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e = WY Log into your account

Getting started:

first time login

(i) You'll notice there's a different way to securely access your account.
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 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

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

@ barclaycard ,

Corporate

- .

5312 ¥4l1e2 3455 7005 Card number

SO Tea Commercial

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

&m:r]r; 2=t

ANSON BUTI DTNG SERVICES

I ANSON
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Getting started:

first time login

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 .

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

@ BARCIAYS | &) barcioycond

i YOUR CODE 1€
1384 1576
Tap in your card's four-digit PIN and press ‘Enter’ i) EES (R — R —

——
 Ridentify

P G

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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Getting started:

first time login

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

Welcome to your online services

~ . B3
Ruce Al F&Y

.
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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
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Getting started:

navigating the application <) barcloycord

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

Application:  Smat Dsta v

AC'”V"V

u ALERTS & NOTIFICATIONS )

SCHMEDULED REPORTS )

TOTAL ACTIVE COMPANIES COMPLETED REPORTS )

Menus - The main navigation is via the tab top menus. o B
These allow you to navigate through the functionality in the o:
application, consolidating under a common theme g o s o
Qs
o

RECENTLY ADDED COMPANIES ) DATA FILES )

LOCKED ISSUER/COMPANY
ADMINISTRATORS )

RECENTLY ADDED 541

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

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

screen

Home MINENTEEIN Account Manager

Help

NEWS

19.3 RELEASE NOTICE

NEW TERMS OF sl GENERAL DATA
PROY l(non REG

BCOS 19.2 DOCUMENTATION
UPDATE )

LINKS

Reports Company Issuer User Activities

@ The back button in your browser will not work within A ' Search Reporting Structure ) Transaction Approval Summary .

this application. Please use internal navigation.
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Getting started:

the homepage

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

typical example for a cardholder.

Q borcloycord

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

Snapshots - View a dashboard view of your spend
Reports and data - Download reports and statements

News - View news messages added by Barclaycard or your
Administrator

Resource centre - View and download user materials and
other information added by your Administrator
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GRS LEREEI Account Manager  Reports

Account
Summary

Merchant
Summary

Transaction
Management

Manage Expense
Reports

Retrieve Recelpt
Images

t

ﬁ ACCOUNT STATEMENTS

Account Statements will download as PDF

Description File Size View Status Delivered Date

). 2019 September Statement 951.9 KB Viewed 11/09/2019
). 2019 August Statement 2 949.2 KB Never Viewed 11/08/2019
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HOME

User Role:

Cardh:

ACTIVITY

ALERTS)
Previous

Previous

Account

Hel
management P

Account Activity JEELIS

Transaction 1
Summary

Account
Information

Merchant
Summary

Add Cash
Transaction

Cost Allocation
Management

Manage
Receipts

Transaction Summary

TRANSACTION SUMMARY

ELIZABETH HANDON o XXXX-XXXX-XXXX-3709 (Active) ¢ 1 HIGH ST « LONDON, UNK SW1 448

Indicates required field

RCH CRITERIA Advanced Search » n
sct ¥

Reporting Cycle:

® Date Range: From:® 10/04/2019 D 2

To:* 05/05/2019 D

Date Type: Posting Date v

Data available starting 09/09/2016 m 3

n Transaction Amount:

Tax Amount:

Transaction Category:

Transaction Reference Number:
Acquirer Reference Number:
Merchant Name:

Addendum Type:

Transaction Type:

o Merchant Category: -Merchant Category-
to

-Tra i t -

Al v

Al v
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Oate Range From:* 15/05/2019 D
o osvouors  [2)

Date Type: Posting Date

Data avelable startng 06/0) m
SEARCH RESULTS

Bosting Transaction Transaction VAT Alternate Tax Amount  Alternate Tax  Additional
Beviewsd Approved O Oate * Qescrintion ‘Ameunt Rate YAY Rate Ameount Information
N DIRECT DEBIT PAYMENT THANK 7
15/05/2019  15/05/2019 YoUu (4,974.60) o]
170002019 17/04/2019 DIRECT OEBIT PATMENT THANK (8,410.22) o
15/07/2019  15/07/2019 OSNELELIESTE PN, (641.96) o]
15/08/2019  15/08/2019 S:}c DEBIT PAYMENT THANK (2.254.24) (o]

Pageiofi  Fage
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ORG POINT ACCOUNT GROUP ACCOUNT
Org Point Name Org Point Name 2
Qrg Point Country Reports To
= o ]

Org Point Number

@ 2. Report Name: Select report below

My Exports FAVORITES .

W Cardholder Seif-Registration Report
Account Activity

W Cardhoider Se f-Registration Report

Accounting and Reconciliation Reports
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5
B pre——

From (DD/MM/YYYY) To (DD/MM/YYYY)

® Once o
11/08/2019 05/09/2019 =]
Daily
Schedule O#fset (in days)
Weekly
Monthly
Quarterly

Reporting Cycle

© 5. Delivery Options and Notfications: System inbox & REBECCAINRIEGEARCLAYSCORP. COM

REDECCAIMRIEGBARCLAYSCORP COM
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Compan

e T ..
Dashboard
Run Dashboard

Create COMPLETED SCHEDULED
1 Edit Sze  Fleformat  Completed Date®
> Cardnolder Seif-Registration Report

User Audit
Exports >  Approver Summary Expense Report (i

2a
Dashboard PpE}
COMPLETED SCHEDULED
| | Name Frequency From Date To Date Next Run Date &
2b > Cardholder Self-Registration Report Daily 10/09/2019 10/0922019 11/09/2019 05:00 GMT
> Approver Summary Expense Report (O n Once 12/082019 10/092019 11/09/2019 09:33 GMT

1
C ol ] Dashboard

COMPLETED SCHEDULED
Size File Format Completed Date ¥ Action

7624K8  [Bpat 13092019 040

> Approver Summary Expense Report () z 2 13082015

This report is used by administrators to track

the status, current assignment, days open,
and total amount for all submitted ERM

expense reports. 1 fiais) seleczed
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User management:

My profile

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

a typical example for a cardholder.

Click on the ‘My Profile’ link at the top of the page

Make the changes you need, such as:

USER INFORMATION

Display Name

1 BLOGG Phone Number

] 3 E-mail Nov

BL0GGS * Status Code . ACTIVE
User 1D 1§LTrmeds4QUWHOANY

Email Address
* E-mail Address; JELOGGSGABC.COM

. JELOGGS@ABC.COM

User Status
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User management:

associate accounts

From the ‘My Profile’ screen you can link additional cardholder accounts
to your user profile. For example, if you lose your card, you can use this .
function to link your new card number to your old card number.

From the ‘My Profile’ page click on ‘Associate Accounts’

Enter the details for the card account you want to associate to
your user profile

USER INFORMATION

Click on ‘Save’

Once complete, each account will appear in a drop-down on the
homepage allowing you to switch between accounts

isgiay Mame 1BL0GG Phane Number
* First Name: ) 3 E-mail Nov
" Last Name BLOGGS pL . ACTIVE
User 1D 1\ TrmedsQWHOANy
* Email Adress JBLOGGSGABC.COM

. JELOGGS@ABC.COM
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My Profile EYITNIF IOV Reports

ACCOUNT INFORMATION .

HOM E Transaction

Summary

User Role: Account ADOITFoRAL DRTAR
Information Account Namal  ELIZABETH MANDON User 20
Account Number:  JOOO0OMIO0-I709 g ziochos
Reorta To Orp P
Merchant Adduss Una 11 1 MIOH ST ——
Summary PR Lot Dot Lo Update: 20043013
o Gasn Aot g Aot

Add Cash

State / Frevinces  UNK Master Accounting Cote

Transaction

ol Code:  EWH AR
Cost Allocation Semey) T o
Management Cumeacy umber
Fhane Mumbery  (333) 3333709 e eI
Manage Emal Adirwes) Mot Avatuble Traneles Rassen Code
Receipts ectin Outer WAL/ EECTRy
Sroduct o Indvidual
Account Statens  Active
T Gsamats 0
Smploee ol 3708
i
Credit Lime: 43.000.00 _;‘
Toge Trasaaction Ameunt: 16.000.00
0.00
)
0.00
°
0.0
°
0.00

Other Tranunction Limit °
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AUTHORISATION ACTIVITY

Data available starting 25/08/2019

Account Number

From Date

To Date

XXXX-XXXX-8746-4734

16/09/2019 '

DD/MM/YYYY

24/09/2019 '

DD/MM/YYYY

¥ Advanced Search
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SEARCH RESULTS

E Pagelofl  Page m
Merchant

Authorisation Transaction Request Request Category .
Account Name Date/Time A nt Type Di ition Response Reason Code Merchant Name Currency  Details
(Mcc)
A B CARTER 24/09/2019 209.28 Purchase Approved APPROVED 7011 CHICAGO SOUTH POUND
06:40:27 LOOP HOT STERLING
A B CARTER 24/09/2019 2.40 Mail/Telephone Approved APPROVED 4121 UBER *TRIP POUND
04:04:17 Order STERLING
A B CARTER 24/09/2019 7.92 Mail/Telephone Approved APPROVED 4121 UBER * PENDING POUND
03:49:50 Order STERLING

SEARCH RESULTS

Pagelof1  Page

Merchant
Account Name S‘a‘::‘/’;"sn;""" L’::::‘:“O" ?:::esl gm:ion Response Reason g:’eegorv Merchant Name Currency  Details
(McC)
24/09/2019 209.28 Purchase Approved APPROVED 7011 CHICAGO SOUTH POUND
06:40:27 LOOP HOT STERLING
Date/Time 24/09/2019 06:40:27 Authorisation Amount 209.28
Currency 826 Merchant DBA Name CHICAGO SOUTH LOOP HOT m
Merchant City CHICAGO Merchant State L
Merchant Postal Code 606160000 Merchant Category Code 7011
Decline Reason CARTER/A Card Expiry Date 02/01/2022
Limit 5,000.00 Balance at Authorisation 5,001.48
Available Money Before Authonsation 5,210.76 Cash Available at Authorisation 0.00
Exceeded Velocity Counters PIN Uimit Exceeded

Bad PIN Attempts 0
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The cardholder currently does not have enough available Programme Administrator to increase the cardholder’s credit limit. This
credit to complete the transaction. can be done by Barclaycard Corporate online servicing.

The merchant category code for the merchant that the Programme Administrator to amend the cardholder's MCCG to one which
cardholder is transacting with is not included in their contains the MCC for the merchant.

Merchant Category Code Group (MCCG) assignment.

The cardholder is trying to make a purchase for a value that Programme Administrator to amend the single transaction limit assigned
exceeds the single transaction limit assigned to the account. to the cardholder’s account.

The cardholder is attempting to make a purchase but they Programme Administrator to increase the credit limit assigned to the

are currently over their credit limit. cardholder’s account. This can be done by Barclaycard Corporate online
servicing.

The cardholder has entered the PIN incorrectly three times or | The cardholder needs to go to a UK-based ATM and choose to ‘Unlock

more and therefore locked their card for use with Chip and PIN’ from the ‘PIN Management’ menu. If the cardholder is outside of
PIN-enabled merchants. the UK, they should contact the call center for further options.

An invalid card security code is entered. This is the last three Merchant/cardholder to check the security code being used and validate
digits on the signature strip on the reverse of the card. This that it is correct.
usually occurs with online/telephone transactions.

An invalid card expiry date has been entered. This usually Merchant/cardholder to check the expiry date being used and validate
occurs with online/telephone transactions. that it is correct.
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Help:

This guide provides details on how to perform
the key functions in the application. If you need
further detail, the ‘Help’ function contains more
information in a range of formats.

Choose ‘Help’ from the main menu

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

: User Account
Reporting Help
management mManagement
Q barclaycard

Training Materials
Tools for issuer and corporate trainers to teach users about the application

elLearning
See quick video demonstrations of common tasks

Onling Help User Guides

Search for spedcific features in online user guices Read full documentation for the application



>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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