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introduction

We’re constantly looking at ways to improve our service and offer our customers what they need. 
As part of this ongoing commitment, we’ve changed our Online Services to offer new and improved 
functionality. 

Here are just some of the benefits you can now see following the

 

introduction of our new Online 
Services functionality:
-

 

improvements to our online servicing functionality making information quickly and easily available
- ability to view real-time account data and statements
- ability to review company spend and extract reports
-

 

enhanced control with visibility of who is spending what and with which suppliers
- opportunity to use additional level of information to negotiate

 

volume discounts with suppliers and 
drive additional cost savings for your business.

-

 

online account management with the ability to make changes online e.g.
•

 

amend cardholder details
•

 

change cardholder limits
•

 

allow other administrators to access specific information (for new customers).
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access to Online Services

You can find out more about Online Services

 

and

 

access the functionality by going to the Barclaycard 
Business website at www.barclaycard.co.uk/business

If you would like to register for the service, please select ‘Register’.
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If you are an 
existing Online 
Services user, 
please select 
‘Log In’

 

which will 
open up the 
Online Services 
log in page. See 
page 5 for next 
steps.

http://www.barclaycard.co.uk/business
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registration –
 

simple online process

You will be required 
to validate yourself  
when registering

No need for 
cardholders to wait 
for administrators to 
register first

Once this is done, 
you can create your 
own login details

To register, administrators will 
require:
• Corporate No. (16 digit ID)
• Corporate credit limit
•

 

Security Password (provided 
on application)

To register, cardholders will 
require:
• Card Number
• Cardholder Name
• Expiry Date
• Credit limit  

Lower part of page defaults to 
allow cardholder registration. 
An administrator needs to 
select “Register Org Admin”

 
link to complete their validation

If you haven’t already registered for Online Services, you will need to follow the simple steps 
below in order to register:
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once registered, simple secure online login for all users

Once registered, simply use logon 
homepage to enter details provided at 
registration -

 

Username, Password and 
2 requested characters from your logon 
passcode

Any user not 
registered can 
just click link on 
homepage –

 

no 
need to chase 
administrators 
or wait for an 
invitation

A Forgotten Password link is available 
which will email the details to you
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If you were previously registered

 

for Online Services, you can log in to your account as normal. 
The first time you log in, you must input your existing membership number in the username field

 

followed by 
your existing password (case sensitive)

 

and 2 requested characters from your logon passcode in the required 
fields and then select Logon. 

The system won’t remember your membership number, this is something that you need to enter each time 
you log in. You will no longer need to use your memorable word.
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additional help

Please look out for the ‘i’

 

indicator throughout Online Services. Just hover over the ‘i’

 

symbol 
and you’ll find more information to help you.
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The system will log customers out if there has been no activity for 20 
minutes. A warning message will be displayed after 18 minutes. If you 
are logged out, please go back to the login page and login again.
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landing page and a personalised welcome 

Administrators

 

can “Maintain Messages”

 
which allows them to add messages to 
appear on the users’

 

landing page.

Cardholders

 

may see a customised 
message relevant to them and their 
account.

Administrators and cardholders can 
change their password and passcode

 
once logged in to Online Services. 

Cardholders won’t be able to change their 
own membership number/username but 
administrators will be able to action this.

Administrator
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A security message will 
be displayed to show 
when you last logged in.

You can view a landing page summary 
of your account.
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simple navigation –
 

administrator and cardholder

Navigate by moving your mouse 
across the Top Menu and 
highlighting the required 
functionality.

Cardholders can view basic financial 
information from their home page.
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simple administrator search functionality
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Administrators will see a Unit 
Number assigned to their accounts 
that they can use to locate their 
accounts within Online Services. 
The Unit Number can also be used 
when running reports.

Administrators have various search 
options in order to locate accounts.

Wildcard ‘*’

 

-

 

some search fields 
support the use of the symbol * as 
a wildcard.
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statements –
 

account summary

You can view an activity summary giving you a 
clear view of your financial position. 
The level of detail provided will differ dependent 
on how the card is billed.

10



barclaycard commercial

statements –
 

account activity

You can search for transactional data for a 
certain billing period.
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statements –
 

downloadable data

Once a billing period has been selected and 
displayed, you can then select whether you want 
this data converted into certain formats with the 
ability to save these files to local drives
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statements –
 

online copy of paper statement

By clicking on the required statement icon, you can download 
an exact replica of the posted paper statement. The statement 
will download using Adobe Acrobat reader (a download link is 
available if you not have this)
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authorisations and declines –
 

real time view available

By selecting “View Authorisations and Declines”

 

from the 
‘Statements’

 

menu, administrators can view all outstanding 
authorisations and/or declines of the cardholder accounts 
that belong to them and cardholders can view the 
outstanding authorisation and/or declines that relate to 
their account only.
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account management –
 

search for accounts

By selecting “Manage Accounts”

 

from within ‘Accounts’

 
menu, administrators can view and change all the 
cardholder accounts that belong to them and cardholders 
can only view and change only their account.

All associated accounts can be easily searched for and 
once found, click on the “Edit”

 

link to see full details.
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account management –
 

administrators can apply changes to 
cardholder accounts

Administrator can change account details (in real time):
Address
Phone numbers
Credit Limit
Single Purchase Limit (if available on product)
Cash advance amount (if available on product).
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expenses –
 

view transactions

The expenses –

 

view transactions search provides 
administrators with the ability to search for all transactions 
over a period or use the advanced search to look for 
transactions with a specific merchant, by merchant 
description or by amount values.
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reporting –
 

administrator standard reports
Administrators have access to a number of 
standard reports.  The reports are “run”

 

by clicking 
on the blue hyperlink and the output provided in 
the output log.

Depending on the report selected, the output 
options will vary between HTML, CSV or Excel.  

Once run, report results are available in the output 
log.  An email will be sent to you advising 
availability.  Reports remain in the log for 10 days.
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reporting –
 

report/mapper
 

scheduling

The scheduler enables an 
administrator to set date 
parameters

 

for when you 
want a report or mapper to be 
run.  This is typically for 
reports requiring more 
detailed data analysis.

19



barclaycard commercial

reporting –
 

cardholder standard reports

Cardholders have access to 3 standard reports.

 
The reports are “run”

 

and the output provided in 
the output log in the same way as administrators. 
You will receive a notification email.
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reporting –
 

data mapper

The mapper enables administrators to 
build a data extract.

The administrator has a detailed level of 
control of what data is extracted and is 
also able to define the header and footer; 
the data elements as well as the extract 
format e.g. selecting delimiters, 
determining where decimal points are 
shown.
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administration
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The ‘Maintain User Information’

 

within 
Administration enables administrators to 
view and amend user details.

The administrator can either search for 
users using the search criteria or 
alternatively just click on ‘go’

 

to see all Online 
Services Users. ‘Edit’

 

enables an 
administrator to amend user details.
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resetting user access

23

Administrators have the ability to reset 
user details.

The administrator also has the ability to 
lock a user from accessing the service or 
unlock a user should they have entered 
their details incorrectly on 3 consecutive 
occasions and locked themselves out.
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frequently asked questions

Please find a full list of questions regarding Online Services via the “frequently asked questions “

 

link on our home page at 
www.barclaycard.co.uk/business

 

-

 

click on making payments and then select “Online Services”

Do the changes affect my current Terms and Conditions?

No, but when you first log in to the new service, you’ll be asked to accept a new End User Licensing Agreement, which is 
specifically to use the new service being offered.

How do we view all cardholders and balances in Online Services?
There are 3 options:
1.You can either go to the “Expenses”

 

tab, then “View Transactions”

 

and run this report which will list all cardholders and their 
current spending activity.    
2.You can also access “Standard Reports”

 

and run the “Transaction Report”. 
3.At individual cardholder level (rather than all users), simply access “Statements”

 

then “View Transactions”

 

and search for 
the cardholder.  You can then view their current status, transaction list or statement.

In “manage accounts”, in order to access an account, what search criteria is the best to use and with which number?
This will depend on what information you have available.  We would recommend that you search using the full 16 digit card
number (“Search by account”), however, you can search using the cardholder name.  If you do

 

not know the full name you
can use * (asterisk) as a wild card either at the start, middle or end (or all three) in the search box.  Alternatively just click 
GO and all results will be returned in paginated form.

How do we remove administrators who are no longer with the company?
You will need to go to “Administration”

 

and then “Manage Users”

 

and locate the administrator (note: only Programme  
Administrators can do this).  Again, there are multiple search options.  Once located, select the blue edit button.  On the 
next screen you can lock the user, or further down the screen you can delete the user.  We would recommend locking.
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frequently asked questions

I was previously registered for Online Services but can not use password and pass code set in Online Services

Please check to ensure you are using your 10 digit membership number, entering your password with all upper, lower case 
and numeric characters and only enter the digits required for your passcode

 

(this is shown next to the “Random Digits”

 

field).

When can  I run reports?

You can run reports whenever you want. The reports can be run and the data is then delivered into your output log. The data 
is retained in the log for 10 days. 

What period of data can I search on? 
Reports and statements are available for a rolling 13 month period. 

When inputting the corporate number it does not give a list of cardholders on the account

If customers are entering their corporate account number, the system will only return details of that corporate account.  We 
would recommend that when searching, instead of specifying the corporate account, just leave all fields blank and select GO 
to get all results.  Alternatively, it is possible to search by “unit”

 

number or name which will bring through the hierarchy.  If you 
do not know the unit name or hierarchy, then leave all fields blank and select GO.  The unit name will then be shown in the 
results.  

Tabs at top of page when logged in show ‘false’

 

message

This may be as a result of using version 8 of Internet Explorer.

 

As an alternative, either please use Internet Explorer versions

 

6 
and 7 or see a message on the home page that identifies what you

 

need to do if you’re using Internet Explorer version 8. 
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