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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.

You can navigate easily through
this document by clicking on the

tabs in the header of each page
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G e tti n 9 s ta rted : | mws _— Log into your account

first time login

(i) You'll notice there's a different way to securely access your account.
T ided pDrotection when accessing anla
count
the first time, please use the

To log in to your Corporate online servicing accounts, |
you'll need your PINsentry card reader and your Your detai .
Barclaycard Corporate card or Authentication card.

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

You'll then see a ‘Log into your account’ screen. Enter your
username or email address and press ‘Next’ to move on to
the verification screen o /
Don't have your username?
If you don't have a username or haven't used online -

e - > @ barclaycard VISA
servicing before, press ‘Not got your username? Corporate

= )

On the next screen, enter your surname and the card S
number from your Barclaycard Corporate card or 5312 FHle 345k

YEAR MONTH  YEAR ol

Authentication card. Then press ‘Submit’ R 05 /20 E=05/23

ANSON BUTI DTNG SFRYTCES

70058

T ANSON



barclaycard.co.uk/business
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Getting started:

first time login

-
‘ )

Log in to your account

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

Start by entering the last four digits of your card into the
box on the login screen T ¥ BARCLAYS | %) barcioyeord

Insert you Barclaycard Corporate card or Authentication
card in the card slot, chip-end first. Then press ‘Identify’
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Getting started: s

first time login

@ BARCLAYS | %) borcloycord

Tap in your card’s four-digit PIN and press ‘Enter’ ’BBL' ’gq ,

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
screen and press ‘Submit’

=

1984 1976
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first time login

If this is the first time you've logged in, you'll also be
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
you'd like to visit by hitting ‘Take me to my account’

Customising

Interface files Reports .
settings

Welcome to your online services

¥

el $57

e S e

Further help
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Getting started:

first time login

If you have more than one account on any of the
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.
If you're having trouble logging into your account,
please contact us on 0800 008 008 or

+44 (0) 1604 269 452 from abroad

Choose account

Please select Please select



tel:0800%20008%20008
tel:+44%20(0)%201604%20269%20452

Getting Administration Account File Interface files Reports Customising

Introduction )
started mManagement management settings

Further help

Getting started:

finding your way around

Administration - an area that gives you access to administrative Q) barclaycard - v . Rabecca
tasks, such as employee management and data extracts .

= t ADMINISTRATOR =i Announcements

Reports - access to a suite of reporting functionality that helps # Pinned . Transactions . 1508201010 14092010 | Issuer Message
you to analyse your company'’s spend

Profile management menu - a menu box where you can access
a range of functions, such as; changing your password and 220
altering the language settings

For more information on PSD2, please

click

Transactions Debit (GBP, Creot (GBP
< ) 527 NC

Issuer message - information from Barclaycard about any 220 62,405.72 62,058.03
changes to the system 5\
Pinning function - the menu lets you pin the items you use pecount Hanagement . s

most often 19

Transactions - displays items that require coding or manager
review/approval

Account management - displays the card accounts that are
active and unmapped within the system. Also provides a link to
card management screen
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5 Instance Management > Account Management

n File Management > Card Activity
Period Management > Email Management

7 Configuration Management >

ﬂ Data Extract Management >
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Overview Administration Overview
Instance Management Account Management
File Management Card Activity
Period Management Email Management

Configuration Management

NN N

Data Extract Management

The foliowing diagram represents how your organisation is pieced together. If at any time you require any more information or help piease contact your main administrator or heip desk
Charge Codes

Charge Groups
13 e =
Employees
* Approval Roles

Rate Groups Rate Tables
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Instance Management > Account Management
File Management > Card Activity

Period Mananement Email Mananement
Configura Organisation

Data Extri

The following diagram represents how your organisation is pleced together. If at any time you require any more information or help piease contact your main administrator or help desk

Charge Groups Charge Codes
* Report Groups Reports
Employees
* Approval Roles

Rate Groups Rate Tables

&) Employee Search

Empioyes 10

Manager Detadls -
Employes Forename
Empioyee Surname Manager Forename
Usemame Manager Sumame
Company Unit AR v Management Level v
Account Numbet
(Last & Digits) Group & Role Memberships v
ACCOUNt HOISr Win v
Login Disciamer Acceptance -

System Login Rights Date Ranges =

Yes Passweed Expred

No Exclude Account Locked Additional Fields & Sort Order =
-8
Lock Status
1 Locked by Date

Manuasy Lockea

Foegotten Password

Return Resuts Top 20 v
Group by Company Unt
Selected Unt Only

Export mode 3
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Employee Administration Search
View your organisation's employee details Back
Employees matching search criteria n
| Employee Name Access Level Last Login
) Cardhoider General 06/08/2019 12:00:54 BEELALAOL
1 Test No Access - 2] 2
| Account Manager No Access - 4 3
] Adam Amons Administrator - DE=ATR
) Adia Nord No Access - 3] 2
) Amanda Hadden No Access - B s Ea
) Andrew Howden No Access - BsE-L
Emma Alderson Administrator 141122017 1257:08 B EHLr2,rPO6
Maria Hurd General 101052016 125244 B TWLlrHs

Add new employee Exportto: Excel PDF HR Format
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The foliowing dsagram represents how your organisation is pieced together. If at any time you require any more information or help piease contact your main administrator o help Cesk

"

Further help

Charge Groups Charge Codes
o Report Groups Reports
Employees
* Approval Roles
Rate Groups Rate Tables

Ben Ashton No Access B S &

Cardhoider Reporting General 13/07/2018 10:13:17 @ = E] 5 ¥ ) c.j o
Cardholder User General 17/07/2018 17:14:05 B ETEL2/, «»
Cardholder 2 Cardholder 2 General 24/04/2019 12:46:58 BSELALAO
David Adeniyi Administrator 14022014 13:4429 BISAEE W ACK)
Emma Alderson Administrator 14/11/2017 12:57:08 B YLrlrPHa
Maria Hurd General 10052016 12:52:44 B EFLAAlAP@04

Manage selected employees  Add new employee

Exportto: Excel PDF HR Format

&) Insert Personal Details

Empioyee 10 *
Forename

Surname

Micdie Name

Emad Address

Emad Acdress 2

Phone Number

Comopany Unit

Home Country Code

Create Cash Card

Date Departing 3

For securty reascns betore saving you need 10 enter yOur CurTent password
Your Password .

Growp and Role Membership

Charge Grop
Report Group
Agproval Role
Rate Growp
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The diagram how your is pieced together. If at any time you require any more information or help please contact your main administrator of help desk

Charge Groups Charge Codes
* Report Groups Reports
Employees
* Approval Roles

Rate Groups Rate Tables

Employee Administration Search

View your organisation's employee details Back
Employees matching search criteria
Employee Name Access Level Last Login
Cardholder General 06/082019 12:00:54 BsSELLAOL
1 B w2
Personal Details Report
Adia (Adm07) Nord B W2
4 [DE-RTI0 §
Charge Cooes
——
pont G Reports
x Approve Rokes Apgrovel Rutes
Rate Groups
e Access Rights
Management Codes

Administration

Detoun Codes

At History 5
Securty General System Rights

Emat Manageenent User Right - Centratised Travel Management V]
User Right - Data Extract
User Right - Delegate Approval Roles
User Right - Delegate Cards Cal
User Right - Edtabie Reports
User Right - Enable Report Scheduling
User Rght - Manage Company Expense Templates
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Ve Admnntraton v Accounts Experses  Stalements v Reports v

F e Management

Management

son Managesnent

Data Extract Management

—
Module - Account Hierarcy

Module - Company Unit

o ) ) _ Headquarters
This administration module allows you to modify your company unit settings.

As an administrator you can modify the details of this company unit and its location
within your organisation's company hierarchy

l£J Insert Company Unit Company Unit  Headquarters Edt

Parent Unit [No Parent] v

:

Headquarters
Kevs Test Company

Member Employ

S
No Managers Selected

Customer Servicing Raymond Fagan i
Rabecca Manchl B AdgManager
Regina Ottinburger iy
Richard Painter i, Managers - Level 2
Rick Wallace i No Managers Selected
Rita Micheals b Add Manager
Roberto Gaci iy
Rosie Smith i x:a:a‘:;'s - é.;:;::
Rowan Wright y
Ryan Forde #  AddManager

Add Employes
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Q barclaycard Home  Administration ¥  Accounts ~ Expenses  Statements v

Company units
Type in company unit name Q Add company unit n

> Corporation1 8 units

x ASS COMpany we
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. x France (CLN)
Company units
o _ Details Y
FUR (CLN) France (CLN)
v Corporationl &
Manage employee
vV CON 2w
VRGN Manager Jevel 1 Add
> France (QN) Junts Manager bevel 2 Add
> Germany(CLN) June Manager bevel 3 Add
> Ry Ny t Employees i
> Netherlands (CUN)
7 Spenity
> GeRCLy
i x France (CLN)
Company units

o et e

W Comporatonl  Sunt

Name mpioyee 10 Company un
V. QN 2unit
7 A Adam Amons ADM-O1 Jnatiocated * Add
v OERCN
> France (N 3 units AN Ada Nord ADM-07 v ¢ asd
> Germany (CLN) 1 une M Amands Madden ADM.08 socated * Add
> may@n
an Andrew Howden ADM-04 ahccated o Add
> Nethertands ((LN)
M Anta Arsen ADM-02 socates . Add
> Spain(CLN) Tune
> GBAN) M Anne Batey ADM-03 abocated * Asd
> n
M Anthomy Rodricks ADM-06 F . Asd
> K 2
W Antomette Naude ADM09 Inatiocated * Asd

N e
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Instance Management > Account Management

File Management > Card Activity
Period Management > Email Management
Configuration Management

Data Extract Management

g Account Search Report mode: Employee Account VI W

:\Lcacst:lgﬂo':gl:g\bef Account Details ¥
)

Account Issuer | Barclaycard - UK v
Account Mapping v/ All accounts

Mapped accounts only
Account Status v Unmapped accounts only

Account Activity v/ All accounts
Used accounts only
Hierarchy Node | [All] - Unused accounts only

Account Type [All Types] v

Forename Account Date Ranges -

Surname
Account Limits -

Additional Fields -
Export File Name

Export File Type v Report Templates -

Result View Grouping Restriction
Summary - Issuer v Unmapped Details
Summary - Hierarchy Node

Account Listing Selected Node Only
Employee Setup Assistant
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Account Search

All accounts matching your search criteria are listed below

Account Issuer Unmapped Open Closed Expired Other Blocked

Barclaycard - UK 1 19 - - - -

lcon | Description
Total n 1 19

Export to Excel Export to PDF
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Account Management 1

File Management Card Activity

Period Management

Juration Management

Data Extract Management

9 Account Search Report mode' Employee || Account i/ @
ra‘;‘f ID’;‘:\':br Account Detalls -
Account Issuer | Barclaycard - UK v
| Account Mapping accounts
Account Type (A3 Types] ¥ lapped accounts only
Account Status v nmapped accounts ondy

Account Activity v  All accounts

Used accounts only

Hierarchy Node | [AX] - Unused accounts only
Forename Account Date Ranges -
i Account Umits -

Additional Fieids -
Export File Name
Export File Type ¥ Report Tempiates

Account Search
Result View Grouping Restricton
4 All accounts matching your search criteria are listed below
Summary - Issuer v/ Unmapped Detals
Summary - Herarchy Node
Account Listing Sesected Node Only
Esployes Sehp Astisiuol Account Issuer Unmapped Open Closed Expired Other Blocked
ar
Barclaycard - UK 1 - - -
: 3
Total 1 - - -

Export to Excel Exportio PDF
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Account Search

All accounts matching your search criteria are listed below
Filter &
Account Issuer Account Node Status Employee Name Account Name Account Credit Limit Spend Limit n
Barclaycard - UK EXECUTIVE Open by Sarah Henderson 0002 1,200.00 120000 © 1 5
Barclaycard - UK EXECUTIVE Open n; Penny Malone 0003 7.600.00 760000 © 25
Barclaycard- UK  EXECUTIVE Open evin Colller Robin Bird 0001 1,200.00 120000 @ 2L %
Barclaycard- UK  HUMAN RESOURCES Open Cardholder Reporting Ann Mullins 0004 700.00 70000 @ 1 5

&) Employee Search

Please search for the desired employee. Please note only the first 5¢
records will be returned from your search.

Employee ID |
Forename

Search result:

Employee Name

9999999 Cardhoider n i

emp-002 Test b
b

man999 Account Manager
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unt Search Report mode: Employee [ | Account ¥ W

Q/

Account Number

(Last 4 Digits Account Details =
& Management Account Management 1 Account Issuer  Barciaycard - UK v
Account Magong v Al accounts
File Management Cara Activity Account Type | [A3 Types] M Magped accounts only
Penod Management Email Management Account Status k2 USeaepan scooims ooy
Account Activity v/ Al accounts
Iguration Management Used accounts only
Dat. aract " Haerarchy Node | [AN] - Unused accounts only
Data Extract Manageme
Forename Account Date Ranges -
eny Account Umits -
Asozonal Frelds -
Export Fée Name
Export Foe Type v Report Templates &
Result View Grouping Restricson
Summary - Issuer v/ Unmapped Detals
Summary - Herarchy Node
Account Listing Selected Node Only
Empioyee Setup Assistant
Search 2
Account Search
All accounts matching your search criteria are listed below
Filter @
Account Issuer Account Node Status Employee Name Account Name Account Credit Limit Spend Limit 3
Barclaycard - UK EXECUTIVE Open Claude Sorsby Sarah Henderson 0002 1,200.00 1,200.00 [%) . X ‘5
Barclaycard - UK EXECUTIVE Open Kevin Collier Penny Malone 0003 7.600.00 7.600.00 (i} 1 5%
Barclaycard - UK  EXECUTIVE Open Kevin Collier Robin Bird 0001 1.200.00 1.200.00 o 2 ‘5
Barclaycard - UK HUMAN RESOURCES Open Cardholder Reporting Ann Mullins 0004 700.00 700.00 (i ] 2 b
Barclaycard -UK  HUMAN RESOURCES Open Carla Acemo Amanda Crosby 0005 3,500.00 3.50000 (i ] 2%
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&) View & Maintain Account Details n

Decganon

Account Number Fidk - Rk - Ak - 1503 5a
Card lsauee Barciaycard - UK

Mapped Emgioyee Smim

Bl Type: Indridusl Siked

Parmanant Crede Limit 4,000 Change Permanent Credit Lot
Temporary Credit Limit Change Temporary Credit Limit 5d
Teanporary Credit Limit Padod

Single Transacton Limit Change Singke Trarsaction Ll

il Spend Control Group Nl {Inchiding Cash) Changs Group

Activation Date w2017

Exparation Dale 02022

Cardhoidet Name SMITH

Date of Birm 24101867

4 Company Address

Address Usage: Gard and PIN Change Address Lisage
5F
il Contact Desafts . Change Gontact Details
Address Usage: Seement Change Address Usage
Correspondence

4 Aternattve Contact Detalls

Address Usage: -

Tranaaction Monitaring Limit Change Transacson Mondocng Limit

View Ausnonisasions & Declines

Cese
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Overview Bl Agministration Overview
Instance Management Account Management .
File Management Card Activity

Penod Management Email Management
Confguration Management

Data Extract Management

g Account Search Report mode: Employee Account [V
Q_‘:sol:m[,?g‘:g )Der Account Details v
Account Issuer | Barclaycard - UK v
Account Mapping v All accounts
Account Type [All Types] d Mapped accounts only
Account Status v Unmapped accounts only
Account Activity v, All accounts
Used accounts only
Hierarchy Node | [Al) 3, Unused accounts only
Forename Account Date Ranges -
Surname
Account Limits -
Additional Fields -
Export File Name
Export File Type v Report Templates a
Result View Grouping Restriction
Summary - Issuer v/ Unmapped Details
Summary - Hierarchy Node
Account Listing Selected Node Only
Employee Setup Assistant
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Overview Bl Agministration Overview
Instance Management Account Management .
File Management Card Activity

Penod Management Email Management
Confguration Management

Data Extract Management

g Account Search Report mode: Employee Account [V

Q_‘:sol:m[,?g‘:g )Der Account Details v
Account Issuer | Barclaycard - UK v
Account Mapping v All accounts
Mapped accounts only
Account Status v Unmapped accounts only

Account Activity v, All accounts

Used accounts only
Hierarchy Node | [Al) 3, Unused accounts only

Account Type [All Types] v

Forename Account Date Ranges -

Sumame
Account Limits -

Additional Fields -
Export File Name

Export File Type v Report Templates a

Result View Grouping Restriction
Summary - Issuer v/ Unmapped Details
Summary - Hierarchy Node

Account Listing Selected Node Only
Employee Setup Assistant

ea B
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>
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> Account Management
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Email Management

Customising

settings

Further help
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stration - Email Management

Manual Emads Manual |

o]

The Email Management Module provides you with 3 comprehensive 100kset 10 Send both manual emad noticatons, as well as

setup and configure a range of automabc emad NOUICAtON services

-
|
User ID for Barclaycard Spend
B Management
<) Automatic Email - Create New
r
General Email
Actvates v | Enable Opt-Out
Only Completed Periods
Acce
. M ) Ddiect
- pe
y A N Send . v
Emad t
P, 1 . v
A e Serder Address n
Berctreply (B Vperamanageeent Lar (e Card (O UA
Se Name e 2
Barclaycard Spend Maragement
Reply Address o
Scrctrepty ( speramanagement tar Carycand o b
Frequency Type v

n
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Administration - Email Management

Manual Emais Manual Log

The Email Management Module provides you with a comprehensive toolset 1o send both manual email notifications, as well as
setup and configure a range of automanc email notfication services.

Automatic Emai

Barclaycard - UK

rd Spend

User ID for Barclaycard Spend
j Management

&) Componen

ottings

Transaction Components Demerit Module Components
o ADproval Action Required - Summary Dement Nobficaton - Carahoider

Approval Requred Acton - Detad List Demerit Nobficaton - Company Unt Manager

Approval Requred Acton - Quick Approval Demerit Notficaton - Company Unt Manager 2

Transaction Acsion - Account Hoider Coding Demacit Nobficabon - Company Unit Manages 3

Transacton Event - Approved Demarit Notfication - Direct Manager

Transaction Event - Question Posted Demacit Nobfication - HR Manager 2

Transaction Event - Response Made Demerit Nobification - HR Manager 3

Transaction Event - Submi for Approval
Status Components

Statement Components Status - Manager Emgioyee Spend - Summaty
Staternent Action - Approval Required Status - Manager Employee Spend - 1 Month
Staternert Event - Approved Status - Manager Emgioyee Spend - 7 Days
Statement Event - Question Posted Status - Unmapped Accounts

Staternert Event - Response Made Status - Taxaton Unchecked Transactions

Status - No Image Uploaded - Transactions
Expense Report Component

Expense Report Action - Approval Required Access Right Components

Expense Report Event - Approved Access Rights - Access Right Removed from Admin
Expense Report Event - Question Posted Access Rights - Access Right Removed from User
Expense Report Event - Response Mace Access Rights - Access Rights Added to Admin

Access Rights - Access Rights Added to User

Instance Management Components  Access Rights - Admrsvason Access Granted

Employes - Empioyes Creeled Access Rights - Administration Access Revoked

Empioyee - Send Password Emad v

Empioyee - Send Usemame Email Trigger Components
Trigger - Statement Reacy or Penod Complete
Report Scheduler Components Trigge - Teansaction Amount - Cash Wendrawal

Réport Schaduier Evest- R Oeivaied Trigger - Transaction Amount - Personal Payment
Trigger - Transaction Amount - Putchase
Escalation Email Components Trigger - Extract

HR Manager 1 - Approval Action Required

HR Manager 1 - Coding Action Required
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File management:

the vault

The Vault is a secure area within Barclaycard Spend Management
where you can securely upload and download files.

Administration > File Management > The Vault

Within ‘The Vault’ you'll be able to access a number of areas such as:

Inbox - This is where any files that you load into the system wiill
The Vauit allows you to securely upload and download files. Please note we take no liabikty for the files located within your Vault area, we do not recommend you use this area for backup

a p pea r purposes, and old files will be automaticaily removed. You may only transfer XML XSL TXT DOC DOCX XLS XLSX CSV GIF JPG TIF PDF PGP ASC or ZIP files. Please be patient as
this area is heavily encrypted, and please zip large files

Outbox - This is where any extracts or data downloads will be

. W 1nbox . older Size kb
available for you to download = oo o Iox Foe sz
i Documentatior
. . . . . . . :- : . & Upload File Move all to Trash
Documentation - This is where you will find electronic copies bl = ” 2o
of all the support material available to you, including all user ) Webiar HR fl 28032010 x5 18 20032019 09.2435 8o
] Webinar CC file 28032019.xisx 2M 29/03/2019 09:24:21 L+ N <)

guides for Barclaycard Spend Management, as well as the latest
release notes for the platform itself
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This is used to upload employee data to the system, including employee name, ID, email address and report

group name (level of access). If you need to update lots of information on users, we recommend you use the file
to do so, rather than updating each employee record individual

The Card Mapping (CM) file links employees to their card accounts. This is typically only used at set-up, and we'll

help you to create these files. If you need to map new employees to new accounts, we suggest you do this online
using the card mapping functionality

This is used to assign user names and passwords to each employee, providing them with their unique login

details, where you need to do this in bulk. Again, this is typically only used at set-up, but you may want to use this
if you have a large batch of new users to add
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Introduction

& Administration

Overview > The Vault e

Instance Management > Data Download
[ Al Management |
Period Management >
Configuration Management >
Data Extract Management >
Vault
I B b () 1w+ &Downiosd BIMove B Deiete (D Process fie et 050 ey s
o s O® Teves —— SSsoe
pascsmplophr etz
@ Oocumentaton s
B e E{i‘:".’ﬂ."‘i‘u‘“’::.
Wik mEmmTIm
Q At Search

= B

(] ttiesseiected & Download BIMove @ Delete () Process file

HR File VCC.xIsx
¢ 17K8
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This behaves the same as the Account Management
function within the administration menu and allows you
to view and search for specific accounts

This gives you the ability to see which cards have
expired, are due to expire and where employees have
left or are leaving the organisation

This gives you and your auditors an overall view of your
organisation’s total spend and tax details for a given
period

This allows you to view the most common suppliers
where your employees are spending, helping you to
identify where potential cost savings could be made

This allows you to analyse spending patterns across the
organisation, and help to manage your collective
spending

This allows you to review individual transactions either

at an employee level or across the company, helping to
identify any potential misuse

This allows you to view information about the busiest
city-to-city journeys that your employees make to
manage your travel more effectively

This allows you to understand how much paper you are

saving your organisation by using Barclaycard Spend
Management
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This alerts managers to employees who have made a
transaction significantly greater than their average
purchase, potentially identifying any fraudulent use

This allows you to see any infringements made on the
daily transaction limit for a specific supplier

This allows you to keep a record of the number of
actions carried out within the system, including updates
to cardholder information, change of access rights etc.
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ard Home Administration v Reports v

Scheduled Reports

My Information

Company Administration

Usage and Monitoring

Transaction Search - Company

Enhanced Data Analysis

Spend Wizard Analysis

Spend - Employee

Suppliers - Company

Suppliers - Employee

Suppliers - Top Spend

Analysis - Company

Analysis - Emplovee

Customising

settings

Further help

Analysis - Exp
City Pairs Rep

Environmental

2rs - Top Spend

<) Sup

Account Issuer Barclaycaed - UK
Statement Period 151082019 to 14092019
Account Type (Al Types]

Hieratchy Node (AY)

Meschant Group
Merchant Category

Start Date
End Date

® Posting Date ) Transaction Date

Sort Report By

® Total Spend
Supplier Name
Transaction Count

Rank Suppiers Top 10 Supphers

Selected Node Only

==

Currency & Amount

Source Currency
Biling Currency
Biling Amount

Coding Information
Additional Fields

Report Templates

Report mode

Employeo @ Account
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&) Transaction Search - Personal o
Stalement bouer 1 v Transaction Type & Status -
Statement Period \ v =
Account Type | (Al Types] v/ Supplier Groups >
Start Date logr1012019 = =
i osmote Currency & Amount =
Execution Range [Last 28 Days vl Enhanced Data & Spend Wizard =
() Posting Date ® Transaction Date Coding Information :

Additional Fields -

Export File Name |

Export File Type [ v| Report Templates (e

¥ Exclude Payments

Save Template

%) Report Template Administration - Google Chrome - a X

@ spendmanagement.barclaycard.co.uk/Reports/Report_Templates_i.asp?report.. &

&) Create New Report Template

Template Name | n

Set this template to be
Company Shared

g= -
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Further help

Overview > The Vault
Instance Management > Refresh Interfaces
Period Management >

Configuration Management

Data Extract N
Data Download

This is a fuly managed asynchronous task. When you select the option below, the task starts automatically. You can monitor s progress by simply
refreshing this window. The output file will be placed in the Outbox of the Vault

Run Data Download

Current History Time Started Time Completed Status
Kevin Collier (CS) 04/09/2013 12:57:29 04/09/72013 12:57:39 Completed L X X ]

Refresh




Customising

Account File
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management

management

settings

Data Download

This is a fully managed asynchronous task. When you select the option below, the task starts automatically. You can monitor its progress by simply

refreshing this window. The output file will be placed in the Outbox of the Vault

Run Data Download

Current History Time Started Time Completed Status
Rebecca Imrie (CS) 25/09/2019 16:23:57 25/09/2019 16:24:00 Completed L X ]
Kevin Collier (CS) 04/09/2013 12:57:29 04/09/2013 12:57:39 Completed (X X}
Refresh,

Overview > The Vault

Instance Management > Refresh Interfaces

File Managem Pl Data Download

Period Management >

Configuration Management

Data Extract Management >

Vault

The Vault allows you to securely upload and download files Please note we take no liability for the files located within your Vault area, we do not recommend you use this area for backup
purposes, and oid fiies will be automatically removed. You may only transfer XML XSL TXT DOC DOCX XLS XLSX CSV GIF JPG TIF PDF PGP ASC or ZIP files. Piease be patient as

this area is heavily encrypted, and please 2ip large files

e . Folder Outbox

entation

Move 3ll to Trash
Search il m

[} DataDownioad_20190925 zip

Folder Sze 7 kb

Size KB Date Stamp
7 25/00/2019 16:24:00
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Customising settings:

custom content o .

Administration > Instance Management > Custom Content

This opens the ‘Custom Content’ page. From here you can
either:

Personalise the information under the ‘Contact Header’ .

option in the main tool bar
Manage Custom Content Areas

Customer your home page message under the ‘Home Page

Notices' message This adm nistration module is for the customisation of messages and special content displayed to your users throughout the
carefully before using this module

Content Area

Contact Header .
Home Page Notices .
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Customising settings: o

personal settings

&) Password Mz

It is recommended that you do not set your new password to be
your internal password used within your organisation. You may not
set your password to easy words or your user id

You can configure and manage your own Personal Settings within
Barclaycard Spend Management. This includes resetting your e .
password or memorable word. Password . g i s i

Your password must meet the following criteria
« Minimum number of characters: 8

» At least one upper case character
» At least one numeric character

Drop down > Personal Settings Current Password ]

New Password

Confirm Password

Then update the relevant settings:

Set Password

Set Memorable Word
g o'

Current Memorable Word

Memorable Word Reminder [Please Select] b

Minimum of 5 and maximum of 15
alpha characters. Upper or lower
Confirm Memorable Word case. No spaces or numbers

New Memorable Word ’|
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Regional Settings

Date Format dd/mmlyyyy v

Customising settings:

personal settings

Using this fo

entered and displayed as 18

Language English (UK) v

Numeric Format: | 1,000,000.00 v

You can configure and manage your own Personal Settings within
Audit History Maoe Format <Forename> <Surname> v
Barclaycard Spend Management. This includes resetting your .
y p g g y ER e ey bne (GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, London ¥
password or memorable word. securt

Customise Views - this allows you to add additional fields
and sort the order of information displayed in the system

Regional settings - this allows you to update your date
format, language, numeric and name format for your
personal view of Barclaycard Spend Management .
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Customising settings:

company settings ongany sengs - [}

Allows you to customise your company level settings, such as date and
language for your whole organisation. el i

You should be careful what you change in here as it will affect your
whole Barclaycard Spend Management configuration.

Administration > Configuration Management > Company Settings

Change your settings as required N - Fogions Sotes .
al 5 Date Format da/mmy

Click ‘Save’ one all required changes have been made o

La English (UK) v

Nur 1,000,000.00 v

ormat <Forename> <Sufname> v
Timezone GMT) Greenwich Mean Time - Dublin, Edinburgh, Lisbon, London
Password Expiration: 90
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1 Rebecca v

Language
Personal Settings
Help 1

Contact

%) barclaycard Help Log Out

»General »Administration

@ Contents: @ Seach 2 Getting started > Your home screen .
Contents
X
v Getting started Your home screen
© Your role as administrator

Once you have successfully logged in to Barclaycard Spend Management, you will be taken to your
@ Card information security Haos saan

© Login and out of solution
© Forgotten password request
© Login disclaimer message
© Language settings

© Your home screen

The home screen s divided into three areas

Quick actions

This area is located on the left of the home screen and provides you with quick access to important

© Navigation items.
© Session time out 2
© Browser support * My Actions. There can be up to three action buttons - Cash Expenses, Requisitions and
» Personal settings Expense Reports - depending on the account types assigned to you. These buttons allow you to
b g create a new expense report, cash expense of requisition directly from the home screen
» Employee management * Attention required links. Links to areas of the solution that need your action. A counter next to
» Organisation management each item shows the number of items (your own and your delegates’) that need attention. The
b - AScoum ma ol links depend on the account types assigned to you, and they only display when there is an action
e required, such as expenses to code or approve.
» Email management X . < .
b Custom contend « Pinned items Links to commonly used pages you have praviously pinned for quick access.
» Fimncial reporting Main
» Finance
: :"w This area displays account information
eceipt
» Workflow « Accounts. The top part of this area shows your own accounts and the bottom half of the screen
» Spend Wizards shows your delegated accounts
» Company unit management * Panels. There is one panel per card account which could be a summary of accounts, but only one
» Period management each for other account types. For example, there may be multiple card panels, but only one each
» Data extract management for cash expenses or requisitions.
: s“" n?nag 5 i « Panels for your own accounts have information on the number of Action Required items and
o e the number of Pending Approval items. Where relevant. account balances are displayed by
» Rate and currency management currency
b Paysbles r.nanlqo + The Action Required count links take you 10 the Expenses screen Panels for card
:c Cm,ﬁa‘l::h?n mm‘ot?n?t A7 /9399 ki v accounts also have links to the last two statements for the account. Clicking those links take

trnes 0 Band ababamncd maddad n tha Aanniesn nasnan
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>4 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.
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