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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. 

Getting 
started 

Introduction Administration 
Account 

management 
File 

management 
Interface files Reports 

Customising 
settings 

Further help 

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 w;ry to securely access your account 

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 ■ 
lim.&wour username' Click here 

■ 

Don't have your username? 

Enter your details below 

Surname 

Sample Surname 

Card number 

4564564564564S64 

L cancel~ ■ Submit 

4
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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 2a
Barclaycard Corporate card or Authentication card. 

2a 

2b 

2c 

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

You’ll then see a ‘Log into your account’ screen. Enter your 
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 
servicing before, press ‘Not got your username?’ 

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 k>g in wrth your PINsentry card reader following these steps. 

1. Enter the last ◄ digits of your card 

2. Insert )'OlK card into the PlNsentrycard reader and prns IDENTIFY 

3. T~ an yolK .t-d1git card PIN and prns ENTER 

4. Enter tM 8-d1g,t code from your P1Nsentry card readtr ~low 

■ 

5
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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 

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

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

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

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

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

1984 1976 

■ 
6
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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 

Ptease Msure your details are up to date 

AH f,elds below are mandatory 

barclaicard@barclaycard co u· 

Confirm email address 

barclaycard@barclaycard co u 

Mob,le (!) 

• 12312312312312312 

Confirm mobtle 

•12312312312312312 

Login 

Amy Laville 

■ 

Welcome to your online services 
Here's where you can find your online service accounts. Choose an option below to be taken to your 

;iccount. 

Barclaycard Commercial 
Online Servicing 

IH&H::i+i+if:1-■ 

Barclaycard Spend 
Management 

EH:4ii::1%\iiH:1¥ 
7
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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 
also allow you to use your email address to log in in the 4
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’ 
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Barclaycard Commercial 

XXXX-XXXX-XXXX - 4567 

Please select 

Take me to my account 

V 

Barclaycard Spend 
Management 

Choose account 

Please select 

Take me to my account 

8
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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


 
 

        
     

        
      

         
         
    

      
   

        
  

      

    
         

  

  
 

borcloycord 

■ Report Outbox 

1" Pinned 

Admm1stratJon 

Overview 

Adm1mstrabon OveMew 

Home ■ ■ Adm1mstrat1on v Reports v 

ADMINISTRATOR 

Transactions ■ 
Barclaycard • UK • 

Total 

220 

Transactions Oebtt(GBP) 

220 62,405.72 

eJ View ful transadlon summary 

Recent Periods • 

AccountManagem~ 

Bardaycard - UK 

Cash Expenses 

15/08/2019 to 14/0912019 

Pending Approval 

0 

Credit(GBP) 

62,058.03 

Unmapped Active 

19 

4 

■ .1. Rebecca , 

.,. Announcements 

Issuer Message 

For more information on PSD2, please 
click here 

This site uses Stnctty Necessary cooldes 
These cookies are essential to the seetJre 
operabon of this site. Cliek here to view 
the full policy. 

»PS02: a new double-chedc 
fo<~s -

Important Note 

Welcome to April's 

Barclaycard BSM 

9
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Getting started: 
finding your way around 

Administration – an area that gives you access to administrative 1 
tasks, such as employee management and data extracts 

2 Reports – access to a suite of reporting functionality that helps 
you to analyse your company’s spend 

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

Issuer message – information from Barclaycard about any 4 
changes to the system 

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

6 Transactions – displays items that require coding or manager 
review/approval 

7 Account management – displays the card accounts that are 
active and unmapped within the system. Also provides a link to 
card management screen 

1 2 

4 

5 6 

7 

3



   
    
  

  
     

     
    

 

  
   

   
  

 

   
    
     

 

  
     

    
  

 
   

     
 

  
        
    

   
     

        
     

       
           

   
 

oo Administration 

■ Overview ) Administration Overview 

■ Instance Management 

■ File Management 

Period Management 

■ Configuration Management 

■ Data Extract Management 

> Account Management 

> Card Activity 

> Email Management 

> 
> 

Getting 
started 

Introduction Administration Account 
management 

File 
management 

Interface files Reports 
Customising 

settings 
Further help 

Administration: 
finding your way around as an administrator 

Within the administration module, the functionality is divided into 6 key 
topic areas: Overview, Instance Management, File Management, Period 
Management, Configuration Management and Data Extract Management. 
The options under each heading will vary depending on your configuration. 

4

5 

6 

7 

8 

1 

2 

3 

1 

2 

3 

4 

5 

‘Administrative Overview’ -
Allows you to manage your 
employees and set up specific 
organisational configurations 

‘Account Management’ -
Allows you to perform a search 
for specific accounts and view 
all the information associated 
with them 

‘Email Management’ - A tool 
to send both manual and 
automatic email notifications 
to your employees 

‘Instance Management’ 

‘File Management’ - This area 
allows you to refresh data 
within the system using the 
interface files 

6 

7 

8 

‘Period Management’ – This 
area allows you to access and 
manage information based on 
company financial periods 

‘Configuration Management’ 
– Allows you to customise
company level settings for your
organisation, e.g. changing the
language

‘Data Extract Management’ – 
This is a way for you to export 
data from the system for 
manipulation and analysis, 
without using a report format 

10 



     

     
        

     
  

 

   
 

0 ministr t· n 
Overview > Administration Overview 

Instance Management > Account Management 

File Management > Card Activity 

Period Management > Email Management 

Configuration Management > 
Data Extract Management > 

■ NM-id◄ Oroamsabon 

The following diagram represents how your organisation 1s pieced together.Hat any bme you require any more informabon or help please contact your main administrator or help desk. 

Emj>IOyoe, 

Char~ Groups 

Report Groups 

Approval Roles 

Rate Groups 

Charge Codes 

Rate Tables 

11
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Administration: 
administrative overview 

1 

2 

Administration > Overview > Administrative Overview 

Here you have the choice of two view – the ‘Employee’ view 
or the ‘Organisation’ view. Click the tabs to switch between 
the two views. The tab highlighted is the view you are 
currently looking at 

1 

2



       

      
    

         

 

     

          
      

   
 

0 ministr t· n 
Overview ) Adm1mstrat1on Overview 

Instance Management 

File Management 

Period M,1.ru==nL-

MMMM 

> Account Management 

> Card Activity 

'> Fm::iiil 1\.4::m::ioPCDPOt 

Organisabon Configur 

Data Ext The followng diagram represents how your organisation 1s pieced together. If at any time you reQuire any more infonnahon °' help please contact your main administrator or help desk. 

o: ■ Employees 

Charge Groups ChargeCOdes 

Report Groups Report, 

Approval Roles 

Rate Groups Rate Tables 

'!:i), Employee Search 

Employee ID 

Employee Forename 

Employn Surname 

"""""' 
Company Unit 

Account Number 
(Las140igrts) 

AccoontHoldlfW«h 

Syslem Login Rights 

Yo, 

.,. 

Lock Siatus 

lod!:edbyOate 
Marualylocked 
Forgotten PaSSWOfd 

IAIJ 

PasswordExpi'ed 

Exduoa Accounl Locked 

Reti.n Resl.f!S Top 20 

Group by Company Und 

Seleded Unit Only ,__ 

Manager Details 

Mana,gerForename 

Mana,gerSooiame 

MaM9ement Level 

Group & Role Memberstups 

Login 01sdalfller Acceptance 

Date Ranges 

Addrt10nal Fields & Sort Order 
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Administration: 
managing employees 

Here you can access and update individual employee information. 

1 

2 

3 

Administration > Overview > Administrative Overview > Employees 

Select the ‘Employees’ link from the ‘Administrative Overview’ 
screen. The ‘Employee Search’ window will open 

Complete the form with your criteria and then click the 
‘Search’ icon 

2

1 

To search for all employees leave the form blank and 
select all from the drop-down menu. 

3 



           
        

            
          
          

              
          

   

 

   
 

Employee Administration 
View your organisation's employee details 

Employees matching search criteria 

D Employee Name 

0 Cardholder 

D Test 

D Account Manager 

D AdamAmons 

D AdiaNord 

0 Amanda Hadden 

0 Andrew Howden 

Access Level 

General 

No Access 

No Access 

Administrator 

No Access 

No Access 

No Access 

Emma Alderson Administrator 

Maria Hurd General 

Add lleW emplOyee 

Last Login 

06/08/2019 12:00:54 

14111'2017 12:57 08 

10/05/2016 12:52 44 

■ 

Search 

Back 

1!J El ~ .1. ~ ,., _. 

l!J li] •.t 

l!J lil •.t 

1!J El liJ •.t 

l!J lil •.t 
1!J El 'i!] •.t 

1!J El li] •.t 

(!I ~.1.~,.., ii 

(!I 'i!l .1. ~ ,.., .r 

Export lo: Excel PDF HR Format 

13
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Administration: 
managing employees 

4 The list of employees that meet your search criteria will display 
information, such as their name, access level within Barclaycard 
Spend Management, the date of their last login, and a range of 
icons that help you to manage these accounts. (Information on 
what the icons mean can be found on the next page) 

5 You can export this list in your chosen format, or as an HR Interface 
file if required. These options can be found at the bottom left-hand 
corner of the screen 

4 

5



 

  

   

 
    

        
   

           

  
       

                        
             

   
 

Getting 
started 

Introduction Administration Account 
management 

File 
management 

Interface files Reports 
Customising 

settings 
Further help 

Administration: 
managing employees 

Icon Description 

View employee details 
Displays general employee details for the selected account, including the reports they have access to or charge codes applied 

View card account details 
Displays a summary of an employee’s card account details 

Change username 
Allows you to change an employee’s username 

Account lock status - Ability to lock an employee’s online account. 
Indicates an open account. 
Indicates a locked account. To change an account status simply click on the icon. 

Performs group action 
Adds or removes employees from groups within the system, such as report groups. 
To perform these changes, tick the icon on the left for those you wish to update, then select the Manage Selected Employees link at the 
bottom. Here you can select the action you wish to perform and for which group. Click Save to complete the action. 

14 



      

   

           
 

 

        
        

   
 

M#::lNAMM Orgamsabon 

The fOlkJw'ng diagram represents how your orgarusallon iS pieced together 11 al any bme you requ1re any more information or help please contact your main adminiStrator or help desk. 

o: ■ Employees 

0 Ben Ashton 

D Cardholder Reporting 

ll Cardholder User 

0 Cardholder 2 Cardholder 2 

D David Adenryi 

Ll Emma Alderson 

D Maria Hurd 

Manage selected employees Add new employee 

Charge Groups Ch.lrgeCodes 

Report Groups ._, 
Approval Roles 

Rate Groups Rate Tables 

No Access 

General 13107/201810:13.17 

General 17/07/2018 17:14 05 

General 241041201912:46 58 

Administrator 14102/2014 13:44.29 

Administrator 14111/2017 12:57 08 

General 10/05/201612:52.44 

Insert Personal Details 

Emplo)-eelO 

Forename 

surname 

Middle Name 

Em.iilAdaess 

Em.ii1Acl«ess2 

Phone NI.ITlber 

Companyurut 

Home Co!A'lby Code 

Create Cash Carel 

DateDel)arta'IO 

For sea.mty reasOflS before gvng you need IO enter ycu OJrr8ft password. 

Your Password 

lfil ~•.l. 

lfil !;:l 'i!J .1. JI,..,,., 
lfil ~.I.JI ,., 

lfil!;:l~.1.JI(-,,., 

lfil !;:l 'i!J .1. JI,.., i 

lfil 'i!l .1. JI,.., i 

lfil 'i!I .1. JI '"' ,., 
Export to: Excel POF HR Format 

Group and Role Membership 

ChafgeGroup 

Report Group 

Approval Role 

Rate Group 

"'"""°""' 

User~ls 

15
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Administration: 
adding a new employee 

1 

2 

3 

Select Employees within the ‘Administration Overview’ screen 

Click ‘Add New Employee’ 

Enter all the details required within the dialogue box that appears 
and click ‘Save’ 

1

2 

Note: You’ll also need to map the new employee to 
their card account if they have one, see page 20. 

3 



      

          
  

                     

        

            
     

 

        
        

             
        
 

   
 

MWi+ Organisation 

The following diagram represents how your orgamsat,on 1s pieced together If at any time you require any more information or help please contact your main adm1mstrator or help desk. 

o: ■ Charge Groups Charge Codes 

Report Groups 
Eml)Joyees 

Approval Roles 

Rate Groups 

Employee Administration 
View your organisation's employee details 

Employees matching search criteria 

Employee Name Access Level 

Cardh()kjer General 

Last Login 

06I08/2019 12 00 54 

Persona Details Report 
Ad,a (Adm07) Nord 

-"""" 

.... 

"'"""~ 

--
Access Rights 

Administration 

General System Rights 

UMf Right • ~ Tra'ttll Manag,ement 

U....R~-~Exna 
U.. Righl • Otlt,gatel,ppnmll Rot.I 
UMtRight 0 0tlegatec.ds 

UMt Right· Edltatlle Repo,tl 

UMf Righi· ENblt RtPOft Sc:hecMlng 
U.... Rv,t. Manage CorT..-iy E,q,enN Templates 

■ rll 

Repons 

Rate Tables 

■ 

54tarch 

Baek 

'i!I .1. ~ '"' ,., 
'i!] •.1 

'i!I •.1 

~ 'i!I •.1 
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Administration: 
creating new administrators 

We’ll set up your initial administrators, but you can add more to help 
manage your organisation’s programme by adding permission to 
existing employees. 

1 

2 

3 

4 

5 

Select Employees within the ‘Administration Overview’ screen 

Search for the employee you want to make an administrator, 
through the usual search 

Click on the ‘ ’ icon next to their name to open the Personal 
Details Report 

Click on ‘Access Rights’ to display the options enabled for that user 

Select the rights you want to enable by ticking the appropriate boxes 
and click ‘OK’ to save. Once completed, close down the window 

1

2 

3

4 
5

Note: You’ll also need to map the new employee to 
their card account if they have one, see page 20. 



       
    

       

         
           

           

 

            
           

     

   
 

■ 
■ 
■ 

- ....... "'"y - - -y 

00 

""'- )Oaan""'--·-·-- ) Modl.M la.o:4Dn -- -·-~-----DelliExtr.a~ l,locUeWo,t,1'tow~ -----""' MocUt Aoooln...,~ 

Module - Company Unit 

This administration module allows you to modify your company unit settings. 

Insert Company Umt 

■ 
3 

eadquarters 

Kevs Test Company 

Customer Servicing 

7 
Headquarters 

As an administrator you can modify the details of tt11s company um! and rts location 
wdhin your orgarusation·s company hierarchy 

Company Unit HeaCIQuarters ~ 

Parent Uni! [No Parent] --
Member Employee Managers 
Raymond Fagan ... No Mana!;lers Selected 

Rebecca Mancini ... &!.!t...Mins)g~ 
Regina Ottmburger -Richard Painter ... Managers - Level 2 
Rick Wallace - No Managers Selected 

Rrta Mieheals ... ~g~ 
Roberto Gad -Rosie Smlth ... Managers - Level 3 

RowanW~hl .. No Managers Selected 

Ryan Forde .. M!t..Mins!o~ 

M.d....Em~Y.tt 
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Administration: 
managing your organisational hierarchy 

You can create and manage your hierarchy to ensure that it always 
reflects your organisation. This allows you to view spend and manage 
accounts by a particular department or group. 

1

2 

3

Confirm your organisational diagram showing a full list of 
departments and employees within your organisation 

Administration > Instance Management > Module – Company Unit 

Click on unit names to manage your existing hierarchy. Repeat this 
step for each layer of your organisation to complete the hierarchy; 
just make sure the parent unit represents the unit above each layer 

3

2 



         

      

 

   
 

barcloycard Home Administration v Accounts Expenses Statements v 

Company units 

l.._r_YP_••_nc_om_p_•n_yu_n_•Ln_•m_• __________ o._,J Hhi::1¥%11 ■ 

) Corporation 1 8 units 

■ 
18
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Administration: 
managing your organisational hierarchy 

4 

5 

Confirm Select ‘Add company unit’ to add an additional company 
unit to your organisational hierarchy 

Complete the required fields and select ‘Add’ 

4 

5



            
  

          

           

 

         
       

         
         

    

            
   

   
 

Company units 

V Corpor1Uonl lunlls 

v ClN 2.nts 

V [utl:(ClN) Sunn 

<iMNn)' CCLNJ l unn 

_...,,ClN) 1unu 

N~(ClN) I unu 

Spi,f'ICClN) IUl'II, 

Company units 

.. 
(orpor,M,on I ·-

ClN '""" 
E\JAl(UI) ·-

Ff-,q(C\.N) , ..... 
"°""'"''CUI) , ..... 
...,,CU<) ,..., 
Ntl~CCl.N) , ..... 
-l(UI) , ..... 

> oe,l(UI) , .... 
> ),'S , ..... 
> )CS , ..... 

Q Fil 984 

Q Fil HA 

■ 

Details 

EUlllClNI 

--· _ ..... , __ , 

X 

< -

(~--
Fr.vQj(lN) 

--~C) 
-

M --
~Notd 

- ArNl'IIMH.-dcirn 

Andr- Howden 

M -·-
M .... ._ 
M N'IChonyltodncks 

AntOIMttt NII.Ide' 

France(CLN) 

France (CLN) 

Add employtt -,,_,..,. --
ADM-01 .... 
ADM-07 " .... 
ADM_.. Uf\llbc.att'd .... 
.,,., ... un.nix.,1t'd . ... 
ADM-02 Ul'lllo<•tt'd .... 
ADM-03 Ul\llllout<'d . ... 
ADM_.. ,., . ... 
ADM-o9 Ur\lloc.it<"d .... 
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Administration: 
managing your organisational hierarchy 

Once you have set up your hierarchy, you need to link your 
employees to it. 

6 

7 

8 

Click on the layer of the hierarchy that you want to add employees 
to, e.g. Sales 

Click ‘Employee Add’ and search for the employee you wish to add 

Click on ‘Add’ against the employee you wish to add to the hierarchy 
node 

6 

7

You’ll need to repeat this for each employee that needs 
adding to your hierarchy. Once completed, you’ll be 
able to run reports for all users or just on a specific 
group. You can maintain and update your hierarchy by 
using these same steps. 



     

        

  

         
         
        

   

   
 

Overview ) Adm1nistrat10n overview 

Instance Management ) Account Management 

File Management ) CardAcbvrty 

Penod Management ) Email Management 

configurabon Management ) 

Data Extract Management ) 

Account Search 

Account Number ~ 
(Last 4 Digits) -------------~ 
Account Issuer ~arctaycard - UK 

Account Type [}At1 Types) ~----======--~ 
Account Status 

Hierarchy Node ~II 

Forename 

Surname 

Export File Name 

Export File Type 

Result View 

Summary - Issuer 
Summary - Hierarchy Node 
Account Ustmg 
Employee Setup Assistant 

Grouping Restriction 

Unmapped Details □ 
□ 
□ Selected Node Only □ 
□ 

Account Details 

Account Mapping 

Account Activity 

Report mode. Employee D Account 

All accounts 
D Mapped accounts only 
D Unmapped accounts only 

All accounts 
D Used accounts only 
D Unused accounts only 

Account Date Ranges 

Account Limits 

Addillonal Fields 

Report Templates 

20

Getting 
started 

Introduction Administration 
Account 

management 
File 

management 
Interface files Reports 

Customising 
settings 

Further help 

Account management: 
finding accounts 

The Account Management section allows you to control certain 
aspects of your programme and manage basic information. This 
includes maintaining links between card accounts and employees, 
and updating cardholder information. 

1 

2 

Administration > Overview > Account Management 

Type in your specific search criteria and click ‘Search’ 

1 

2 



        

             

  

    
        

     

      
 

     

   
 

Account Search ■ All accounts matching your search criteria are listed below 

Account Issuer Unmapped Open Closed Expired other Blocked 

Barclaycard - UK 19 

Total ■ 19 

.El\QOrt to Excel ExQOrt to PDF 
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Account management: 
finding accounts 

3 

4 

A summary of your results will be listed on the screen 

For more detailed information, click on the blue text to give you a list 
of accounts and further information 

Icon Description 

View employee details – Displays general employee details 
for the selected account, including the reports they have 
access to or change codes applied 

3

4 

View card account details – Displays a summary of an 
employee’s card account details 

Change username – Allows you to change an employee’s 
username 



     

     
        

           
 

  

         
            

      

   
 

Instance Management 

FIie Management 

Peood Management 

COnllgura""'1 Management 

Dala Ex1rad Management 

Account Search 

Account Number 
(lasl 4 D1g1ts) 

Account Issuer Bardaycard UK 

Aecom! Type [All Types) 

Account status 

Hierarehy Node [AIQ 

Forename 

Surname 

Exl)OIIF~eName 

Export File Type 

t10 
Admnstraaon Over.-.ew 

Accoont Managemenl 

CardAdrvlly 

Emall Management 

AttountMaPl)ilO 

AttountActMty 

-J 

Account untts 

Addibonal Fields 

Report Templates 

Result View Grouping Restnclion 

Summary - Issuer @' Unmapped De~s D 
Summary - HIE!farehy Node 

Aecom! Ltsbng Selected Node Only 

EmplOyee Setup Assistant 

Report mode Employee Account @' 

I accounts 
apped accounts only 
nmapped accounts only 

7 All accounts 
Used accounts onty 
Unused accounts only 

Account Search 
All accounts matching your search cntena are listed below 

Account Issuer Unmapped Open Closed Expired 

Bardaycard • UK 

Total 

Other Blocked 
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Account management: 
mapping employees to their accounts 

Once you’ve added a new employee to Barclaycard Spend 
Management, you will need to link them to their card account so 
they can access their transactions and information. 

1 

2 

3 

Administration > Overview > Account Management 

Select the ‘Unmapped accounts only’ option to display those 
accounts that yet to be mapped to an employee 

Click the number below unmapped accounts to display the full list of 
these on screen 

1 

2 

3 



            
        

        

                   

  

                  
       

   
 

Account Search 
All accounts matching your search cntena are listed below 

Flllerl3 

Account Issuer Account Node Status Employee Name Account Name 

Barclaycard - UK EXECUTIVE Open Claude Sorsby Sarah Henderson 

Barclaycard • UK EXECUTIVE Open Kevin Colier Penny Malone 

Barclaycard - UK EXECUTIVE Open Kevin conier Robin 8.-d 

Barclaycard - UK HUMAN RESOURCES Open Cardholder Reporting Ann Mullins 

Employee Search 

Please search for the desired employee. Please note only the first 51 
records will be returned from your search. 

Employee ID ?======i...--~ 
Forename 

Surname ►•• ■ 
Search result: 
Employee Name 
9999999 Cardholder 

emp-002 Test 

man999 Account Manager 

* * * 

Account Credit Limit Spend lim1t ■ 
0002 1,200 00 1,200 00 0 .1. Jo 
0003 7,600 00 7,600 00 0 .1. Jo 
0001 1,200 00 1,200 00 0 .1. Jo 
0004 70000 70000 0 .1. Jo 
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Further help 

Account management: 
mapping employees to their accounts 

4 

5 

6 

Find the account you wish to map to the employee and select 
the ‘ ‘ Icon 

Search for the employee to map to the account 

Once found, click on the ‘ ‘ next to the name to connect the 
employee and the account together 

6 

4

5

If you have mapped an account incorrectly, click the ‘ ‘ next to 
the account name which will remove the mapping associated. 

6 



     

        

                  
 

  
 

            
         

        
 

   
 

oo Adr, ni on 
Admns.tration0Ye'Mew 

lnsiance- Manapement > Acaul1 ,.1anageme:n1 

FIie Managemenl cardActi-.ty -··- > EmallM~ 

eoooguraoon Managemenl > 
DatlExlract- > 

Account Search 

Account Search 

Account Ni.Imber 
(Last40igrts) 

Account Issuer Bardaycard • UK 

Account Type [Al TypesJ 

AccountStalUs 

Hierarchy Nodt! [AIJ 

Forename 

Surname 

Exi>or1FileName 

~File Type 

Result View 

Summary - Issuer 

Summary• Hierarchy Node 

Accol.Wltl.lsbni! 
Employee Setup Assistant 

Groul)ll'lg Reslndlon 

ii'f Unmapped DetUS 

Selected NOOE! Offy 

All accounts matching your search criteria are listed below 

Filterl±l 

Account Issuer Account Node Status Employee Name Account Name Account 

Barclaycard - UK EXECUTIVE Open Claude Sorsby Sarah Henderson 0002 

Barctaycard - UK EXECUTIVE Open Kevn Collier Penny Malone 0003 

Barclaycard - UK EXECUTIVE Open Kev11 Collier Robin Bird 0001 

Barclaycard - UK HUMAN RESOURCES Open Cardholder Reporting Ann Mulhns 0004 

Barctaycard - UK HUMAN RESOURCES Open Car1a Acerno Amanda Crosby 0005 

Report mode Employee Account [iJ 

Account Detalts 

AccountMaPPl'IO 

Accol.Wll Date Ranges 

Accol.WltL.wruts 

M<MlonalFiekts 

Report Templates 

Credit Limit 

1,200 00 

7,600 00 

1,200 00 

700 00 

3,500 00 

~ Alaccounts 
Mapped accounts ontt 
Unmapped accounts only 

";if Alaccounts 
Used acco1.11ts ony 
Unused accounts onfy 

Spend Llmit ■ 
1,200 00 0 
7,600 00 0 
1,200 00 0 

700 00 0 
3,500 00 0 

.1. !o 

.1. !o 

.1. !o 

.1. !o 

.1. !o 
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Account management: 
card management 

As an Administrator, you can perform a range of tasks in real time to 
an individual account, such as: changing permanent credit limits, 
changing temporary credit limits, changing addresses and their 
usage, and closing a card account. 

1 

2 

3 

Administration > Overview > Account Management 

Type in your specific search criteria and click ‘Search’ 

Click on the ‘ ‘ icon to open the ‘View & Maintain Account 
Details’ window 

1 

2 

3
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Account management: 
card management 

5a 

5b 

5c 

5d 

Select the task you want to perform and enter any changes required 
then click ‘Save’ 

Closing a card – This will close a card account with Barclaycard. You 
may need to do this when an employee leaves your organisation 

Request replacement card – If a cardholder has damaged their 
card, you can request a card to be re-issued 

Change a permanent credit limit – You can increase or decrease 
an employee’s credit limits, as long as it is within your overall 
company limit 

Change a temporary credit limit – You can set a temporary credit 
limit which can start or expire on specific dates. E.g. this can be used 
if a cardholder is going on a business trip. This also needs to be 
within the company limit 

5e 

5f 

Change a cardholder address and telephone numbers – You can 
update cardholder details on their behalf 

Change the usage of an address – You can also choose where you 
want correspondence to go for a cardholder’s card/PIN, statements 
and other correspondence 

5a 
5b 

5c 5d 

4

5e 

5f 

6 



     

        

       

        

            
  

  
        

          
 

    

               
        

   
 

d'lll'l strat1on 

Instance Management 

F,le Management 

Peood Management 

Conhgural!OO Management 

Data Extract Management 

Adml'USU3ll()fl 0veMew 

> Account Management 

> cardACIMt)' 

> Emaot Management 

> 
> 

Account Search 

~cac~u4n~~~:)ber ~ 
Account Issuer [Barclaycard - UK ;i 
Account Type I (All Types) • I 

:===========! 
Account Status 

Hierarchy Node LI (_AI_IJ ___________ ~• I 

Forename 

Surname 

Export FIie Name 

Export F,le Type 

Result View 

Summary - Issuer 
Summary - Hierarchy Node 
Account Listing 
Employee Setup Assistant 

Grouping Restriction 

Unmapped Details □ 
□ 
□ Selected Node Only □ 
□ 

Report mode Employee Account 

Account Details 

Account Mapping 

Account Activity 

Account Date Ranges 

Account l.Jm1ts 

Additional Fields 

Report Templates 

0' All accounts 
D Mapped accounts only 

Unmapped accounts only 

All accounts 
Used accounts only 
Unused accounts only 
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Further help 

Account management: 
creating profiles 
Profiles can be created which groups accounts of a similar type 
together, so you can make bulk changes in one go. You can choose 
how to group your accounts, but we suggest using a logical 
common relationship, e.g. Sales. 

1 

2 

3 

4 

5 

Administration > Overview > Account Management 

Type in your specific search criteria and click ‘Search’ 

Click on the ‘Profiles’ tab to display the ‘Card Management’ screen 

Click ‘Create New Profile’ and a new dialogue box will open 

Complete the fields and click ‘Save’. Your new profile will now appear 
in the list 

1 

2 

To edit a profile, click on its name within the list. This will open the 
‘Edit Existing Card Profile’ window where you can change its details. 



     

        

              
      

          
            

        

          
 

  
           
    

   
 

d'lll'l strat1on 

Instance Management 

F,le Management 

Peood Management 

Conhgural!OO Management 

Data Extract Management 

Adml'USU3ll()fl 0veMew 

> Account Management 

> cardACIMt)' 

> Emaot Management 

> 
> 

Account Search 

~cac~u4n~~~:)ber ~ 
Account Issuer [Barclaycard - UK ;i 
Account Type I (All Types) • I 

:===========! 
Account Status 

Hierarchy Node LI (_AI_IJ ___________ ~• I 

Forename 

Surname 

Export FIie Name 

Export F,le Type 

Result View 

Summary - Issuer 
Summary - Hierarchy Node 
Account Listing 
Employee Setup Assistant 

Grouping Restriction 

Unmapped Details □ 
□ 
□ Selected Node Only □ 
□ 

Report mode Employee Account 

Account Details 

Account Mapping 

Account Activity 

Account Date Ranges 

Account l.Jm1ts 

Additional Fields 

Report Templates 

0' All accounts 
D Mapped accounts only 

Unmapped accounts only 

All accounts 
Used accounts only 
Unused accounts only 
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Account management: 
assigning profiles 
Now the profile is created you can assign one or more 
cards to sit within it. 

1 

2 

3 

4 

5 

Administration > Overview > Account Management 

Type in your specific search criteria and click ‘Search’ 

Select those you wish to add to the profile by ticking the end icons. 
Then select the bottom grey tick icon 

A new window will open. Select ‘Add to Profile’, followed by the 
specific Profile from the drop down menu. You can also choose to 
apply this immediately, or to be active between specific dates 

Click ‘Save’ and the selected employees will now sit within that 
specified profile 

1 

2 



     

     
    

    

  
          

         
           
  

    

              
           

    

   
 

Oveiv1ew > 
Instance Management > 
File Management > 
Period Management > 
Configurabon Management > 
Data Extract Management > 

Adm1nistrat10n Overview 

Account Management 

Card Acbv1ty 

Email Management 
■ 

■ Administration - Email Management 

Auto Emails Manual LoO 

The Emal Management Module Pf0V1des you With a comprehensive toolset to send both manua 

(Born 
[o"estinatJon , ] 
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Further help 

Account management: 
creating and managing emails 
You can send emails to your users within Barclaycard Spend 
Management, providing them with notifications. These can be sent 
manually to an individual or a group, or you can set up trigger-based 
automatic emails. 

To send a manual email: 

1 

2 

3 

Administration > Overview > Email Management 

Click on the ‘Manual Emails’ tab and input the information and 
content you wish to send 

Once completed, click ‘Send Message’ 

2 

1

To see a record of the manual emails that have been sent, click on 
the ‘Manual Log’ tab, where you will see a list of the emails sent 
within Barclaycard Spend Management. 

3
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Account management: 
creating and managing emails 

To send an automatic email: 

Administration > Overview > Email Management 

Click on the ‘Auto Emails’ tab. This will show any automatic 
emails already set up 

Click ‘New Automatic Email’ to open the ‘Inset New Email’ 
window 

Input the details of the new automated email and click ‘Save’ 

1 

2 

3 

4 

2

1 3 

4 



                

          
         

   

           
       

  

   
 

Administration - Email Management 

M·M@WtM Manual Emads Manual Log 

The Email Management Module prov,des you with a comprehensrve toolset to send both manual email notJficatJons, as well as 
setup and configure a range of automatic email notification services 

New Automatic Email 

Barclaycard - UK 

Password for Barclaycard Spend 
Management 
Frequently Daily 

User ID for Barclaycard Spend 

a Management 
Frequently Daily 

History 

Employee - Send Password ■(I 
Email 

Employee Send Username 
Email Component settings 

Transaction Components 
Approval Action Required - Summary 

Approval Requred Acbon - Dela~ list 

Approval Requred Action - Quid( Approval 

Transactton Acbon - Accounl Holder Codi'IO 

Transaction Event-Approved 

Transaction Event• OuesllOll Posted 

Transaction Event- Response Made 

Transacbon Event• Submit for Appfoval 

Statement Components 
Slatement Action - Approval ReQUired 

Statement Event• Approved 

Statement Event· Question Posted 

statement Event• Response Made 

Expense Report Component 
Elqiense Reporl Action• Approval Requue<I 

Expense Report Event• ADl)toved 

Expense Repor1 Evenl • Ouestm Posted 

Expense Reporl Evenl • Response Made 

Instance Management Components 
Employee• Employee Created 

Employee• Send Password Email 

Employee• Send Usemame Email 

Report Scheduler Components 
Report Sdleduler Event• Report Delivered 

Escalation Email Components 
HR Manaoer 1 -Approval Action Required 

HR Manager 1 - Coding Adlon Required 

✓ 

Demerit Module Components 
Demerit Nolrflcatm • cardhokler 

Dement Nob11calm • Company Ul\ll Manager 

Demerit NobflcallOfl • Company UM Manager 2 

Demerit NolJllcation - Company Ul\ll Manager 3 

Demerit NolrflcatJon • Direct Manager 

Demerit NoWICation - HR Manager 2 

Dement NobflcatJOn - HR Manager 3 

Status Components 
StaM • Manager Employee Spend• Summa,y 

Status • Manaoer Employee Spend • 1 Month 

Status - Manager Employee Spend - 7 Days 

StaM - unmapped AccoYnts 

StaM - Taxation Unchecked Transactions 

Status• No Image Uploaded - Transactions 

Access Right Components 
Access Rights -Access Right Removed from Adm11 

Access Rights -Access Right Removed from Us11 

Access Rights -Access Rights Adcled to At\'nIn 

Access Rights• Access Rights Adoed to user 

Access Rights • Admriistration Access Granted 

Access Rights• Adm11Istration Access Revoked 

Trigger Components 
Trigoer - Statement Ready or Period Complete 

Trigoer • Transaction Amount• Cash Withdrawal 

Trigoer - Transaction Amount- Personal Payment 

TrigOlf • Transaction Amount- Purchase 

Trigolf- Extraei 

■-
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Account management: 
creating and managing emails 

5 

6 

7 

To edit the email trigger click the ‘ ‘ icon 

This will open a new window listing email components which 
are the triggers. Select the appropriate triggers for your 
message and click ‘Save’ 

The email will be updated on the list, showing the chosen 
trigger. This will be sent automatically as per your requirements 

5 



      

             

           
    

        
 

          
     

 

          
        

          

    
 

o rlrninistratinn 
Overview > The vault 

Instance Management > Refresh Interfaces 

Data DownlOad File Management ) 

Period Management ) 

Configurauon Management > 
Data Extract Management > 

Vault 

The Vault allows you to securely upload and download files. Please note we take no Jiabilrty for the files located wrthm your Vault area. we do not recommend you use this area for backup 
purposes. and old files will be automatically removed You may only transfer XML XSL TXT DOC OOCX XLS XLSX CSV GIF JPG TIF PDF PGP ASC or ZIP files Please be patient as 
this area 1s heavily encrypted, and please zip large files. 

■ lnbox ■ 
iloutbox 

ii Documentation 

■ Archrve 
ii Trash 

■ Audrt Search 

Folder lnbox 

~ Upload File Move all to Trash 

~ 

0 Webmar HR file 28032019.xlsx 

0 Webmar cc file 28032019.xlsx 

~ 

18 

271 

~~ 

29/03/2019 09:24:35 

29/03/2019 09:24:21 

Folder S12e 289 kb 
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File management: 
the vault 

1 
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 will 2a 
appear 

Outbox – This is where any extracts or data downloads will be 
2b 2a 

available for you to download 
2b 

2c
Documentation – This is where you will find electronic copies 2c 
of all the support material available to you, including all user 
guides for Barclaycard Spend Management, as well as the latest 
release notes for the platform itself 
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Interface files 
You can use Interface files to load information to Barclaycard Spend Management. Initially, these would have been used to configure 
the system. However, you can also use them to maintain information on an ongoing basis. 

Interface file type Description 

HR File 

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 

CM File 
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 

UI File 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 

32 
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1Interface files: 
refreshing interfaces 

To upload new Interface files, or to update them with new information: 

1

2 

3

Administration > File Management > The Vault 

Click ‘Upload File’ and choose the file you want to upload. This 
will appear in the ‘Inbox’ 

Once the file appears, tick the check box against the file and click 
on ‘Process File’. There is a bar to let you know the progress of 
each file. 

2

3 
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Reports: 
summary of key reports 

Barclaycard Spend Management offers a host of different reports to help 
to analyse and manage your organisation’s spend more effectively. You 
can access these through reports. 

Company administration reports – These reports allow you to take a 
closer look at your organisation and its users to manage your programme 
more effectively. Some key examples include: 

Report Description 

Account search This behaves the same as the Account Management 
function within the administration menu and allows you 
to view and search for specific accounts 

Card & Employee 
departures 

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 

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

Company administration reports – These reports allow you to take a 
closer look at your organisation and its users to manage your 
programme more effectively. Some key examples include: 

Report Description 

Suppliers – Top This allows you to view the most common suppliers 
spend where your employees are spending, helping you to 

identify where potential cost savings could be made 

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

spending 

Transaction This allows you to review individual transactions either 
search – at an employee level or across the company, helping to Company identify any potential misuse 

City pairs 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 

Environmental 
impact 

34 
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Further help 

Reports: 
summary of key reports 

Usage and monitoring reports – These reports help you to understand 
how your employees are using their cards and Barclaycard Spend For further information on any of the other reports, use the 
Management itself. Key reports include: ‘Online Help’, which provides a brief summary of each report. 

Report Description 

Spending pattern This alerts managers to employees who have made a 
exceptions transaction significantly greater than their average 

purchase, potentially identifying any fraudulent use 

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

Audit tracking 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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> Transact10n search - Company 
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> Spend - Employee ■ Company Adm1mstrahon 

Usage and Momtonng > Suppliers - Company 

Suppliers - Employee 

Suppliers - Top Spend 

Analysis - company 

Analysis - Em 

Analysis - Ex 
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Suppliers - Top Spend 0 
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End Date 

Bardaycard • UK 
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TransadiOn Count 

Rank Supplier.; 

Se!Kted Nooe o~ 

Top 10 Suppliers 

Currency & Amount 

Source currency 

Biling Currency 

B1ling Amount 

Coding lnformat10n 

AddrtKmal Fields 

Report Templates 
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1Reports: 
running and exporting reports 

1 

2 

3 

Click on ‘Reports’ on the main tool bar 

Select the report you want from the options listed down the 
left-hand side 

A new window will open where you can add specific criteria that 
you have for your report. Leaving this blank will run the default 
report. Click ‘Search’ 

2

3 



           
        

  

       

            
      

       
     

   
 

Suppliers - Top Spend 
Ranked list of top 10 suppliers, sorted by Total spend 

Click on a supplier to view a breakdown of the spend 

Rank and Supplier Total Billing Trans Cards Total Source 

British A1rw , Hounslow 28,595.08 GBP 21 18 28,595.08 GBP 

2 Parentheses , New York 2,983.06 GBP 2 2 4,505.45 USO 

3 Luxair, Hounslow 2,165.84 GBP 4 4 2,165.84 GBP 

4 Bay Seafood New York 1,776.53 GBP 2,700.22 USO 

5 F)ybe , Travelagentuk 1,568.57 GBP 9 9 1,568.57 GBP 

6 Lxr The London Nye , New York 1,399.16 GBP 2 2 2,127.17 USO 

7 Bay Tree Bar London 1,373.56 GBP 1,373.56 GBP 

8 Xtreme Paintball, Larbert 1,327.50 GBP 1,327.50 GBP 

9 George First New York 1.274.49 GBP 1,950.00 USO 

10 Renaissance Chancery , London 1,129.75 GBP 5 5 1,129.75 GBP 

EXP-Ort to Excel EXP-Ort to POF ■ 

37

Getting 
started 

Introduction Administration 
Account 

management 
File 

management 
Interface files Reports Customising 

settings 
Further help 

Reports: 
running and exporting reports 

4 

5 

The results of your report will be displayed on screen. Where 
there is text in light blue, you have the ability to click through 
for more detail 

You have the options to ‘Export to Excel’ or ‘PDF’ 
4 

You can also schedule reports to run on a regular basis. These 
include the ‘Data Download’, ‘Transaction Search – Company’, 
‘Account Search’ and ‘Supplier-Company’. You’ll then be able to 
access these reports under the ‘Scheduled Reports’ section. 

5



            
         

        

         
 

        
     

         
        

          
             

     

   
 

Transaction Search - Personal ■ 

Statement Issuer 

Statement Penod L 
Account Type ~Types) 

Start Date i09f10!2019 

End Date los,1112019 

Execution Range I Last 28 Days 

Posting Date • Transaction Date 

Export File Name 

Export File Type 

~ Exclude Payments 

=-:i.] 

~ 
7r.:" 
_Jr.:' 

iJ 

~ Report Template Administration - Google Chrome 

Transaction Type & Status 

Supplier Groups 

Currency & Amount 

Enhanced Data & Spend Wizard 

Coding Information 

Additional Fields 

Report Templates 

Save Template ■ 

D X 

i spendmanagemenlbarc1aycard.co.uk;/Reports/Report_Templates_i.asp?report... ®. 

Create New Report Template 

Template Name 

Set this template to be D 
Company Shared 

1111 Cancel 

0 

■ 
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1

Reports: 
saving a report template 

If you have a report with specific search parameters that you 
want to use on a regular basis, you can save the template within 
the system to use again in the future more quickly. 

1 

2 

3 

4 

5 

Click on the type of report you want to run and enter the 
criteria you’d like to save as part of this template 

Expand the Report Template by clicking the arrow icon 

Select Save Template. This will then open the Create New 
Report template 

Give your template a user-friendly name. You can also share it 
across your company by ticking the relevant box 

Click Save to retain this report template within Barclaycard 
Spend Management. This will appear on your home screen 

3 

2

4 

5 



      

       

          

         
       

           

   
 

o ministra 
Overview > The Vault 

Instance Management ) Refresh Interfaces 

Data Download File Management ) 

Period Management 

Configuration Management 

Data Extract 

> 
> 

Data Download 

l 
This 1s a fuly managed asynehronous task. When you select the option below, the task starts automat,cally. You can monrtor rts progress by simply 
refreshing this window The output file will be placed in the Outbox of the Vault. 

MMM·@MH■ 
Current History nme Staned 
Kevin CoDier (CS) 04109/2013 12:57 29 

Refresh 

Status Time Completed 
04/09/2013 12:57 39 Completed e 

Data Download 

Account Holder Forename 

Account Holder Surname 

Hierarchy Node 

Acco1.11t Issuer 

Statemem PerlOd 

Accoll'II Type 

Start Date 

End Dale 

Execution Range 

'.'.:I 
'.:I 

[All) 

13.)rclaycard - UK 

15/08/2019 to 14/09/2019 

[Al Types) 

Posbng Date ~ Transacbon Date 

Exporl File Name 

Export FIie Type 

Selected Node Only 

Delimited File 

Report mode Employee Accounl ~ 

Transaaion Type 4 Status 

Stippller Groups 

CLnency & Amount 

Enhanced Data & Spend WiZard 

COdlng lnfonnatlOn 

Extract History OptJons 

Adcibonal Fiel<is 

Account Fields 

Name ✓ 

Hierarchy Node 

Period F10kls 

Account Issuer ✓ 

Period Start ✓ 

Period End ✓ 

Supplier FielQS 

Supplier Name 
Supplier City 

Supplier State 
Supplier Country 
Supplier Postal 
Supplier Vendor 10 
SupplierAcklfess 
Supplier Phone 

Supplier Extended 

Tax Reference 
Merchanl Group 
Merchanl Category 

fi111...1 fioL2 fi91....l fiol....! 

Report Templates 

✓ 
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Reports: 
data download 

This allows you to download processed transaction card data 
captured within Barclaycard Spend Management. From here 
you can manipulate and analyse the raw data as an offline file. 

1 

2 

3 

Administration > File Management > Data Download 

Select ‘Run Data Download’ and a new window will appear 

Specify your desired criteria within this window and click ‘Search’ 

2 

1 

3 



          

          
      

   
 

Data Download 

This 1s a fully managed asynchronous task. When you select the option below. the task starts automat,calty. You can monrtor its progress by simply 
refreshing lhlS window. The output file will be placed in the Outbox of the Vault. 

l;i•MO·@ii 
Current History 
Rebecca Imrie (CS) 
Kevin Collier (CS) 

Refresh. 

Time Started 
25109/201916:23 57 
04/09/2013 12:57 29 

Time Completed 
25109/201916:24 00 
04/09/201312:57 39 

o ministration 
Overview > Tne vault 

Instance Management > Refresn Interfaces 

Data DownlOacl File Management > 
Period Management > 
Configuration Management > 
Data Extract Management > 

Vault 

Status 
Completed 
Completed 

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 old files will be automatically removed You may only transfer XML XSL TXT DOC DOCX XLS XLSX CSV GIF JPG TIF POF PGP ASC or ZIP files Please be patient as 
this area is heav1ty enaypted, and please zip large files 

■ lnbox ■ -~ ■ Oocumentabon 

■ A1ch1ve 

■ Trash 

• Audit Search 

Folder Outbox 

Move all to Trash 

~ 

0 OataDownload_20190925.zip 

~12 

25/09/201916:24 00 

Folder Size 7 kb 
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Reports: 
data download 

4 

5 

The progress of your report will be displayed on the screen 

To access the download, go to the ‘Outbox’ of ‘The Vault’ where 
you can open or save the file 

4 

5 

5 



      

        

      

         
 

 

  
 

o tjministration 
> Custom Content 

Instance Management > Module - Finance 

> Module - Taxat10n 

> Module - Receipt 

Fife Management 

Period Management 

Configurabon Management 

Data Extract Management 

> Module - Workflow Rules 

> Module - Workflow Roles 

Module - Spend Wizard 

Module - Company Unrt 

Module -Account Hierarchy 

Custom Content ■ 
Manage Custom Content Areas 

This administration 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 ■ 

<span style="font-family: Arial,sans-serif; font-weight: normal; 
color: #00ale4; font-size:2lpx;">Welcome to April's Barclaycard 
BSM Customer Webinar</span> 
<span style="font-family: Arial,sans-serif; font-weight: normal; 
color: #000; font-size:14px;"></span> 

<span style="font-family: Arial,sans-serif; font-weight: normal; 
color: #00ale4; font-size:2lpx;">Welcome to April's Barclaycard 
BSM Customer Webinar</span> 
<span style="font-family: Arial,sans-serif; font-weight: normal; 
color: #000; font-size:14px;"></span> 

B 

B 
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Customising settings: 
custom content 1 

1 Administration > Instance Management > Custom Content 

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

Personalise the information under the ‘Contact Header’ 
2a option in the main tool bar 2

2b Customer your home page message under the ‘Home Page 
Notices’ message 

2a 

2b 



  

   

    

          
      
  

  
 

3) V .1. s,mon v 

Langu.ige 

Personal Settings ■ 
Pass,•1ord ■ 
Memorable Word 

Help 

Con ac 

Log Out 

Memorable Word Maintenance 

Current Memorable Word 

I [Please Select] 

Password Maintenance - Update 

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. 

Your password must meet the following criteria: 

Minimum number of characters: 8 

Maximum number of characters: 16 

At least one lower case character 

At least one upper case character 

At least one numeric character 

Current Password 

New Password 

Confirm Password .. 

Memorable Word Reminder 

New Memorable Word 

Confirm Memorable Word 

Minimum of 5 and maximum of 15 
:==========~ alpha characters. Upper or lower 
~----------~ case. No spaces or numbers. 

Save 
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2aCustomising settings: 
personal settings 

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

Drop down > Personal Settings 

Then update the relevant settings: 

1 

2a 

2b 

2a Set Password 

2b Set Memorable Word 

2b 



        
          

       
      

   

          
      
  

  
 

-T-
Or.,tormc\lk.ws --

Customise Views 

Personal Details 

Account Management 

Management Codes 

Default Codes 

Expense Templates 

Approval Delegation 

Customise Views 

Audrt History 

Regional Settings 

secu111y 

Email Management 

Statement - Fields & Sort Order 
Trins.KCIOn Dale 

Post,ng Dote 

T ransact10n Type 

0.der Number 

Penonal 

Soutc:eAmowlt 

Tax Amount 

Issuer TaxArnot.nt 

Amount (Tax Exduslve) 

Amount (Tax lndustve) 

Rece,ot 

Recetptlmag,r 

Enhanced Data 

Tronsact,onCodong 

AIIOCal,oo 

Oucl<Codong 

General Settings 

NoAutoOosing 
w.-,. 

, ♦ 

, 

Regional Settings 

Date Format: dd/mm/yyyy 

Using this format, the 18th March 2008 would be 

entered and displayed as 18/03/2008 

Language: [English (UK) 

Numeric Format: [iooo,000.00 

•

Format: 

ne: 

<Forename> <Surname> 

(GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, London .,. 

Approver View - Fields 
Tr.-isact10n Codtng 

Aloca!,on 

D,sputed 

PetSONI 

Rece,pe 

Re<e,pe Image 

SOUtee Currency 

Statement Period - Sort Order 

Son Ascend,ng 

Son Desc<nd.-.g 

Default Spend Wizard View 
8 Currency 

Source C...ttncy 

Transaction View 

~ 
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Customising settings: 
personal settings 

You can configure and manage your own Personal Settings within 
Barclaycard Spend Management. This includes resetting your 2d 
password or memorable word. 

2c 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 2d 
format, language, numeric and name format for your 
personal view of Barclaycard Spend Management 2c 



      

    

 

          
    

              
     

  
 

o ministration 
Overview 

Instance Management 

File Management 

Period Management 

> Company settings 

> 
> 
> 

configuration Management > 
Data Extract Management > 

Configuration Management 
Manage Your Organisation's Configuration 

This module IS used lo customise the company level sett1nos for your oroamsation Tt11s module and !he options available sttould be cnanoed wrth care and consultabon with your 
adm1nistrat10n guides 

Company Settings 

Regional Settings 

Data Extract Module - Issuer 
Access 

Line Item Coding - Manual 

Line Item Coding -Automatic 

line Item Coding-Gross Tax 
Calculation 

Reporting - Tax-Evidenced 
Transactions 

Issuer Transaction Coding 

Passenger Itinerary Coding 

Use Evidenced Tax Flag 

OuickCode - Line Item 

Issuer Defauh Coding - Employee 
Accounts 

Notification Settings 

Extract 

Extract Settings 

Regional Settings ■ 
Date Format: dd/mmtyyyy 

Using this formai the 18th March 2008 would be 
entered and displayed as 18/03/2008 

Language 

Numeric Format 1,000,000.00 

Name Formal <Forename> <Surname> 

Timezone (GMT) Greenwich Mean Tme Dublin, Edinburgh, Lisbon, London 

Password Expi'abon fgo°7 (days) 

44

Getting 
started 

Introduction Administration 
Account 

management 
File 

management 
Interface files Reports 

Customising 
settings 

Further help 

1 

Customising settings: 
company settings 

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

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

1 Administration > Configuration Management > Company Settings 

2 Change your settings as required 2 

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

3 



    

          

             
          

       

        
       

         
            

    

barclaycard Help 

0 Contents O Search 

Contents ■ 
,.. Getting started 

O Your role as administrator 

0 Card information security 

O Log in and out of solution 

O Forgotten password request 

0 login disclaimer message 

0 language settings 
0 Your home screen 

0 Navigation 

0 Session tme out 

0 Browser support 

► Personal settings 

► File management 

► Employee management 

► Organisation management 

► Account management 

► Email management 

► Custom content 

► Financial reporting 
► Finance 

► Taxation 

► Receipt 

► Woridlow 
► Spend Wizards 

► Company unit managemenl 
► Period management 

► Data extraci management 

► Cash management 

► Requisition management 

► Rate and currency management 
► Payables management 

► Confiouration manaaement 
pt'r'ldmanag~ml"nt.barclaycard.co,uk/ .. /9399.htm 

m, 

Getting started > Your home screen 

Your home screen 

i Rebecca v 

Language 

Personal Settings 

Help 

Contact 

Log Out 

Once you have successfully logged in to Bardaycard Spend Management you will be taken to your 

home saeen 

The home screen is 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 
items 

My Actions There can be up to three action buttons - Cash Expenses, Requisitions and 

Expense Reports • dependrlg on the account types assigned to you These buttons allow you to 

create a new expense report. cash expense Of' requisition directty from the home screen 

Attention required links. Links to areas of the solution thal need your action A counter next to 
each item shows the number of items (your own and your delegates') that need attention The 

links depend on the account types assigned to you, and they only display when there is an action 
required, such as expenses to code or approve 

Pinned items links to commonly used pages you have previously pinned for quick access 

Main 

This area displays account information 

Accounts. The top part of this area shows your own accounts and the bottom half of the screen 

shows your delegated accounts 

Panels. There is one panel per card account which could be a summa,y of accounts. but only one 

each for other account types For example, there may be multiple card panels, but only one each 

for cash expenses or requisitions 

• Panels for your own accounts have information on lhe number of Action Required items and 

lhe number of Pending Approvlll items Where relevant. account balances are displayed by 

currency 

• The Action Required count ~nks take you to the Expenses screen Panels for card 

accounts also have links to the last two statements for the account Clcking those links take 
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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. 

2 

1 Choose ‘Help’ from the main menu 

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

1 

2

2 

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

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

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

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




