? 

Enter your details below 

Surname 

Sample Surname 

Card number 

4564564564564564 

L Cancel =i ■ Submit 
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Getting started: 
first time login 
To log in to your Corporate online servicing accounts, you’ll need 
your PINsentry card reader and your Barclaycard Corporate card or 2a 

Authentication card. 

Navigate to barclaycard.co.uk/business and log in with the 2b 
button in the top-right corner 

You’ll then see a ‘Log into your account’ screen. Enter your 2a 
username or email address and press ‘Next’ to move on to 
the verification screen 

If you don’t have a username or haven’t used online 2b 
servicing before, press ‘Not got your username?’ 

2c On the next screen, enter your surname and the card 
number from your Barclaycard Corporate card or 
Authentication card. Then press ‘Submit’ 

2c 

barclaycard.co.uk/business


 
  

         
      

            
   

       
        

Log in to your account 

We need to make sure it's really you before 
you log in. 

Please log tn v.,th your P1Nsentry cMd roader following these steps. 

1. Entenhe lasl 4 digits of your card 

■ 
2. Insert your card into the PIN sentry card roader and p<ess IDENTIFY 

3. Type 1n your 4-<l1g1l card PIN and p<ess ENTER 

4 Enter the 8-d1g11 code from your PfNsentry card reader below 
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Getting started: 
first time login 

The next screen will appear with instructions to confirm 3a 
it’s you using your PINsentry card reader 

3b Start by entering the last four digits of your card into the 3a 

box on the login screen 

3c Insert you Barclaycard Corporate card or Authentication 
card in the card slot, chip-end first. Then press ‘Identify’ 

3b 

3c 



 
  

      

         
           

 

      
  Log in to your account 

(D You'll notD' there~• dlffefent w.y to MCUf't'ly «cess your «coUnt. 

Tf'lisfllOhtiPIIYf)'OIJ.addl'dptOC tonwh ,Ktt1,Jif'CyOU(~ec::c'111t. 

We need to make sure it's really you before 
you log in. 

l IJourt your <Md Into IIW PIN-..nr,y t••'d fNdlif iMld p.-.-ss l)(NTlN 

4 Enter the 8-dIg11 code from your PtNsentry card reader below 

1984 1976 

■ 
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Getting started: 
first time login 

3d Tap in your card’s four-digit PIN and press ‘Enter’ 

3e Your card reader will now show you an eight-digit code, 
which will only be valid for a few minutes, so enter it 
straight away 

3d 3e 

Enter the eight-digit code in the box on the verification 3f 
screen and press ‘Submit’ 

3f 



 
  

          
          

             
 

          
          

This is your first time here 

All flflds below •rt m.,nd.otory 

barw,urd@blrcfa1U,d co u• 

■ 
'12312312312312312 

Confum 

• 12312312312312312 

...._~ ~--=- C.to0oui 

Amw'-""'• 

Welcome to your online services 

BOJ'deycerd Comtl'lQ1"CIOI 
Onune Se<viong 

Ffii::iil-1::11 lh M 

Bardeycerd Spend 
Mena~ 

Fdil:: iH..ijb-:.; ■ 
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Getting started: 
first time login 

If this is the first time you’ve logged in, you’ll also be 4
4 

asked to enter your email address and mobile. This will 
also allow you to use your email address to log in in the 
future 

You’re now logged in and you can choose the platform 5 
you’d like to visit by hitting ‘Take me to my account’ 
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Barclaycard Commercial 

XXXX-XXXX-XXXX - 4567 

Please select 

Take me to my account 

V 

Barclaycard Spend 
Management 

Choose account 

Please select 

Take me to my account 
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Getting started: 
first time login 

If you have more than one account on any of the 6 
platforms you have access to, you can choose the one 
you want using the dropdown menu. Select your 
chosen account and then press ‘Take me to my 
account’ to access it 

You’ll now have access to service your account online. 7 
If you’re having trouble logging into your account, 
please contact us on 0800 008 008 or 
+44 (0) 1604 269 452 from abroad 

tel:0800%20008%20008
tel:+44%20(0)%201604%20269%20452
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Navigation: finding 
your way around 

1 

2 

3 

4 

5 

6 

Accounts – allows you to select the appropriate card account 
and search transactions / download statements 

Reports – access to a suite of reporting functionality that helps 
you to analyse your spend 

Profile management menu – a menu box where you can access 
a range of functions, such as altering the language settings 

Issuer message – information from Barclaycard about any 
changes to the system 

Pinning function – the menu lets you pin the items you use 
most often 

Transactions – displays key information such as credit limit, 
available balance 

1 

2 
3 

4 

5 
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Transactions: Viewing 
your spending 

1 

2 

To view a summary of your recent transactions click 
Accounts. This screen will then display transactions for the 
current period 

To select a statement period, choose from the drop down menu 

1 

3 To download a statement, click on the icon 

2 
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31/07'2019 31/07'2019 Orange Gnu 125 88 X I 
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Reports: 
running reports 

1 

2 

3 

Click on ‘Reports’ from the main menu to see a list of the 
reports 

Select the ‘Transaction Search – Personal’ and enter 
the parameters as required in the new window 

Once your options are selected, click ‘Search’ to display 
your results 

1 

2 
3 
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Customise your 
settings: personal 
settings 
The ‘Personal Settings’ section allows you to customise certain 
aspects of Barclaycard Spend Management, such as the depth of 
information on your statements, language and time zone. 

Click on the dropdown arrow on the right-hand side and click 
‘Personal Settings’ 

1 
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barclaycard Help 

1AdmirliWaliOfl 

0 Cont.nts O Sta1ch 

Contents 

■ 
O Your role a, admlni$ltator 
0 Catd Information secunry 

0 log in and out of se>aution 

0 Fotgotten pauword request 
0 login disclaimer menage 

0 Language seniigs 
0 Your home screen 

0 Nr,lgallon 
0 Senion I.me ou1 

0 &owse-r support 
Ptnonal setting, 
Fie man,gement 
Emplo}te man,gement 

■ 
► Organi$1tion man.igement 
► Account management 
► Ema.ii management 
► Custom conlent 
► Fina.ndal ltpotbng 

► finance 
► Taxation 

Rtct•pl 

Wort<llow 

Spend Wizarcb 

Company u,,_ manag~tnt 
Period man,gemenl 
0111 exuad man,geme.nt 

► Cash management 

► Requisilion ma.nagtmenl 

Ra1e and currency management 
Payables manage~M 

Confiou,ation manaaement 
p ·•I: ~c .le. 91991' 

m, 

Gtning ,taned > Your home ICl'Hn 

Your home screen 

..1. Rebecca v 

Language 

Personal Settings 

Help ■ 
Contact 

Log Out 

OrKe you have tucces,fully ~ed In 10 8ard1yc,rd Spend Management you...., u en to your 
home saeen 

The home saeen is divided into ttvee artas 

Qulc-k .actions 

This 1,11 fs locattd on tM ftft of the home tcrffn and PfOvides you with quick acceu to l~nt 
Items 

My ActJons The<e can be up 10 ttvee action buttons• Cash Expenses Requisitions and 
Expense Repo«s - dependflg on the account types assigned lo you These buttons allow you to 
trH1e I new •~nH report cuh e,q>enH Of rtqui:silK>n dirtd)y from the ~ ICrHn 

Attention required links. Links to 11eu of the solubon that need your 1cbon A counter next 10 
each item shows the m.mber of items (your own and your delegates') that need attention The 
links depend on the ICCOunt lypts assigned to you and they only display whtn 1htre ls 1n 1dion 
required such H expenses to code or appt"ove 

Pinned items Unks lo commonly used pages you have pre•o'iousty pinned for qukit ace.est 

M3in 

This a,ea displa>-s accoun1 infOfmation 

Accounts. Tht lop p,rt of this arH shows your own aecounta end lht bonom h.ttf of lhe SO'Hn 
shows your delegated accounts 

Panels. There is one panel per urd account whtch could be a summary or ac:counts but only one 
Heh fOf other 1ccount types For exempte. !here may be muttiple e11d panets but only one Heh 
for c.ash expenses or requlsb:>ns 

Pan.is for your ovm accounts have information on lhe number of Actk>n Required items and 
lhe numb« of Pendlng Appronl items Where releva,nt account balances are displayed by 
amency 

The Action Required count inks take you to the Expenses scrun Panels for ca1d 
accounts also have links 10 lhe lnt two statements for the accounl CMdcing thos.e links tale 
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Help 
This guide provides details on how to perform the key functions in the 
application. If you need further detail, the ‘Help’ function contains more 
information in a range of formats. 

Choose ‘Help’ from the main menu 2 

1 

You can search for topics or navigate using the 
key menu topics 

2 

If you still need further support, please contact our 
Technical Helpdesk who’ll be happy to assist. 
You can call us on 0844 824 0231 from 9am 5pm Monday 
to Friday, or you can get in touch by email to 
BCTechnicalHelpDesk@barclaycard.co.uk 

mailto:BCTechnicalHelpDesk@barclaycard.co.uk
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Thank you 
This information is available in large print, Braille or audio 
format by calling 0844 822 2140. 

Calls to 0800 and 0844 numbers are free from UK landlines and personal mobiles, otherwise call charges may apply. Please 
check with your service provider. To maintain a quality service we may monitor or record phone calls. 

Barclaycard is a trading name of Barclays Bank PLC. Barclays Bank PLC is authorised by the Prudential Regulation Authority 
and regulated by the Financial Conduct Authority and the Prudential Regulation Authority (Financial Services Register 
number: 122702). Registered in England No. 1026167. Registered Office: 1 Churchill Place, London E14 5HP. 




