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About Barclaycard 
Corporate online 
servicing 
Barclaycard Corporate online servicing is your web-based 
account management and reporting tool. It’s an extra 
service that helps you achieve the goals of your corporate 
card programme through a wide range of different 
functionalities, such as: 

• Providing access to electronic statements
• Generating reports and exports
• Updating existing account parameters in real time, such as credit

limit, close card etc.

With 36 months’ worth of data available, you can compare 
programme performance over time. 
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About this guide 
This guide has been developed to help corporate 
card programme Administrators use Barclaycard 
Corporate online servicing, providing guidance and 
tips on how to complete its activities. 

Navigating the guide 

This guide is designed to help you navigate quickly to the topic you 
need. It takes you through each process step by step, using 
screenshots and notes to help make it clear, straightforward and 
efficient. 

Terminology 

Throughout this guide, we’ll use some terminology that you may 
need to familiarise yourself with. We’ve detailed these terms here: 

CGA (Company Group Administrator) 
An Administrator who has responsibility for the card programme 
across multiple geographies and needs consolidated global 
access. 

CPA (Company Programme Administrator) 
Programme Administrator for your corporate card programme. 

CH (Cardholder) 
The holder of a Barclaycard corporate card. 

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 notlce there's a different way to securely access your accounL 

This ,s to help give you added protection when accessing your onhne 

account. 

If you're accessing the system for the first time, please use the 

username that we have prov,ded to you. 

Your details 
Email address/Username ■ 
t:1.m.gwour username' Click here 

■ 

Don't have your username? 

Enter your details below 

Surname 

Sample Surname 

Card number 

4564564564564S64 

L cancel~ ■ Submit 

5
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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 

2aAuthentication card. 

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

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 ,n with your PINsenuy card reader rollow,ng thes• steps. 

1. Enterthe last 4 digits or your card 

■ 
2. Insert your card into th• PINsentry card reader and press IDENTIFY 

3. Type in your 4--dtgit card PIN and press ENTER 

4. Enter the 8*d1g1t code from your PINsenuy card reader below 

Login 

6
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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 

Start by entering the last four digits of your card into the 3b 
box on the login screen 3a

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

3b 

3c 



 

      

         
           

 

      
  

 
 

 
 

 

Log in to your account 

© You'll nodce there'S • different w,y to securely .a:ns your-«count. 

ThbltlOhitlPI.._..Y0U 'CIP,OC ~H'lilCt ...,.'fOO'~~cOUN 

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

4 Enter the 8-d1g1t code from your PINsentry card reader below 

1984 1976 

■ 
7
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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 

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

3d 3e 

3f



 

          
          

             
 

          
          

 
 

 
 

 

This is your first time here 

Please ensure your details are up to date 

AH fields below are mandatory 

barcla)'Card@barclaycard co u 

Confirm ema•I address 

barcla)'Card@barcla)'Card co u 

• 12312312312312312 

Confirm mobile 

•12312312312312312 

Login 

~UN, e 

■ 

Welcome to your online services 
._.'swt.r•youc.-ifind)'O'aonh~.ac:c:ounts.Choo:!...,,optto,,b.lowtobst.ib-nto'fOU' 

''"""' 

Barclaycard Com,ng,rcial 
Onl nv Svrv,c1r>9 

Mbll::iii-l::1/ ll-1,S 

Bordaycord Spvnd 
Monogvmvnl 

MUl::iii-1::11 il-1,i ■ 
8
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Getting started: 
first time login 

If this is the first time you’ve logged in, you’ll also be 4 
asked to enter your email address and mobile. This will 4
also allow you to use your email address to log in in the 
future 

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

5



 

           
      

        
         

   

         
        

   
  

 
 

 
 

 

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 

9
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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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- ALUlTS a NOTIPICATlONI > 
liil ~ JO..,, 
9!111 TOTAL ACTIYI COHPANlH 
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Company 
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Company 
Con(IQuratlon 
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Cost Allocauon 
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Report 
Manaoe-nent 

Supptler 
Manaoernent 

... 

ORTS&. DATA FILES 

barclaycard 

■ ---1•,- .,._.., ....... 1 

Nl:WS 

NlW TUMS o, UH/Gl!Nl!IU.L DATA 
PIIIOTECTION ltEGU ••• > 
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a :~~:,1:-,2 OOCUMl!NTATION 

S. advlMCI tM 19. 2 ,_.M ~bOn PloH IIMn 

'41(1.Cl<lwlthllld 

LINKS 

Home - Account Manager Reports Company Issuer User Activities 

Search Reporting Structure Transaction Approval Summary 
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Getting started: 
navigating the application 2 

Barclaycard Corporate online servicing is designed to be easy to use. 
Here are some key pointers to help you move around the application. 1 

Menus - The main navigation is via the tab top menus. 1 
These allow you to navigate through the functionality in the 
application, consolidating under a common theme 

2 Navigation links - These navigation items appear on all 
screens in the application, allowing you to move quickly and 
easily to these options 

3 Breadcrumbs - As you navigate through the application, a 
breadcrumb trail will show where you are in the current 
workflow and provide links to return you to a previous 
screen 

The back button in your browser will not work within 
this application. Please use internal navigation. 
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borcloycord 

■ Fi•••coal Accou•t •••••••• R•port, Comp••r UH< 

HOME 

bacloycoro 

A _,....,. 

GLOBAL SEARCH 

USU StAltC11 v 

U...10 

Accourc~(•l(Kt) 

GoTo• UMf"HM~• 

C.I SC l~l"'f1Prt,l\Jl'ICoruc.1u.1 :>9XAI 

■ 
ACCOUNT SUltC11 ., 

Ac:c:CM'll ........... (Ot<l) 

~~(~) 

Acco,.re.....,_(Llit4cJl9,U) 

-­._ ...... 

filW (turU .-.ctl) 1- ICA 

,...(..-U•,tti) 1-KA 

GoTo. C.........,.ke~-- C.........,.J,,~ ~Stn,mn 

■ 
11

Getting started Implementation 
Transactions 

and statements 
Reporting User 

management 
Spending alerts About 

Account 
management 

Help 

Getting started: 
global search 

1 

The ‘Global Search’ screen is a useful way to navigate directly to certain 
screens such as ‘Transaction Summary’ or ‘Company Site 
Configuration’. 

1 ’Global Search’ can be accessed from any page 

2 

3 

You can search for specific users, accounts or transactions 
which screen to navigate directly to 

Select the option required and click on ‘Search’ 2 

3

2 

3 

2 

3
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Getting started: 
the homepage 

The information presented on the homepage will vary based on the 
options enabled for your card programme and your user type. This is a 
typical example for a cardholder. 

Activity - View information about recent transactions and 1 
any transactions you may have outstanding for review 41 3 

2 Snapshots - View a dashboard view of your spend 

3 Reports and data - Download reports and statements 

4 
News - View news messages added by Barclaycard or your 
Administrator 2 5 

Resource centre - View and download user materials and 5 
other information added by your Administrator 



 

    

            

           

      

             
        

        
    

 
 

 
 

 

barclaycard 

■ Financial Account Manager 

HOME 

User Role: Cornp4f'IY Progt<1m Admin.c.tr<1tor • 11193064 

Company 

■ Reporting Company 
Structure News Message 

I Company 
Information 

Company 
ACTIVITY Configuration 

A 
Account Gr-ou 

Cost Allocatio 
Previous 30 days 

barclaycard 

0 
Management 

News Setup 

HOST RECENT POSTING OATE 
28/05/2019 

.. TOTAL USERS 

Hom• Financial Account M■ n■gu Repori.1111 User 

Add News 

ADD NEWS 
• Jnd,u,tu required field 

News Type: Company 

Pnority: 

Un Expiration 0.ate: 
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Getting started: 
news 

We may use the ‘News’ section on the homepage to tell you important 1

information about Barclaycard Corporate online servicing. As an 
Administrator, you can also add messages to pass on important 
information to your users. 

1 Navigate to Company > News Set-up > Company News Message 

Enter the subject for your messages (this appears in bold on the 
2 

news section on the homepage). If needed, you can also set an 
expiry date to automatically age off the message on a specific 2 
date 

3 Once all information has been completed click ‘Save’ 
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Getting started: 
resource center 

The ‘Resource Centre’ is accessed via the homepage. This is where you 
can find useful documentation. As an Administrator, you can post your 
own documentation and links to make information available to your 
employees. 

1 ‘From the homepage click on ‘More’ in the ‘Resource Centre’ 
section 

2 Click on the ‘Add Resource’ button 1 

Add the name of the resources, a description (if required), the 3 
type (document or link) and then browse to locate the 
document. Once complete, click on ‘Submit’ 

2 

The ‘Resource Centre’ supports uploads 
of .pdf, .doc and .xls documents. 
Each document has a maximum file 2MB. 

3



 

        
    

         
     

       
     

 
 

 
 

 
 

11'1 Company Site Configu,.atlon 

COMPANY SITE CONFIGURATION 

Company: ARMADILLO LEGAL UMITED 

Program 0pt10n: 1. Reporting a Account Manaoement 

lnchc.ates req1,11red fiekl 

SECURITY & DATA SETTINGS A 

Use Account Number ~slong for E;xPortS 

Numbe< ot Account Q.o1ts to Display on 
ex,,o,u 
fncrypoon Key 

Yes " 

cfabd9a 75dble0S1cc92c4' 

PROGRAM SETTINGS ,... 

Use SSO No 

Oispl•y Onhnt Statements Yes• 

Al$ow E·im1I Noc,flahon for Onhne Yts • Statements 

■ 

TAX SETTINGS ,.. 

Tax Setting• 

Otsp&ay Tax 

Tix Llt>.I 

Yes • 

VAT 

SPENDING ALERT SETTINGS ,... 

Spending Alerts Yes• 

Alert Lev~ Ass.Qnment Company • 

Cred,t Urrut AIM YH • 

Point of s.rv;ce Altrt Yes• 
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Implementation: 
company site configuration 

Here you can flex certain parameters to make sure the system 
functions meet your organization’s individual needs. 

1 

2 

From the homepage navigate to Company > Company 
Configuration > Company Site Configuration 

All parameters that can be changed will display. Change the 
required parameters and click on ‘Save’ 

1 

2



 

        
  

         

       
     

  

         
          

    

           
 

     
   

 
 

 
 

 
 

■ Flnandal Aca>unl Manager Reports 

HOME 

ACTIVITY 

ft ALERTS a NOTJflCATIONS ) 

ORG POINT SETUP : SELECT PARENT ENTITY 

S•an:hfotandMl..:tthapara~t•.,t,ty(org po,nt,., 
cornpa,.y) that tha ,._ ""II Po"'t w,11 ff an19ned to. 

SEAII.CH CRITElllA 

Sutchly, 

Company 

Reporting 
Structure 

User D<>llned 
Reportln(J 
Slructurl' 

Company 
Information 

ORG POINT SETUP 

ORG POIFIT INFORMATION 

Oro Point Setup 

Assign Reporting 
Enttues 

Assign Reporting 
Level 

Reporting 

QUICK l!NK 

it.po,u To: NEWLANDS GlllLS' SCHOOL 

·~:;::..., 
Repo,t;119 

La-.-.lNama ,, 

A.tamata 
Na-ne 21 

Add,...•W>e 

Addrn•\.Jn<t ,, 

■ 
II 

·■ we.,,. ,PM 

CONTACT INFORMATION 

ADDITIONAL INFORMATIOII 

Add,t,ona 
lnformatoon: 

..... 
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Implementation: 
reporting structure 

The reporting structure in Barclaycard Corporate online servicing allow 
you to build an organizational hierarchy to make reporting easier. These 
pages show you how. 

1 

2 

3 

4 

Navigate to Company > User Defined Reporting Structure > 
Org Point Set-up 

Choose the entity you want the org point to report to 

Enter the org point information (only ‘Reporting Level 
Number’ and ‘Reporting Level Name’ are required) 

Click on ‘Save’ 

If you want to create a customized user template for your 
cardholders, you need to select your customer templates as the 
Default Template. (See the ‘User Management: Templates’ pages 
for more details). 

3

1 

2 
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C 

ASSIGN REPORTING ENTITIES : SELECT CHILD ENTITIES 

,.rtnt Enuey: DEMOS (Oro Point) 

SN<ctl ror and stlec1: the cNld entltle'S (Mcoonts or oro 
~s) tNt wl11 be .sslgned to the p,,m,t entity. You un 
s&ct muftlple dlilkl entitles. 

• lndlCbtes required ne1c1 

SEARCH CRITERIA 

SEARCH RESULTS 

I 
Ctrdboldtr Ntml 1 

A AUCl!JONH 

A ANGU:SMITH 

Cudhotdtr Ntmt 2 A«ount Numbtr 

XXX>MOClOC·XXXX•2427 

XXXX·XXXX·XXXX:·3056 

QUICK LINK 

Recffltfy Vle'Wed: None • 

City 

LONDON 

IWUlOW 

State Country 

UNK UNITEO klNGOOH 

UM< UNITED KINGDOM 

l!.IR0.111..Il> 

S61t$North 

5alos5outh 
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Implementation: 
reporting structure 

Confirmation of the org point set-up will be presented. 

5 

6 

6a 

6b 

Click on ‘Return to Reporting Structure’ and repeat 
previous steps to create more org points 

Click on ‘Assign Reporting Entities’ to assign cardholders 
to org points or more org points 

To assign entities to the org point, search from the entity 
you want to create and click on ‘Search’ 

Locate the accounts you want to assign to the entity, check 
the relevant box/es and click on ‘Assign’ 

5 

6 

6a 

6b 



 

        
      

 

          

 
 

 
 

 
 

Display: All Entitles • 

Issuer: BARCLAYCARD (ALL) 

Company: GBP CIM COMPANY LTD 11193070 rrE'I 
0DEMOE1 

D North west El 
OsalesEI 
•BARRY JONES (XXXX·XXXX·XXXX-0078) (Active) 

•BETH ADAMS (XXXX·XXXX·XXXX-1306) (Active) 

•BOB DICKSON (XXXX·XXXX·XXXX-2942) (Active) 

•BRIAN WALTERS (XXXX·XXXX·XXXX-3347) (AcUve) 

Page 1 of l Gotopage II Display: All Entitles • 

Issuer: BARCLAYCARD (ALL) 

Company: GBP CIM COMPANY LTD 11193070 

l;lsalesEI 
D Sales North El 
D Sales South El 

rrEI 

SEARCH REPORTING STRUCTURE 

"'" Indicates required field 

SEARCH CRITERIA 

Search By: 

Gotopage II 

Page 1 of 1 Gotopage II 

QUICK LINK 

Select GBP DEMO Corp COMPANY_JT A 
(Your assigned reporting level) 

RMI Recently Viewed: None 

Display All Entlt1H • Peg• 1 of 1 

Issutt: BARCLAYCARD (All) 

Company: GHPCJM COMPANY LTD 11193070 ITEi,1 

l:lsa1esa 
1:1 North a 

•ALICE JONES (XXXX·XXXX-XXXX.•2427) (Active) 

•BARBARA WAUY (XXXX·XXXX·XXXX-2815) (Active) 

•BIU TATE (XXXX-XXXX-XXXX-3643) (Actlve) 

•CHRIS ROBERTS (XXXX-XXXX-XXXX-3930) (Acttve) 

•DEREK ADAMS (XXXX-XXXX·XXXX-2516) (Active) 

Pog• l of 1 

Go to page 

Go to paoe 
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Implementation: 
reporting structure 

7 Once you have completed the reporting structure, when 
presented with the reporting structure screen you can click 
on the ‘  ‘ icon to view the hierarchy icon to view the 
hierarchy directly rather than using the search function 

8 You can then click on ‘+’ to drill down through the hierarchy 

7 

8 
8 8 



 

         
  

         

        
        

         
         

 

             
 

 
 

 
 

 
 

Issuer 

Reporting 
Structure 

User-Defined 
Reporting 
Structure 

Issuer 
Information 

Progr,m Options 

SEARCH REPORTING STRUCTURE 

• Jndicete5 required field 

SEARCH CRITERIA 

Surch By: 

REPORTS & OATA FILES 

m 
ml 
ml 

SCHEDULED REPORTS ) 

COMPLETED REPORTS > 

DATA FILES > 

QUICK LINK 

Select GBP DEMO Corp COMPANY_IT A 
(Your essigned reporting level) 

Recently View.cl: None 

... 
LAST UPLOAO OETAILS 

last U.,.<NKlcd At: Not Applicable 

Last u~oad Date: Not Applicable 

Last Uploaded By: Not Applicable 

Step 1 · Select Action 

Download 

Upload 

■ 

Org Point Setup 

Assign Reporting 
Entities 

Assign Reporting 
Level 

Report1no 
Structure 
Download/Update 

Cb&b·ii'ffil 
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Implementation: 
reporting structure 

If you have a complex hierarchy, you have the ability to download the 
hierarchy, make amendments and then update it back into the application. 

1 

2 

3 

4 

Navigate to Issuer > User Defined Reporting Structure > 
Reporting Structure Download/Update 

Choose where in the hierarchy the download or update 
needs to take place 

Choose to download the file. Once the download is 
complete it will be available in ‘Data Files’ on the 
homepage 

Once the file has been edited, navigate to this page and 
select ‘Update’. You can then browse your files to upload 
the new hierarchy 

3 

1 

2 

4



 

      
   

       
   

  

        
 

          
 

           
   

 
 

 
 

 
 

l<D 

CUSTOM REPORTING CYCLES MAINTENANCE 

CBP DEMO Corp COMPANY_IT • 1 HIGH STREET• LONDON, UNK SWl 4AB 

Date Type: Posting Date 

From Date 

00/MM/YYYY 

.. Default Cycle: 

To Date 

00/MM/YYYY 

Description 

Use the Default Search to set which cycle will appear by default on Search 
Criteria screens. The user can manually select a different cycle in the 
dropdown 

From Date To Date 

lW.m2ll 

Comp,11ny 

Reporting 
Structure 

COmpany 
Information 

( omp,111y 
( onli1J111,itlo11 

Account Group 

CodAl~llon 
Mdn8gCJnf'nl 

N~ws Setup 

Supplier 
M.;,mnoement 

Expense 
Report 
Marw,of"ment 

Description 

l!!!!!2 

Company Site 
Conligurntlon 

I u .. ton, R<>po111no 
( y, ,, ... 

M,1ir1tc•11<111<1" 

Spcndlno Ak>rh 

Custom Onto 
fields 

■-

EM·MEM+il:EIIII 

20

Getting started Implementation 
Transactions 

and statements 
Reporting User 

management 
Spending alerts About 

Account 
management 

Help 

Implementation: 
custom reporting cycles 

Custom reporting cycles allow you to replicate your billing cycles to aid 
navigation when running reports or searching for transactions. 

1 

2 

3 

4 

Navigate to Company > Company Configuration > Custom 
Reporting Cycles Maintenance 

Enter the ‘from’ and ‘to’ dates and a description for the 
billing cycle you want to create 

Click on ‘Add’ 

Select the ‘Default Cycle’ to either ‘Current Cycle’ or ‘Last 
Full Cycle’ 

2 

3
4 

1 

The date ranges for billing cycles can be accessed via the 
‘Resources Centre’ on the homepage. 



 

     
     

        

      

          
  

      
      

           
     

           
     

 
  

 
 

barclaycard 

SEARCH REPORTING STRUCTURE 

"" Indicates required field 

SEARCH CRITERIA 

Search By: -· All (Account} 

SEARCH RESULTS 

Cardholder Name 1 

A ALICE JONES 

A ANGIE SMITH 

Cardholder Name 2 

QUICK LINK 

Select GBP DEMO Corp COMPANY_IT A 
(Your assigned reporting level) 

Recently Viewed: None 

Page 1 of 1 Page 

Account Number City 

XXXX·XXXX-XXXX-2427 LONDON 

XXXX-XXXX-XXXX-3056 HARROW 

State Country 

UNK UNITED KINGDOM 

UNK UNITED KINGDOM 

~P.orts To Status 

Active 

Active 
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Transactions and 
statement: 
transaction summary 

The ‘Account Summary’ screen allows you to search for and view 
transactions for the accounts in your card programme. 

1 

2a 

2b 

2c 

3 

Navigate to Financial > Account Summary 
Use the ‘Reporting Structure’ to search for transactions. 
You can locate them using the following options: 

Use the search criteria to search for specific accounts 

Click on the ‘Company Quick Link’ to view all cardholders 
assigned to you 

Use the ‘Recently Viewed’ drop-down and click on ‘Select a 
Quick Link’ to navigate quickly to previously visited entities 

Once you have located the entity that you want to view 
transactions for, click on the relevant entity 

1 

2a 2b 

2c 

3 



 

           

         
     

            
      

  

 
  

 
 

SEARCH CRITERIA Advanced Search ) 

Date Range: From:* 07/08/2019 

To:* 06/09/2019 Im 
Date Type: Posting Date .. 

Data available starting 06/09/2016 

Transaction Amount: ■ to Account Name (contains): 

Tax Amount: 

Transaction Category: 

Transaction Reference Number: 

Acquirer Reference Number: 

Merchant Name: 

Diverted Transactions: 

Addendum Type: 

to 

-Transaction CategQfY.: 

.. 

Account Number (exact): 

Account Number: 

Account Type: 

Account Status: 

All 

All 
Account Closed 
Active 
Inactive 
Issuer Initiated 
Lost/Stolen 
Purged 

Transaction Type: 

All 

All 

All .. 
Exclude Accounts without Activity: ~ 

.. 

Merchant Category: -Merchant CategQfY.: 

I 
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Transactions and 
statement: 
transaction summary 

4 

5 

Choose the date range for the search, either by date range 
or billing cycle 

If you’re searching for a specific transaction, click the 
‘Advanced Search’ button to choose additional filtering 
criteria 4

5 

The maximum amount of data that can be searched at any one 
time is six months. The six-month period can be any time during 
the 36-month data retention period. 



 

         
        

   

   
          

   

           
            

 

 
  

 
 

■ 
SEARCH CRITERIA ~ > 

0.t• Typ,t, 

,rom · 15/05/2019 

To:• 06/09/2019 

........... 

,EARCH RESULTS 

-· .... u Bmlm!IA.......a Rfil 

l!Jlil 15/05/2019 

l!J • 17/06/2019 

l!Jlil 15/07/2019 

l!Jlil 15/0112019 

EIEJ 

-Jlla.· 

15/05/2019 

17/0612019 

15/07/2019 

15/0112019 

-DlAfCT Of&rT PAYMEHT THANK 
YOU 
DIRECT OEerT PAY'MEHT THANK 
YOU 
01~ Of&rT PAYMENT THANK 
YOU 
DlRfCT OE&rT PAVl4EHT Tl1ANK 
YOU 

- VAT Altern■t• Tax Affl01.lnt Alltmllt..Iu Additional :toI - .. ,. :toI .. ,. - lnformation llloll!lllrt 

(4,974 60) C:l 

■ (8,-410.22) C:l 
(6'1186) C:l 

(2,254 24) C:l 

... ,o,, .... m 

23

Getting started Implementation 
Transactions 

and statements 
Reporting User 

management 
Spending alerts About 

Account 
management 

Help 

Transactions and 
statement: 
transaction summary 

6a 

6b 

6c 

Transactions meeting the search criteria will display. Here you 
can view standard transactional information such as post date, 
transaction date, merchant description and amount 

For purchasing card programmes: 
The eligibility of the transactions for evidence of VAT paid will 
be made and display in the ‘VAT Eligibility’ column 

Any VAT amounts will display in the VAT amount field and the 
line item data can be viewed by clicking on the icon in the 
‘Additional Information’ column 

6a

6b

6c 



 

     

      
         
    

          

        

         
       

    

       

     

 
  

 
 

SEARCH REPORTING STRUCTURE 

• lndk..llft requlfed ffeld 

Sf ARCH CRIH RIA 

SEARCH RESULTS 

CJttlbotdtr Nam, a 

A AUCllONll 

A ANGU SMITH 

A 8AIIIIAUWAl.lY 

ACCOUNT STATEMENTS 
Aa::ount:SlattmtntswUldowniObd H POf 

2019 September Statement 

2019 August Statement ■ 

&ccownt Nwmbtr 
lOOOt·lOOOC-lOCXX-2'27 

XXXX·XX)()(•)OUOC·3056 

lOOCX·lOOOC·XXXX·2115 

filtlin 

951.9 KB 

949,2 KB 

QUICK l !NI< 

Jte«,nUy~: None 

City 

LD•DON 

HARROW 
MILTON KEYNES 

·■ 

St•t• country 

UHK UNITED KINGDOM 
UNI( UNllED ICINGOOM 

UNIC UHITED KINGDOM 

~ 

Vltwod 

NtvtfVitwtd 

Delivered Date 

11/09/2019 

ll/OB/2019 

St•tu, 
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Transactions and 
statement: 
view statements 
Customer and cardholder level billing statements will be available as 
PDFs in Barclaycard Corporate online servicing for Administrators and 
cardholders to view and download. 

1 

2 

Navigate to Financial > Account Statements 

Use the ‘Reporting Structure’ screen, search for the account 
you want to view the statement for. Recently viewed accounts 
will show in the ‘Quick Link’ section 

3 

4 

Once you have located the account, click on the account name 

Click on the relevant month to download the statement 

1 

2 

3 

4

13 months’ worth of statements are stored in the application. 
cardholders can access their statement directly from their 
Barclaycard Corporate online servicing homepage. 



        
        

    

    

      
       

        
 

                 

 
 

 
 

 
 

e 2. Report Name: Select report below 

Search 

My Exports 

Account ActMty 

* Cardholder Se f-Registrat,o Reoort 

Accounting and Reconciliation Reports 

(9 1, Reporting Entity. GBP DEMO Co,p COMPANY_IT 

ORG POINT ACCOUNT GROUP ACCOUNT 

Orq Po.ntNA~ Orp Point NAme 2 

Orq Po..nt Country 

I Select 

ReoonsTo 

Orq Po..nt Numbu 

FAVORITES 

* Card older SeJ,Reg,straton Report 
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Reporting: 
running reports 

The application provides a wide variety of standard, pre-defined 
reports to help you understand programme performance, supplier 

1 
2 

spend and cardholder spend. 

1 Navigate to Reports > Run 

2 Use the ‘Reporting Entity’ tab to search for the entity you want 
to run the report for via org point, account group or account 

3a Use the ‘Report Name’ section to select the report you want 
to run 3a 

3b Select the icon to add the report to your favourites 
3b 

3b 



    
          
      

      

     
       

    

    
 

  

 
 

 
 

 
 

e 3. Criteria: Selea cntena below 

Oa:•Trp• I Posbng 

R♦por::Trp• 

I Adob• POF 

Numbu Format 

I xx.xxx.xx 

Oa:• Format 

I 00/MM/YYYY 

e 4. Frequency: Once 

Once 

0 Daily 

0 Weekly 

0 Monthly 

0 Quarterly 

0 Reporting Cycle 

R•port P,.o:H 

·I 

I ·I 
·I 
·I 

From (00/MMIYYYY) To (00/MMIYYYY) 

I utos/2019 1§1 1 09/09/2019 

Sc edule O~set {in days) 

1° ·I 

0 5. Delrvery Options and Notifications: S~lffll lt"lboll & REBECCAIMRIEOBAACLAYSCORP COM 

SUpprHS EfflM NotiflC.ltJOnS 

~tna•I~~ 

Stnd ffl\ill nottrouon to; 

REBECCA.IMIUE~lAVSCORP.COM 

0 

J 
0/200 
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Reporting: 
running reports 

4 

4 

5 

6 

7 

Use the ‘Criteria’ tab to set the date type, report type, number 
format and date format for the transactions you want to 
export. Use the ‘Report Notes’ box to add any further 
information to the notes of the report 

Use the ‘Frequency’ tab to choose how often to run the report 
(once, daily, weekly, monthly, quarterly or reporting cycle) and 
the date range for the data to include in the report 

Use the ‘Delivery Options and Notifications’ tab to set where 
the report will be made available 

Submit the request 

5 

6 

7 



 

        

    

       
  

                

                

                 

                   

         

 
 

 
 

 
 

Dashboard ■ 
COMPLETED SCHEDULED 

borcloycord 

Hom• Fin•nci.AI Account Managu - Company User 

Dashboard 

COMPLETED SCHEDULED 

■ Name Site File Format Completed Date"' Acbon 

> Cardholder Setr-ReglSffabon Report 

) Appfover Summary Expense Report © 

76 24 KB t4 pdf 

831KB •Jxts 
13/0912019 

13/09/2019 

C 
■ Name Frequency From Date To Date Next Run Date o Action 

I CD 

Cardholder Self-Registration Report 

Approver Summary Expense Report 

This report 1s used by adm ,rnstrator.; to track 

the status, current assignment, days open, 

and total amount for all submitted ERM 

expense reports. 

Daily 

Once 

10/09/2019 

12/08/2019 

Dashboard 

10/09/2019 

10/09/2019 

COMPLETED SCHEDULED 

) Approver Summ.wy Expense Repoff © 

11/09/2019 OS 00 GMT 

11/09/2019 09 33 GMT 

8 31 KB 13/09/2019 tO A 
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Reporting: 
scheduled and completed reports 

2b 

1 Once the report has been submitted navigate to Reports > 
Dashboard to view the completed and scheduled report 

The ‘Scheduled’ tab displays the reports that are scheduled to be 2a 
processed 

2b The ‘Completed’ tab displays processed reports which will stay on 3 

the system for 30 days 4 

3 The icon can be used to duplicate the report 

The icon can be used to edit the report 

The icon can be used to auto renew the report 

4 The icon can be used to display more information on the report 

4 
5 To delete reports select the relevant report and click ‘Delete’ 

1 

2a 

3 

5 



 

            
     

       

     

          
          

  

           
    

     

 
 

 
 

 
 

■ 

User 

User Templates 

User Summary 

User Setup 

User Setup -
Non-Card Account 

Password Reset 

E-mail 

TEMPLATE LIST 

* Indicates required field ■ 
SEARCH CRITERIA 

Ust Templates by User Type 

SIA.JI.CH CJI.ITtlllA 

IJ9t T~tH by UMr Typt 

SEARCH RESULTS 

N. ettG, .,,..,..,...IE•"°'"WI 
"'"-t'""'1p~(Swwwd""-> 
A«o.,,,tGro,,ip~(~o.t,lllt 

T.«~.,..,..,,_. 

• Acc....-.rG,rt,up~ 

Attount Gtouo MINqllt 

A«ounl:Gtou,M~ 

_..__ 
~GroupM~ 

kardholder 

~iffih#Gi4 
Level Manager 

Account Group Manager 

Company Program Administrator 

-1......,.: IAAO.AYCAAO (41.L) 

1-: IAAO.AYCMO (ALL) 

SYM-o.flnotd IJMr'~• 

SY'l-o.fined VMI'~• 

WtUpc&.ted 

0S/20(201S 

07/0t/2015 
w2v201, 
ot/1>7/2016 

.... ,.,, 

UM.Usidatedlf -·­......... --.... ,.. 
...... .,, ~ 

commercialdemo.barclaycard.co.uk says 

Creating a new template from an existing one. ■ 

- Cancel 
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User management: 
templates 

The user template controls the tasks users are able to perform within 
the application. We have created a number of standard templates and 
you can create customised versions if needed. 

Navigate to User > User Templates 

Search for the user templates using the parameters. You can 
search by template name if you know the specific template 
needed or by user type 

Click on ‘Search’ 

To create your own template, select a user template to base 
the customer template on and click on ‘+’ 

A confirmation message appears. Click ‘OK’ to continue 

1 

2 

3 

4 

5

1 

2 

3 

4 

5 



 

           

           

  

           
       

          

 
 

 
 

 
 

USER TEMPLATE DETAILS 

• J-..IH reQUked f!.td ■ 
lemc,Mlte~. 

A-'9f'I t~• 10 

Rf PORTING STRlJCTURf AlJTIIORITlfS A 

Author-ity 

Account Information 
Account Status 

View Modify Delete 

(OST AIIO(ATION AUTttOM.ITIIS A 

Author-ity View Modify Delete 

~fault Accountlno Code Values 
- Account 
Default Accounting Code Values 
- MCC 
Default Accounting Code Values 
• Suppller Code 

fXPfNSf RfPORIINC,AUTttORIIUS A 

Authority 

Submit Expense Report 
Appr-ove Expense Report 
Approve Multiple Expense 
Reports 
Out of Office Acr-oss Compony 
Delegetlon 

View Modify Delete 

BAACI.AYCARO (AU.) 

G8P Of:MO Cori, COMPANY_IT 

ACCOUNI MANA<,fH. AUlttOH.IIIIS A 

Authority 

Account lnfor-matlon 
Account Nnme 
Account Address 
Account Author-lzetlon Limits 
Account MCC Group Limits 
Account Status 
Replncement Car-d Request 
ROQuest PIN Meller 
Close Account Request 
Authorization Activity 

View Modify Delete 

Rr PORTING ANO I MAIi AUTIIORITU S A 

Authority 

Report Templntes 
Cr-ente nnd Schedule e-mell 
E-mnll History for All Users 
Opt Out of E-mnll 

View Modify Delete 

MOttll t- St-RVJ< t-S A 

Authority View Modify Delete 

Maintain Receipt Pool 

■ 

--

29

7 

Getting started Implementation 
Transactions 

and statements 
Reporting User 

management 
Spending alerts About 

Account 
management 

Help 

User management: 
templates 

6a 

6b 

In the template name field enter the name for your template 

Check the boxes (view, modify and delete) that you want to 
enable 

Click on ‘Save’ 

6a 

6b 

The templates name needs to be unique among all templates so 
you may need to include your company name or another identifier 
in the name (this field has a maximum of 70 characters). 

7

7 



            

          

 

        
     

         

     

     

    

     

 
 

 
 

 
 

bacloycotd 

SEARCH REPORTING STRUCTURE 

....... -- .... 

---.. .......... 
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User management: 
creating users 

Cardholders can self-register but if you require additional 
Administrator access or need Managers/Approvers to access the 
systems, they will need a user ID to be created. 

Navigate to User > User Set-up 

Choose where in the hierarchy you want to create the user, for example: 

Company Level = Company Admin Users 

Org Point = Level Managers 

Account Group = Account Group Managers 

From the section, choose the entity where the user should be created. 

2a 

2b 

2c 

1 

2a 

2b 

2c 

1



 

         
     

      

 
 

 
 

 
 

borcloycord 

Home Financial Account Man.JQff RtpOftS Company lssu.r ■ ActMljes 

S.arch Reporting Structure User Setup 

USER SETUP 

• Jnd1cates required held 

-· EMME■ 

USER INFORMATION 

• Orsp11y Name: 

• First Name: 

• Wt Name: 

"UMrlO: 

User Type: 

• Ttmplatt: 

Entity Name: 

• E•ma1I Address: 

• Confirm E·mad 
AddrHs: 

Phone Number: 

Comp.any Program Administrator 

BC CPA All Accus (with SCRAM) 

NEWt.ANOS GIRLS' SOt00L 

Opt 0ut of E·mtd; No • 

lJMt' Status: ACTIVE 

■ 
REGIONAL SETTINGS 

Date and Time Settl~• 

• O.te Style: 00/MM/YYYY • 

• Time Zone; GrNn'Wich MHn Tim. (GMT) 

Number S.ttings 

2 • 

XX,XXX.)(X,. 

ADDITIONAL WFOAMATJON 

Add1b0Nil lnfonnatton: 

31
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User management: 
creating users 

3 

4 

Enter the user’s name, specify an ID, choose a template, enter 
the email address, confirm it and click on ‘Save’ 

Click on the ‘Reports List’ tab and check the reports that the 
user needs to have access to 

34 



 

            
 

     

     

  

  

            
 

 
 

 
 

 
 

USER SUMMARY 

• lndtc•t•• •~u....d field 

SEARCH CRITERIA 

Sean:.h By: U1er Type 

SEARCH RESULTS 

Page 1 of 1 Page m 

□ Rebecca Im,,. G01268085 Cudholdu UHr 12/09/2019 2 - Adv Rprt Cerdholder XXXX-XXXX-XXXX-3709 

□ Rebecca lmr,e G01268085 Compat'ly Progr•m Adm,tuttrator 12/09/2019 Company Progr11mm• Admin11tn,tor (Full AcCHI) 

Reb..:u Imrie GOl26808,CH C.rdholder UHr 

□ l1tvan Toth Level Manager 

□ lstvan Toth H04·02209 ■•'•m Adm~••~,., 
□ i•tv•nToth m 

□ lstvan Toth H0'4472209 •« 
Ac:bv• 

3 • Exp Rprt - C•rdholder (ERM) 

19/0U2018 Level Manager {Syltem Def■ 11lt) 

06/09/2019 Comp11ny Programme Administn,tor (Full -'<:CHI) 

31/10/2018 Cardholder {Sy1tem Oefaiult) 

01/07/2019 C•rdholdu (Sr1tem Oef11ult) 

XXXX-XXXX-XXXX-2◄27 

XXXX·XXXX·XXXX·00J0 
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User management: 
modify and unlock users 

From time to time, you may need to modify an existing user profile, or 
unlock their user account. 

Navigate to User > User Summary 

Use the search criteria to specify your search 

Click on ‘Search’ 

Here you can delete user(s) 

If the user is locked, click on the user ID to access the user 
information screen 

1 

2 

3 

4 

5 

1 

2 

3 

4 
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Gene~I MISH 

Upd•tes m•de to the User Role Inform• ·on sedion will only •pply to the role selected, 

x IndicatH required field 

USER INFORMATION 

• Display Name: Rebecca Imrie 

• First Name: Rebecca 

• Last Name: Imrie 

User ID: G01268085 

LHt P•ssword Ch•nge: 06/09/2019 11:32:53 GMT 

M&rH+i 
• Security Question: Where w•s your mother born, • 

• Security Answer: 

• E·mail Address: 

• Confirm E-mail 
Address: 

• P•ssword for E­
mailed Reports: 

Phone Number: 

Opt Out of E·m•1I: 

User St.tus: 

CHALLENGE QUESTION RESPONSES A 

REBECCA.IMRIE~BARCLAYSCO 

REBECCA.IMRIE~BARCLAYSCO 

(Changing report password does not impact 

your system password.) 
Show Report Password 

No • 

ACTIVE ■ 
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User management: 
modify and unlock users 

6 ‘Status Code’ 

Inactive – This means the user has not logged in to the system 
for 90 days. Change the status code to ‘Active’ 

Click on ‘Save’ 7 

7 

6 

If a user does not log in within 90 days, 
the user profile will be set to inactive. 



      

           
      

         
            

 

            
          

    

 
 

 
  

Company u-.", 

Reporting Company Site 
Structure Configuration 

Company 
Information 

c:omp.iny 
Contiquralion 

Account Group 

Cost Allocation 
Management 

News Selup 

Supplier 
MtJnagement 

Expense 
Report 
Milnagement 

Custom Reporting 
Cycles 
Maintenance 

Spendinq Alert!> 

Custom Dc1ta 
fields 

Sp•nding Alut Configuration Summary 

SPENDING ALERT CONFIGURATION SUMMARY 

GBP DEMO Corp COMPANY_JT • I HIGH STREET• LONDON, UNK S\Yl 4,\8 

All:RT St:TTINGS t:XIST fOR THI: fOllOWING t:Ntltlt:S 

Name 

Ol MO COfp COMPANY 1-

BAAAY >ON S 

DAVID BROWN 

l NI ITY IX( I USIONS 

Name 2 

CIiek Add to exclude enu from ~•no Aktrts 

11193064 

XXXX·XXXX·XXXX•0078 

XXXX·XXXX·XXXX·0030 

Reports To 

■ 

■ -
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Spending alerts 
Spending alerts are a really good way to control your card programme. 
You can configure parameters and when spend exceeds these, it 
generates an ‘Exception Report’. 

1 Navigate to Company > Company Configuration > Spending 
Alerts 

Spending alerts can be configured at any point in the hierarchy. 2 
Click on ‘Add’ to choose which entity they should be configured 
for 

If there are any accounts or entities in your chosen reporting 3 
level that you do not want the spending alerts to apply to, click 
on ‘Add’ to exclude them 

1 

2

3 



 

 

  

 

   

          

  

         

          
   

   
 

 
 

 
  

AVID BROWN• xxxx-xxxx-xxxX-0030 (~) • 1 HIGH ST• LONDON, UNI( SWI 4A8 

Total Daly Transacuon Amoont 

Total WffklY Transacuon Amo!Jnt 

Mad or Tefet)hOne Of"der 

lnt~met Tranwctlon 

S00.00 Tot•I Monthly Tr..-is.ct'On Amount 

Total Monthly TtaMactton Coonl. 

Whefl x, of the total Y •mount Is rNdMd' 

When )(~ of the total credit llfflit It rffChed 

.. MONTHLY T 

.. MONTHLY T 

■--
35

5 

Getting started Implementation 
Transactions 

and statements 
Reporting User 

management 
Spending 

alerts 
About 

Account 
management 

Help 

Spending alerts 
Choose the parameters you want to set in your spending alerts: 

4a 

4b 

4c 

4d 

4e 

Spending Velocity 

Merchant Alerts 

Transaction Category Alerts 

MCC Alerts 

Point of Service Alerts 

You can also set thresholds for the Merchant and spend type alerts. 

Click on ‘Save’ 

Once you have configured your alerts you need to schedule 
the following two reports: 
• Account Activity Spending Alerts
• Spending Alerts

4a 

4b 

4c 

4d 

4e 

5



 
     

          
     

           

        

 
 

 
 

 
 

■ Financial Accoun Manager Reports Co pany User 
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Account management 
Barclaycard Corporate online servicing Real-time Account Manager 
provides you with a real-time view of cardholder information, such as 
declined transactions, cardholder balance/availability and the ability to 
maintain accounts such as close cards, change limits and addresses etc. 

To access Account Manager navigate to Account Manager tab 1 1 



 

        
        

   

     

            
 

        
       

  

 
 

 
 

 
 

Account Manager • ·,, Company User 

Account Authorization 
Maintenance Activity 

Request Audit Detail 
Replacement Card Export 

Request PIN 
Mailer 

Reports 

AUTHORISATION ACTIVITY 

* 
Data available starting 25/08/2019 

Account Number XXXX-XXXX-8746-4734 Advanced Search 

from Date 

To Date 

16/09/2019 

DD/MM/YYYY 

24/09/2019 

DD/MM/YYYY 

* 
,m ■ 

11!1* 
liiiil 

■ 

~--------------------------------- ■·•· 
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Account management: 
view authorisations and declines 

Account Manager will allow you to view real-time authorisation and 
decline information for your cardholders, allowing you to quickly 
troubleshoot any issues and take the required action. 

Navigate to Reports > Authorisation Activity 

Enter the details for the cardholder you want to search for and 
enter the date range 

Click on the ‘Advanced Search’ button for additional options 
to locate the account if you do not know the full card number 

Click on ‘Search’ 
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2a 

2b 
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2a 
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SEARCH RESULTS 

Account Name 
Authorisation Transaction Request Request 
Date/Time Amount Type Disposition 

A B CARTER 24/09/2019 209.28 Purchase Approved 
06:40:27 

A BCARTER 24/09/2019 2.40 Mail/Telephone Approved 
04:04:17 Order 

A B CARTER 24/09/2019 7.92 Mail/Telephone Approved 
03:49:50 Order 

SEARCH RESULTS 

Account Name 
Authorisation Transaction Request Request 

Disposition Date/Time Amount Type 

Datemme 
Currency 

Merchant City 

Merchant Postal Code 

Decline Reason 

Limit 

24/09/2019 
06:40:27 

Available Money Before Authorisation 

Exceeded Velocity Counters 
Bad PIN Attempts 

209. 28 Purchase 

24/09/2019 06:40:27 

826 

CHICAGO 

606160000 

CARTER/A 

5,000.00 

5,210.76 

Approved 

■ Response Reason 

APPROVEO 

APPROVED 

APPROVED 

Response Reason 

APPROVED 

Authonsation Amount 

Merchant OBA Name 

Merchant State 
Merchant Category Code 

Card Expiry Date 

Balance at Authorisation 

Merchant 
category 
Code 
(MCC) 

7011 

4121 

4121 

Merchant 
Category 
Code 
(MCC) 

7011 

Cash Available at Authorisation 

PIN l.Jm1t Exceeded 

Page 1 or 1 Page II 

Merchant Name Currency Details 

■ CHICAGO SOUTH POUND 
LOOP HOT STERLING 

UBER "TRIP POUND 
STERLING 

UBER * PENDING POUND 
STERLING 

Page 1 of 1 Page II 

Merchant Name 

CHICAGO SOUTH 
LOOP HOT 

209.28 

Currency 

POUND 
STERLING 

CHICAGO SOUTH LOOP HOT 

IL 

7011 

02/01/2022 

5,001.48 

0.00 

38

Account management: 
view authorisations and declines 

4a 

4b 

View the decline. The reason displays in the ‘Response 
Reason’ column 

Further information can be obtained by clicking on ‘Details’ 

4a

4b

4b 

The last 14 days with authorisations and declines will show 
on the application. If you want historic declines run the 
decline report by navigating to Reports > Schedule Report > 
Authorisation Decline Report. 
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Account management: 
view authorisations and declines 

The following table details the commonly occurring decline reasons and the actions that can be taken to prevent further declines. 

Reason Decline description Action to be taken to enable spend 

Not enough available 

MCCG 
excluded/included 

Single purchase limit 
exceeded 

Overlimit 

Offline PIN blocked 

Invalid CVV2 or CVC2 

Invalid expiration date 

The cardholder currently does not have enough available 
credit to complete the transaction. 
The merchant category code for the merchant that the 
cardholder is transacting with is not included in their 
Merchant Category Code Group (MCCG) assignment. 
The cardholder is trying to make a purchase for a value that 
exceeds the single transaction limit assigned to the account. 

The cardholder is attempting to make a purchase but they 
are currently over their credit limit. 

The cardholder has entered the PIN incorrectly three times or 
more and therefore locked their card for use with Chip and 
PIN-enabled merchants. 

An invalid card security code is entered. This is the last three 
digits on the signature strip on the reverse of the card. This 
usually occurs with online/telephone transactions. 

An invalid card expiry date has been entered. This usually 
occurs with online/telephone transactions. 

Programme Administrator to increase the cardholder’s credit limit. This 
can be done by Barclaycard Corporate online servicing. 
Programme Administrator to amend the cardholder’s MCCG to one which 
contains the MCC for the merchant. 

Programme Administrator to amend the single transaction limit assigned 
to the cardholder’s account. 

Programme Administrator to increase the credit limit assigned to the 
cardholder’s account. This can be done by Barclaycard Corporate online 
servicing. 
The cardholder needs to go to a UK-based ATM and choose to ‘Unlock 
PIN’ from the ‘PIN Management’ menu. If the cardholder is outside of 
the UK, they should contact the call center for further options. 

Merchant/cardholder to check the security code being used and validate 
that it is correct. 

Merchant/cardholder to check the expiry date being used and validate 
that it is correct. 
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SEARCH REPORTING STRUCTURE 

QUICK LINKS 

Recently Viewed: None 

Wfi-il+·i&I 

SEARCH RESULTS 

P.lllge 1 of 1 P.lllge m 
C,i11rdholder C.illrdholder Account Number City St.lllte Country Reports To Sbtus 
N.illme 1 N.illnle l 

A ALICE JONES XXXX-XXXX-XXXX-2427 LONDON UNK UNITED Active 

■ 
KINGDOM 

A ANGIE SMITii XXXX-XXXX·XXXX-3056 HARROW UNK UN1TEO Active 
KINGDOM 

A BARBARA WALEY XXXX·XXXX·XXXX-2815 MILTON KEYNES UNK UN1TEO Active 
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Account management: 
account maintenance 

The ‘Account Maintenance’ page allows you to make edits to your 
cardholder profiles, for example, the address, closing a card and 
amending credit limit (temporarily or permanently). 

Navigate to Account Manager > Account Maintenance 

Use the search criteria to search for the required account 

Click on ‘Search’ 

Choose the required account from the search results 
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2b 
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ACCOUNT MAINTENANCE 
• Indicates reQuired field 

ACCOUNT INFORMATION ,.. 

Account Number 

Name 1 

Embossed Line 1 

Name 2 

Embossed Line 2 

Accounting Code 

XXXX·XXXX·XXXX-6271 

UMITTD 

Correspondence Address 

Address Line 1 

Address Line 2 
City 

State 
Postal Code 

County 

Country 

Employee ID 

Email Address 

Date of Birth 

ROBERT ROBINSON AVENUE 

UNITED KINGDOM 

m 

PHONES ,.. 

Home Phone Number 

Work Phone Number 

Work Phone Extension 

Mobile Phone Number 

Fax Number 

m 

TRANSACTION LIMITS A 

Single Transaction Limit 

Cyde Number of Transactioos 

Cyde Amount 

Daily Number of Transactions 

Daily Amount 

Moothly Number of Transactions 

Monthly Amount 

o.oo 

o.oo 

o.oo 

o.oo 

STATUS ,.. 

Processor TSYS-152 

Account Type Individual 

Biltino Type Coroorate 
Card Account Status 
Induded 
PG/Y - Product Change 
DT/Y - Debit Activity Today 
AT/Y - Active Today 
AV/Y - Active This Cyde 
FU/PU - First Use Was Purchase 
MA/Y - Active This Month 
OA/Y - Active Since Opened 

!'Y.~ -~.~ne~ .TY_~ Account 

m 

■ 

CREDIT LIMITS ,.. 

Current Balance 

Available Limit 

Previous Balance 

Disputed Amount 

Current Amount Due 

Days Past Due 

Credit Limit 

Temporary Credit Limit 

m■ 240.30 

32,260.00 

1,330.07 

0.00 

0.00 

25,000.00 
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Account management: 
account maintenance 

4 

5 

6 

To edit the address, click on ‘Edit’, maintain the address and 
click on ‘Save’ 

To close the account click on ‘Edit’ and move the closed status 
to the selected box and click on ‘Save’ 

To change the credit limit, click on ‘Edit’ and amend the limit. If 
you choose to amend the temporary limit specify the end date 
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5
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barclaycard 

■ F;nancial Account Manager 

HOME 

User Role: 

ACTIVITY 

Account 
Maintenance 

Request 
Replacement 
ea.-.1 

Request PIN 

SEARCH RESULTS 

C.illrdholder C.illrdholder 
N.illme 1 N.illme 2 

A ALICE JONES 

■ A ANGIE SMITli 

A BARBARA WALEY 

SEARCH REPORTING STRUCTURE 

SEARCH CRITERIA 

S•ardi By, 

Account Number City 

XXXX-XXXX·XXXX-2427 LONDON 

XXXX·XXXX·XXXX-3056 HARROW 

XXXX·XXXX·XXXX·28l5 MILTON KEYNES 

QUICK LINKS 

Recently Viewed: Non• 

■-
81ii-ii+ I' A 

P.lllge 1 of 1 P.lllge m 
Sbte Country Reports To Sbtus 

UNK UNITED Active 
KINGDOM 

UNK UNITED Active 
KINGDOM 

UNK UNITED Active 

.... 
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Account management: 
order replacement card 

If there is a problem with the cardholder’s card, such as a faulty magnetic 
stripe or chip, you can order a replacement card for the cardholder. 

Navigate to Account Manager > Request Replacement Card 

Use the search criteria to search for the required account 

Click on ‘Search’ 

Choose the required account from the search results 

Enter the reason for your request and click on ‘Request 
Replacement Card’ 

1 

2a 

2b 

3 

4 

1 

3

2b

This function should not be used where a cardholder loses their 
card or suspects fraud. These replacements should be made by 
calling the number on the back of the cardholder’s card. 
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barclaycard 

SEARCH REPORTING STRUCTURE 

QUICK LINKS 

Ff -ii+ 161 

SEARCH RESULTS 

P.lllge 1 of 1 P.lllge Iii 
C.illrdholder C.illrdholder Account Number City Sbte Country Reports To Sbtus 
N.illme 1 N.illme 2 

A ALICE JONES 

■ 
XXXX-XXXX·XXXX-2427 LONDON UNK UNITED Active 

KINGDOM 
A ANGIE SMITli XXXX·XXXX·XXXX-3056 HARROW UNK UNITED Active 

KINGDOM 

A BARBARA WALEY XXXX·XXXX·XXXX-2815 MILTON KEYNES UNK UNITED Active 

■ 
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Account management: 
order replacement PIN 

If your cardholder cannot remember their PIN you can request PIN 
replacement via Barclaycard Corporate online servicing Real-Time Account 
Manager. 

Navigate to Account Manager > Request PIN Mailer 

Use the search criteria to search for the required account 

Click on ‘Search’ 

Choose the required account from the search results 

Change ‘Send PIN Mailer’ to ‘Yes’ and click on ‘Request 
PIN Mailer’ 

1 

2a 

2b 
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barcloycord ■ c;-..s-.,,1~1..,......, c..w:.u.lu,p11I 

AAporu Co"l'lp•nr UHr 

elearning Training Materials 
5H quick viCeo demonstrations of common tub 

• Online Help 
54!arch for specific futurti in onhne user 9..1ides ■ 

Tools fOl" issuer and corponte miners to teach users about the application 

User Guides 
Rud full doo..mtilta on for the application 
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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. 

1

Choose ‘Help’ from the main menu 

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

2
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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. 




