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What's New

Enhancements for the Financial Screens

New icons for Email Notification
and Add Non-Card Transaction.

The Detail icons navigate
to other financial screens.

E [ 0171572001 017142001 BORDERLIME, DETROIT, M
Non-Card Transaction —| & = B » r r 01A520001 01452000 Yellow Cab 2500 [ goooe | @ |
nl == % @) [l [l 01/22/2001  01/20/2001  PC CITY, BOSTORN, M4 2,196.24 [ qaz7g | 5
W = B » - - 02/01/2009  09/31/2001  OFFICE SUPPLY , MEVARK, M 5699 [ 570 [ =]
=& ® - - 020222001 02/20/2001 OFFICE SUPPLY, ATLANTA, Gé 96.24 [ gaa [ =]
Split Transaction ul =8 r [ O03MB2001 03052001 MAMN STREET OFFICE SUPPLY, ATLANTA, G& 185422 [ qzazs | | &
B ®» Split 1: Monitar 467.10 0.0000 0.0000
B Spit 2: Software 467.10 0.0000 0.0000
B ®» Spit 3: PC 795.79 0.0000 0.0000
ul B8 - - 03M2/2004 03AM0/2001 OFFICE SUPPLY, ATLANTA, G& 18522 [ azpa [ 5
ﬁ_ -C):)) Spilit 1: Presentation Materials - Midwest Division 59.26 00000 0.0000
ﬁ_ -C») Split 2 Presentation Matetials - Eastern Division 125.96 0.0000 0.0000
hl ﬁ, -C») 'l Ird 03M5/2001  03/32001 OFFICE SUPPLY, MEWARK, MJ 46.32 30 5

New User Interface

A new user interface for the financial screens has been created to improve navigation
and workflow of the most common tasks, such as cost allocation, transaction split, and
general transaction management. The change in the user interface does not affect actual
data in any way; historical transaction data is the same. The only change is the way the
transactions are displayed on the screen.

The sort options can be used to More tax options for purchases
re-sort the entire search results. with multiple tax amounts.
Back to Account Summary screen)
earch Transaction Count Tetal: 28 Search Transaction Amount Total: 6,654.31

|1of3 “ hexd =

Apply Dizcard |

Expand &Il | Collapse &1l | Refresh

A 2/2001  0140/2001

- OFFICE SUPPLY, MEVYARK, hJ

To help users transition to the new screens, three online demonstrations are available to
demonstrate how to cost allocate a transaction, split a transaction, and create a non-card
transaction. A link to the demonstrations is available in the Links section of the home

page.

Expanded Filter Options for Financial Search
Expanded search options enable users of all levels to search for transactions based on
seven additional search criteria.
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Improved Workflow for Cost Allocation

A new option in the Account Codes section of the Transaction Summary screen
enhances navigation when cost allocating a transaction by enabling you to
automatically save changes and move to the next transaction’s account codes with just
one click.

New Sort Order for Adjustments

The Transaction Summary screen, Expense Report, and Account Statement Report have
been enhanced to sort adjustments by posting date and then by acquirer reference
number. Adjustments, such as cross-border conversion fees or credits, now display next
to the related transaction; allowing you to review transactions and their related
adjustments side by side instead of having transactions and fees separated.

Cost Allocating from the Transaction Detail screen

The Transaction Detail screen has been enhanced to improve the speed at which the
Web page loads. The Account Codes section is initially hidden when you enter the
Transaction Detail screen, which enables the page to display more quickly. To view or

add account codes, click the Allocate icon B to display the Account Codes section.

Saving Transactions with Invalid Account Codes

When account codes change and an old code that is no longer valid is currently
assigned to a transaction, that value is retained until a new code is selected from the
drop-down list. To ensure that the most up-to-date account codes are used, the system
displays a warning when an account code is no longer valid.

Purchase Log

The new Purchase Log option is an online alternative to the paper-based purchase logs
widely used by cardholders to track and reconcile purchases. Like the traditional paper
or spreadsheet log, the application’s electronic purchase log enables cardholders to log
the relevant details of the purchase before the transaction is available in the application.
A Purchase Log Report provides a printer-friendly version of the purchases.

Currency Code Options for Non-Card Transactions

The non-card transaction process has been enhanced to use either the currency code
assigned at the company level or at the cardholder account level as the posting
currency when creating a new non-card transaction. Non-card transactions previously
defaulted to the currency of the company. Now, the company administrator has the
option to specify the account’s currency as the posting currency of non-card
transactions that are created for the account. The new option, Source of Currency for
Non-Card Transactions, in Company Preferences sets the currency.

Mass Update Option for Setting Supervisor-Reviewed Status

A new mass update option, Schedule Transaction Approval (Financial tab), allows
managers and administrators to mass apply the supervisor-reviewed status to a range of
transactions. The mass update runs as a scheduled process, which runs multiple times
throughout the day.
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Zero Line Items Allowed for VAT Eligibility

The VAT Eligibility logic has been re-configured to no longer require Line Items to have
a non-zero Extended Item Amount when the Transaction Amount is not equal to zero.
The UK VAT LID Report has also been updated to reflect the change.

Report Enhancements

Supervisor Summary Report

The new Supervisor Summary Report provides a listing of all supervisor users in the
company as well as a high-level summary of the review status for each supervisor’s

assigned transactions. This report is available to company administrators and higher-
level users.

Adjustments Restricted on Cost Allocation Reports

The existing Allow Cost Allocation of Adjustments option in Company Preferences now
controls whether adjustments are included in the Cost Allocation Detail Report and Cost
Allocation Summary Report, ensuring that the cost allocation reports are consistent with
how adjustments are cost allocated (or not cost allocated) in the online view.

New Company Preferences

Company Preference Description

Allow Purchase Log Enables the Purchase Log option from the Financial
tab, which allows users to maintain a log of

Default is set to “No”; editable by company ) 1> B
purchases in the application.

administrator

Source of Currency for Non-Card Transactions Sets the posting currency for non-card transactions to

Default is set to “Company”; editable by company ~the company currency or the account currency.

administrator

Lodged Card Settings Enables a company administrator to select a default

lodged card template that will be assigned to all new
accounts added to the application through the daily

file transmission.

This option will display if at least one lodged card
template has been created for the company.

New and Updated Authorities

Added to
Default
Authority Description Available to... Templates?
(Enhanced) Allow Mass Updates  Enables the user to Schedule e Supervisor Yes
Transaction Approvals, which is ¢ Intermediate User
available from the Financial tab. e Company Administrator
Currently, the “Allow Mass Updates”
authority enables a mass update option
on the Account Approval Summary
screen.
(New) Print Supervisor Summary  Enables the user to print the Supervisor ¢ Company Administrator Yes
Report Summary Report.
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New Language Option for Castilian Spanish

Updates

In response to broadening markets, the application will now be available in Castilian
Spanish. The application will still be available in Latin American Spanish for users in the
Latin American region. The original language option for Latin American Spanish,
Espafiol, has been changed to Espafiol (América Latina). The new language for Castilian
Spanish is Espanol (Espafa).

e Password Reset Message - When a user is prompted to reset his or her
password, a new message provides the minimum requirements for creating a
password.

e Vertical Scrolling on Transaction Summary Screen - The Account Codes section
of the Transaction Summary screen prevents automatically scrolling to the top
of the summary page when account codes are applied. The screen stays
focused on the Account Codes section until the user manually scrolls the
page.

e Exporting the Adjustment Description - The MCH.Merchant Name export field
contains the transaction description, which can be the merchant name or
adjustment description. The export process has been updated to ensure that
when the adjustment description is exported, it is limited to the maximum
field length of the MCH.Merchant Name field: 25 alphanumeric characters.

e Corrected Processing for Splits - The split process is corrected to accurately
total the split amounts when the total transaction amount is over 1,000 and
contains a group separator.

e Corrected Calculation for Split Lines and Applied VAT Tax Rates - The VAT Tax
Rate calculation prevents truncating the tax rate according to the user’s
decimal digits setting (Default Currency Settings - User Maintenance). If a tax
rate is set up as .120, the system will calculate the tax using the three-digit tax
rate regardless of the user’s currency settings.

e Debit Credit Indicator Corrected for Exported Line Item Addendum - The
export process for line item information can export credit and debit indicators
from the Line Item Addendum, not from the parent transaction. The screen
display of line item information still inherits the credit and debit indicators
from the parent transaction.
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Introduction

This application is an online reporting tool that allows you to access Purchasing, Fleet,
and Business card transactions securely over the internet. This application can help you
expedite expense reporting by allowing you to review expenses, cost allocate and split
transactions, create non-card transaction expenses, export data and run reports — all
online and at your convenience. All you need is a user ID, a password and access to the
Internet.

Accessing Data and Processes

This application is authority-based, which means that your access to data and functions
is determined by user authorities or “permissions”. Your issuer administrator determines
the various functions and data that are available to you. As the company administrator,
you have the ability to enable or disable the user authorities provided to the users
within your company.

Role of the Company Administrator

An issuer initially enrolls a company to use the application. Once a company is
enrolled, a company administrator takes over and implements the application at the
company level. As a company administrator, you will receive a user ID, password, and
login instructions.



Getting Started

Getting Started

If you are already familiar with Web-based applications, learning this application will be
easy! The application uses many standard navigation elements and with the intuitive
design you will be able to get started in no time. If you are not as experienced with
navigating the Web, be sure to read the Getting Started section in its entirety to learn
important information about browser requirements, login information, and navigation
elements used in the application.

Browser Requirements

To ensure the protection of your data, you are required to use a browser with 128-bit
encryption in order to login to the application. This is the highest level of encryption
available commercially.

If your browser does not support 128-bit encryption, you will have to upgrade your
browser to enable the proper encryption level in order to login. The application
attempts to check the type of browser currently installed on your PC and displays the
appropriate upgrade. If the application cannot verify your browser, the page displays
upgrade links to the most widely-used browsers. If your browser is not listed, go the
Web site that supports your browser and download the version that uses 128-bit
encryption.

Supported Browsers
e Internet Explorer 5.5 or higher

e America Online (provided the AOL build utilizes Internet Explorer 5.5 or
higher)

e Netscape 6.2 or higher
e Morzilla 1.5 or higher

Supported Operating Systems
e Windows 2000
e Windows NT 4.0
e Windows XP Home Edition or Professional

For additional information about each browser, please refer to the browser’s user
documentation.
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Acrobat Reader

Note: In Netscape, PDF
documents are integrated into
the browser regardless of the
setting in Acrobat.
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Getting Started

Adobe Acrobat Reader 5.0 or above is required if you view reports in PDF (Portable
Document Format). Download a free copy of Acrobat Reader from www.adobe.com or
click the Acrobat Reader link on the Run Reports screen.

The Web Browser Integration option in Adobe® Acrobat® allows you to display PDF
documents either inside or outside the browser window. Because the application’s
navigational elements are built into the application, PDF reports must be displayed
outside the browser window in order to maintain the application’s navigation. To
display PDF reports outside of the browser, disable the integration option in Adobe
Acrobat. With Web Browser Integration disabled, you still have the option of displaying
the document immediately on your screen or you can save the file directly to your PC.

Saving Files to Your Local Directory
When you run a PDF report or convert an online report to PDF, you will be prompted
with this dialog box.

File Download

“fou have chosen to download a file from this location.

‘What would vou like to do with this file?
1 Open this file fram its curent lacation
& Bave this file to disk

¥ Always ask before opening this type of file

ok I Cancel More Info

From here you have two options:

¢ Select Open this file from its current location to display the report on your
screen. The report is automatically opened in Adobe Acrobat Reader, which is
launched from your PC. You can use the Acrobat menu options to print or save
the report to your PC.

e Select Save this file to Disk to save the PDF file to your local directory. Then, you
can open the PDF file from your PC.

Disabling Web Browser Integration in Internet Explorer

e In Adobe Acrobat Reader version 5.0, go to Edit/Preferences and select
Options. Under Web Browser Options, clear the check mark in “Display PDF
in Browser”. Click OK.

e In Adobe Acrobat Reader version 6.0, to Edit/Preferences and select Internet
in the left pane. Clear the check mark in “Display PDF in Browser”. Click OK.
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Security

The security of your financial data and user information is our top priority. All
information transmitted between your PC and the application Web server is protected
by encryption using SSL (Secure Sockets Layer) and 128-bit encryption, the highest level
of encryption commercially available. That means your information is scrambled before
it is sent over the Internet, so that third parties cannot read the information.

Each time you log in, the system checks your browser to ensure that you are using an
approved browser and the proper encryption level. Any information that you submit to
us over the Internet is stored and maintained behind multiple firewalls, protecting your
information from direct access via the Internet.

Sensitive data, such as account numbers and passwords, are masked for added security.
All but the last four to eight digits of account numbers are masked so that full account
numbers are never revealed to any application user on the screen or in a report.

How can | tell if the application is secure?

When you are logged into the application, you will see a closed padlock at the bottom
of the browser window. The closed padlock tells you that the contents of the browser
window and your connection are encrypted. Data that you read or submit online is
scrambled so that no one can read the information as it travels between the application
servers and your computer.
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Login
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Getting Started

We use “cookies” to remember your language preference for viewing the application.
The cookie file is created (or updated) when you log in and stores your latest language
selection. The next time you login, the login screen automatically displays in your
preferred language. Cookies are created for convenience—your user information or any
other sensitive data are not written to a cookie file.

You can log in to the application using your choice of compatible browsers. Your
program administrator will provide the Internet address for accessing the application as
well as your initial login information.

1 Launch your browser.

2 Enter the Internet address in the address line of your browser screen. The Login
screen displays.

Select Language

UserID I
Passwurdl

American English
International English
Espaiiol (América Latina)
Espaiiol (Espaiia)
Francais Canadien
Francais

Deutsch

Portugués

Italiano

Nederlands

FiEh X

RN Y

H#&z

s
st=2

3 Select the language in which you want to view the application. Wait for the screen

to refresh.

4  Enter your User ID and Password.

5 Click Login. If this is your first time logging in, you will be prompted to change

your initial password. See "Creating a New Password” for details.
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Password

Requirements:

e 8-20 characters; two of
which must be numeric
characters.

e Passwords are case
sensitive.

e Passwords cannot contain
spaces.

¢ Old passwords cannot be
reused.

e The password cannot be
the same as the user ID.

Creating a New Password

The first time you log in you will be prompted to change your password to something
that only you know. Your user ID and password are the key to accessing your
transaction information securely online, so you need to keep this information safe. A
good password should be easy for you to remember but difficult for others to guess.

When you create a new password, you may also be prompted to supply additional
required information, which will be added to your user profile (User Maintenance).

Your email address is required to log in.

1 Initial Password has expired. Please enter a new password.

Apphy

MNew Password

Current Password
Mewr Passward
Confirm Password

Password Reset

Resetting your passmord is now made easy. Simply follow these steps

1. Specify your E-Mail Address, if not already specified in your user maintenance sereen.
2. Select the seourity question and ansmwer it

In case you forget your password, you will be asked this security question and upen
werification, a new password will be sent to this E-Mail Address

Electronic Mail Address I

Passward Reset GQuestion I j

Password Reset Angwer I

Apphy
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Forgot your Password? What to do

Copyright 2005 MasterCard International

We can’t send you your original password, but we can send you temporary login
information so that you can login and reset your password.

In order to reset your own password, you should have already set up your security
question and answer in your user profile. This enables the system to verify that it's you
requesting help to login. If you have not set up a security question and answer, contact
your support team for help.

When you use the Forgot Password option, you are prompted to answer your security
question using your security answer. If you answer the question correctly, you will
receive a temporary password that you can use to login. The login information is sent
to the email designated in your user profile.

To receive a temporary password

1 On the Login page, click Forgot Password. The Password Reset screen displays.

Password Reset

Please answer the verification gquestion below,
Upon verification, an email will he sentto the address specified inyour user configuration.

Your favorite sport or hobby?

Answer Ibaseba\l
Fieset Password

2 Enter the (Password Reset) Answer that you set up in your user profile (User

Maintenance).

3 Click Reset Password. You will receive a temporary password via email. This a one-

time password, which allows you to login and enter a new password.



Getting Started

Home Page

The home page is your starting place once you have successfully logged into the
application. You can read important news information, link to other resources, or
download scheduled reports and exports from your Inbox.

Ronald Brown
Last Login: 11:26/2002 21:17:54 GMT

% Company Information
INTERNATIONAL COMMUNICATIONS
GLOBAL HEADQUARTERS

55 SIXTH AVENUE

SUITE 130, 50TH FLOOR

NEW YORK, NY 10010 USA

News

@

11/06/2002 : A new Merchant Category Code 5627 has heen setup an the application.
11/20/2002 : For application support, please call 1-800-555-5555 or click the "Email
Us!" link below.

Inbox

Number of Exports: 4
Number of Reports: 2

Click Here for Inbo

Links

® ¥

* MasterCard Home Page
* First World Bank Home Page
* Tax Calculator
.
-

Exchange Rates
User Documentation (English Only)
* Questions/Comments?? Email Us!

News
Refer to the News section for site updates and messages from the issuer or system
administrator.

Inbox
Contains your scheduled reports and export files. See "Inbox" for details.

Links
Provides access to additional resources, information, and tools enabled by the
issuer.
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Inbox
The Inbox contains processed reports and export files that you scheduled in the
application.
IMPORTANT! The system retains
Inbox items for 14 days before
they are automatically deleted. Inbox e
Mumber of Exports : 1
|F|bOX Mumber of Reports ; 3
ate Mame File Format
% 0BM22002 General Ledger Export Excel Format
IReports
081272002 Account Status Repart Adobe Acrobat Reader
08/19/2002 Account Staterment Report Adobe Acrobat Reader
08/26/2002 Account Status Report Adobe Acrobat Reader
Inbox Icons
g Indicates that the report or export has already been downloaded.
t The export file contains previously exported transactions.
Click the trash can to delete an Inbox item.

To download a file
1 Click the report or export you want to view.

2 In the File Download dialog box, select Open this file from it’s current location.
Depending on the security options set for your browser, you may not be able to
open the file directly from the browser.

3 Click OK.

Opening XML Files from the Inbox

If you open an XML file in a Netscape browser, the XML tags will be removed. To
preserve the tags, download the file (unopened) to your local directory.

1 In the Inbox, right-click on the XML file link.

2 Select Save Link Target As.

3 The system will prompt you to save the file to your PC.
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Getting Started

Navigation

Page Navigation
Navigation tools display on every page to help you navigate through the application.

« S 0an?

LOG OUT

Back - Takes you back to the screen you were on previously.
Print - Prints the page you are on currently.

Reload - Reloads (refreshes) the page. Note that if you have entered information on
the page, but have not clicked Apply to save your changes, clicking the reload icon
will reset the fields.

D  Search - Enables you to search by user or company information based on your
assigned reporting entity. This option is not available to account users. See "Search"
for details.

E  Go to Main Menu (Home) - Returns you to the home page.
F Help - Displays online help. The information in this guide is also covered in the help.

G Logout - Ends your online session.

Saving Data (Apply / Discard)

e Apply - Saves text or settings that you have entered on the screen. The system
will typically warn you if you navigate away from the current screen without
first saving your data or selections.

e Discard - Resets text entries and settings back to the last saved data. Discard
does not remove any data already saved in the system.

Apply | Discard

Text Boxes
Use text boxes to enter codes or additional information. Be sure to click Apply to save
the information. You can reset text box fields and start again by clicking Discard.

F Murnber

|1 b-ka8
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Drop-Down Selection Boxes
Use drop-down selection boxes to select from a pre-defined list of values. For example,
drop-down boxes are used throughout the application to set a date range.

FromDate |12 7] /[23 =] /2001 =]
To Date fo1 =] 23 =] |ZDDD Click the arrow to see the drop-

: down values. Highlight the value to
select it.

Radio Buttons
Radio buttons allow you to select from two or more options. For example, when you
view transactions, you can choose to view by Posting Date or Transaction Date.

Wiew by
& Posting Date
' Transaction Date

Links

Click on blue, underlined text to link to another screen or task.

ROMALD BROWN ————————inks to the Account Maintenance screen.
UNIVERSAL COMMUNICATIONS

555 SIHTH AVE

MEW YORK, MY10012-6236USA

OO0 1514

Links to a screen where you can create a
non-card transaction.

Create Mon-Card Transaction

Tabs
Information and processes in the application are grouped into five areas: Hierarchy,
Financial, Reports, Company, and User. As a company administrator, you have access to
all transaction, user, hierarchy, and account data within the company.

Hierarchy § Financial Reports | Company User

Hierarchy

e View the reporting structure for your company as well as access company,
intermediate, and account hierarchy records.

e Apply default account codes and general ledger (GL) codes to cardholder
accounts.

e Schedule Cost Allocation Processing to reprocess cardholder transactions.
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Financial
e Access cardholder transactions for review or cost allocation.

e Create and maintain supplier records to group similar merchants under one
parent record.

e Review and approve cardholder transactions.

Reports
e Export transaction data.
e Create custom templates for exporting transaction data.
e Create reports.
e Schedule reports for cardholder users.

e Send email messages to users.

Company

e Set company preferences to tailor the application to meet the specific needs
of your company.

e Map merchant category codes (MCCs) to your general ledger codes.
e Set general ledger options.

e Create custom billing cycles.

e Create templates to assign authorities to users.
e Set up application users.

e Reset user passwords, update user information, and set default date and
currency formats for yourself and other users in the company.
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Search

TIP: If an account user
(cardholder) has forgotten his
or her user ID, you can look it
up by using the user’s account
number. In the User Search
section, enter the account
number and click GO. You will
go to the user’s profile (User
Maintenance).

Copyright 2005 MasterCard International
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Use search to go directly to the most widely-used screens without drilling down
through the hierarchy or a list of accounts. You can search only within your assigned
hierarchy entity. The search criteria available to you also depends on your user type
and your authority.

You can enter either an exact or partial search string; wildcards are not allowed. The
system will display a list that matches your search criteria. For example, entering SAN
will search for all names that contain SAN: Sandy, Sandra, Sanders, etc.

Search
Access the Search screen from the
page heading or from a submenu.
User Search
User ID
Exact Account Mumber (No Dashes)
a =
¢« S Qe n? .
LOG OUT ' User Mairtenance
Choose a Sub Menu Account Search
+ User SB[UD Accourt Mumber (Mo Dashes)
- aintenance
( » Search Accourt Mame
G
GoTo —DI
& Account Maintenance
" Transaction SUmmary

Troubleshooting
If you do not get the expected results, try the following:

e Delete any blank spaces before or after the string.

e Check the spelling or numeric entry.



Company Implementation

Company Implementation

Once your issuer enrolls your company to use the application, the designated company
administrator takes over and implements the application at the company level. As a
company administrator, you will receive a user ID, password, and login instructions.

Typical responsibilities of the company administrator include the following:

Review Company Preferences

Company Preferences control many of the processes and options that are available to
your company. Your issuer typically sets the default preferences; however, you can
change some of the preferences as your authority allows. See "Company Preferences’
for details.

Determine the Company Hierarchy Structure

Work with your issuer administrator to determine the reporting structure of your
company (i.e. how cardholder accounts are organized into reporting groups or
departments). See "Hierarchy” for details.

If your issuer administrator has given you the option of using a user defined hierarchy,
you can create, update, and delete intermediates, and assign accounts to hierarchy
entities. See "User Defined Hierarchy” for details.

Create User Templates (optional)

The application is built on a foundation of authorities (permissions), which allows
corporations as well as card issuers to tailor the application to meet specific needs. You
can add and remove authorities to control the editing and display of certain data and
processes. See "Authorities” for details.

Set up Users
Determine who in your organization will use the application. Cardholders? Supervisors?
Managers? See "Users” for details.

Create Customized Fields (optional)
You can create up to 50 customized fields to apply account codes, such as project
codes or cost centers, to cardholder transactions. See "Customized Fields” for details.

Assign Default Account Codes (optional)
Use default account codes to apply standard cost allocation or general ledger codes to
cardholder transactions automatically. See "Default Account Codes" for details.

Map GL codes to MCCs (optional)
Map your company’s general ledger codes to merchant category codes. See "General
Ledger Options” for details.
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Company Implementation

Define Suppliers (optional)
Use suppliers to associate similar merchants under one parent record. See "Supplier” for
details.

Define Custom Billing Cycles (optional)
Create billing cycles that reflect the specific reporting periods of your organization. See
"Custom Billing Cycles" for details.

Set up Exception Reporting (optional)

Exception reporting allows you to easily track and analyze expenditures in order to
monitor spending trends or manage preferred vendors. See "Exception Reporting” for
details.



Company Preferences

Company Preferences

When your company is enrolled to use the application, your issuer administrator sets
preferences and selects reports that are available to your company. Depending on your
authority, you may or may not be able to change these preferences.

To review preferences for your company, click the Company tab, then select Company

Preferences.

Company Preferences

Company MName

Dsta Retertion Perioc
Password Expiration
Pazsword Duration
Usze Supplier?

Uze User Defined Hisrarchy?
Maximum Mumber of Transaction Splits

Allowy Splits to Balance to Net Amount?

Usze Accourt Mumber Masking for Exports?
Mumber of Account Digits to Display

Use Email Motification?

Display Expense Description?
Expense Description Maximum Lencth
‘iew Carcholder Reviews Status?
Wiewy Supervisor Review Status?
Usze Custom Biling Cycle?

Date Type

Allowy Cost Allocstion of Adustments?

Allowy Purchase Log?

Source of Currency Code for Mon-Card Transactions

INTERNATIONAL COMMUNCATIONS

Yes ¥

es w
Yes ¥
0 *(10ta 255)
Yes

Ves W

R

Yes ¥
Paosting Date -
ez

Yes ¥

J2

Company ¥

L. Some preferences are set by
your issuer and are read-only.

Company Preferences - Options

Data Retention Period

A running period of time that users can view historical data.

Password Expiration/Duration

Sets the time and duration that user passwords will expire.

Note: New users are required
to change the password upon
first login regardless of the
password expiration setting in
Company Preferences.

e Active - User passwords will automatically expire after the period of time set
in Password Duration. A user is denied access to the application until the
password has been changed successfully.

e Inactive - User passwords will not expire.
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Company Preferences

Use Supplier?
Enables the company to use supplier records to associate merchants under one parent
record in order to group transactions.

e Yes - Enables supplier functionality for the company.

¢ No - Disables supplier processing. Users with supplier authorities can still
view and edit existing supplier data; however, the supplier data will not be
applied to transactions.

Maximum Number of Transaction Splits
Indicates the maximum number of splits allowed per transaction. Maximum 100 splits.

Allow Splits to Balance to Net Amount?
Indicates whether “Split and Balance to Net Transaction Amount” is available as an
option on the Split Transaction screen.

If a transaction has been split and balanced to the net transaction amount, the
calculation will be retained even if the Allow Splits to Balance to Net Amount is
disabled after the transaction has been split.

Use Account Number Masking for Exports?
An issuer-enabled option that specifies whether account numbers associated with the
company are to be masked when exported.

Use the Number of Account Digits to Display option to specify the number of digits in
the account number that will display (unmasked) in the export file. You can choose to
display the last four to eight digits of the account number.

Number of Account Digits to Display

When Use Account Number Masking for Exports is set to “Yes”, enter the number of
digits (last 4-8 digits) in the account number that will display (unmasked) in export
files.

Use Email Notification?

Allows users to send an email message to managers or supervisors indicating that
transactions have been validated. When this option is enabled, the Send Email
Notification button displays on the Transaction Summary screen. A user can click this
button to open an email form and send a message. The message is sent through the
application and received through the user’s email system. (e.g. Microsoft Outlook, Lotus
Notes, etc.)

Users must also have the “Update Financial Transaction” user authority in order to use
the email notification option.

Display Expense Description?
Enables users to view the Expense Description field on the financial screens. This
option does not apply to the Expense Description field on the Split Transaction screen.



Company Preferences

Expense Description Maximum Length
The maximum number of characters (including spaces) that can entered in the Expense
Description.

If you change the Expense Description Maximum Length, it will not affect existing
descriptions. For example, if you change the maximum length from 30 to 15, any
existing expense descriptions over 15 characters will be unaffected, unless the user
changes the description.

View Cardholder Review Status?
Enables users to view the Cardholder-Reviewed status of transactions.

View Supervisor Review Status?
Enables users to view the Supervisor-Reviewed status of transactions and to access the
Account Approval Summary screen and Schedule Transaction Approval screen.

Use Custom Billing Cycle?

Enables users in the company to run reports, export data, and view transactions based
on a pre-defined custom billing cycle. Select the Date Type by which transactions are
selected for inclusion in the billing cycle. This selection applies to all billing cycles
created for the company.

Allow Cost Allocation of Adjustments?
Enables users to apply account codes to adjustments, such as payments.

¢ Yes - Allows adjustments to be cost allocated and includes adjustments in the
Cost Allocation Detail Report and Cost Allocation Summary Report.

¢ No - Prevents adjustments being cost allocated and excludes adjustments from
the Cost Allocation Detail Report and Cost Allocation Summary Report.

Allow Purchase Log?
Enables users to maintain a log of purchases, which may be used to track and reconcile
purchases.

See "Purchase Log" for details.

Source of Currency for Non-Card Transactions

Sets the posting currency for non-card transactions to the company currency or the
account currency. This option enables users within a company of multi-currency
accounts to create non-card transactions in the posting currency of the company or
account. For most companies, the currency code is the same throughout the company;
therefore, most companies can use the default setting, which is “Company”. To use the
currency of the account, select “Account”.

If non-card transactions are configured to use the currency of the account and the

account record does not define the currency, then the currency of the company will be
used. If the company currency is not available, then the issuer currency will be used.
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Note: These date and currency
settings do not apply to
exports. Date and currency
formats in exported data are
specified in the export
template.

IMPORTANT! Users will not be
processed for the company
unless both the Default
Template and Current Default
Password options are
populated.

Copyright 2005 MasterCard International

Company Preferences

Tax Preferences
Controls the display and update of the Sales Tax and Alternate Tax fields on the
financial screens.

General Ledger Options
Indicates which general ledger codes will display on the financial screens.

Final GL Code Mapping Sequence
Sets the mapping order of the Final GL Code.

Default Date Settings / Default Currency Settings

Sets the format in which dates and currency are displayed in the application. These
settings are applied to the user profile when a new user is created.

Auto User Setup

Enables the company administrator to automatically create account users in a nightly
batch process.

Report Assignment
Contains a list of reports that have been made available to the company.

Custom Flags
User-defined check boxes created to display on the financial screens.

Custom Fields
User-defined text boxes created to display on the financial screens.

Cost Allocation Fields
User-defined drop-down fields created to display on the financial screens.

Account Extended Info Fields
User-defined text box fields created to display on the Account Maintenance screen to
capture additional information about the account.

Exception Reporting - All Cardholders

Exception reporting allows company administrators to easily track and analyze
expenditures in order to monitor spending trends or manage preferred vendors.
Transactions can be flagged by merchant, MCC, dollar amount, or spending frequency
and then compiled in one of three exception reports.



Company Preferences

Lodged Card Settings

Enables company administrators to specify a default lodged card template to be
assigned when new accounts are added to the application. This option will display if at
least one lodged card template has been created for the company.

See the Lodged Card Maintenance - Company Guide Supplement for details.
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Hierarchy

The hierarchy is the corporate card reporting structure that organizes accounts into
reporting groups. The hierarchy allows companies to group accounts by departments,
or divisions for the purpose of running reports, exporting transaction data, and
reviewing transactions.

Structure of the Hierarchy

Copyright 2005 MasterCard International

The structure of the hierarchy is similar to the structure of a company’s organizational
chart in that it depicts the grouping of people and resources as departments or
divisions. In the application, the company hierarchy may look similar to an
organizational structure or look completely different, depending on how cardholder
accounts will be grouped for reporting.

©— - WTERNATIONAL COMMUMICATIONS - HEADQUARTERS
~ ADMINISTRATION - CORPORATE CONTROLLER
@ - EHANCE - DIRECTOR - PURCHASING DEPT
» ACCOUNTS PAYABLE
» PURCHASING - FOREIGN PURCHASING ADMINISTRATION
~ HUMAN RESOURCES - DIRECTOR OF HUMAN RESOURCES
®—— . JAMES CLEMENS (2383)
- JOHN STEADMAN (2367)
« KIMBERLY HORTON [2687)
~ DISTRIEUTION - DIRECTOR OF DISTRIBUTION
» DISTRICT - DISTRICT MANAGER
» LOCAL - LOCAL MANAGER
« MANUEL GARCIA (2387)
~ DPERATIONS - MANUFACTURERS
- JILL SMITH (2686)
« ROBERT T SMITH (2848)
~ SALES & MARKETING
« MIKE JOHNSOR (2657)
+ CAROLYN HUGHES (7157)

The hierarchy comprises a company, intermediates, and accounts. Each company has a
unique structure.

The company is at the highest level of the hierarchy.

B Next, there are organizational points, called intermediates, that represent certain
groups in the company. For example, Finance can be an intermediate and can
represent the Finance department of the company. You can create up to six
intermediate levels.

C  Cardholder accounts are assigned to the intermediate entities.

Hierarchy Types

There are two types of hierarchies:

e Issuer Hierarchy - The issuer hierarchy is set up and maintained by the issuer
in the issuer’s card system. The issuer sets up the hierarchy records and then
transmits these, along with any card transactions, to the application on a daily
basis. Because the issuer maintains this type of hierarchy, any changes to the
hierarchy must be requested through the issuer.

e User Defined Hierarchy - The user defined hierarchy is created in the
application by the company administrator. Intermediates are created and then
accounts are assigned to the intermediates. Account records are set up at the
issuer’s processor and cannot be created in the user defined hierarchy;
however, accounts can be assigned to intermediates within the application.



Hierarchy

Hierarchy Records

Hierarchy records contain the information from the issuer/processor card system. From
the Hierarchy tab, select Hierarchy Tree. Click an entity to view the details.

Company Maintenance
The Company Maintenance screen provides the name, address, and contact information
of the company hierarchy entity.

Intermediate Details

The Intermediate Details screen provides the name, address, and contact information of
the intermediate hierarchy entity. If the company is using a user defined hierarchy, the
intermediate information can be updated directly in the application.

Account Maintenance

The Account Maintenance screen provides the details of a cardholder’s account. The
card issuer maintains account information; therefore, any required changes must be
coordinated through the issuer. The online status of the account can be changed in the
application. See "Account Status” for detalils.
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Supervisor List

Note: The Supervisor List is
available only to company
administrators and higher-level
users. You must have the “View
Supervisor” authority in order
to view the list.
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Hierarchy

The Supervisor List screen provides a complete listing of all supervisor users in the
company as well as links to a supervisor’s account list and links to each supervisor’s
user profile.

To access the supervisor list
From the Hierarchy tab, select Supervisor List. The Supervisor List screen displays.

Q—

Supervisor List

INTERMATIOHAL COMMURCATIONS
GLOBAL HEADGQUARTERS

55 SNTH AVENUE

SUITE 130, S0TH FLOOR

EXT 55632

MEW YORK, NY 10010 USA

Account List

User I
Sales Represertatives 4000
Sarah Matthews 53000

Travel Manacer 52000

Account List

Back to Supervisor List screen
Superrisor: Travel Manager

JILL SMITH HH W M 2ERE INACTIVE

JOHH STEADMAN A A, L T RBT ACTIVE
KIMBERLY HORTOMN N AN M PEET ACTIVE
MANUEL GARCIA K AN NN T BT ACTIVE
ROBERT T. SMITH HHAR AR KA K284 ACTIVE
RONALD BROWN HHARHIXHFFIRATD ACTIVE
THOMAS MEALDWS HHHRH IR FFIR2BD ACTIVE

Click the underlined columns to sort the list of supervisors by name or user ID.

B  Click the supervisor name to view the supervisor user’s profile (User Maintenance).

C  Click the Account List icon (§) to access the Account List screen, where you can

see a list of accounts that have been assigned to the supervisor.

Supervisor Assignments

The Supervisor Assignment section of the Account Maintenance screen displays the
supervisors to which the account is assigned. This section displays to all users except
account users.

Superisor Assignment

[dame

Travel Manager S2000

User [0




Hierarchy

Account Status

The Status Code on the Account Maintenance screen indicates the status of the
cardholder account. A manager or administrator might use this code to flag accounts for
reporting purposes. For example, if an employee leaves the organization, use the Status
Code to mark the account “Inactive” or “Account Closed” without affecting the
transaction load process for the account. Any account status other than “Active” will
prevent the account from being assigned to a user.

e The Status Code is referenced in the Card Program Analysis Report and the
Account Status Report.

e If you are using Auto User Setup, any accounts that have an “Active” status
will be included in the batch process. See "Auto User Setup” for details.

e Modifying the Status Code in the application does not change the card status
in the issuer’s card system.

IMPORTANT! Setting the Status To change the status code of an account

Code to “Inactive” does not . A

prevent a user from logging 1 From the Hierarchy tab, select Hierarchy Tree.
into the application. If a user 2
leaves your organization, you

can prevent that individual

from logging in by setting the

Status Code on the User

In the hierarchy tree, click the account that you want to edit. The Account
Maintenance screen displays.

Maintenance screen to Account Maintenance
“Inactive”. See "Changing a
User’s Status" for details. ROBERT T. SMITH

INTERMATIONAL COMMUNICATIONS

2400 Y ORKMOMT ROAD

EXT 1234

NEW YORK, NY10012-8236U34

HO NN - 2549

Apply | Digcard

Back to Hierarchy
Reports Tor 21234 - DIVISION 1 - CORPORATE CONTROLLER:

Additional Infarmation

Employee 1D RB100235

Phone Mumbers [555) 555-2341
Fax Mumber (555) 555-2135
Electronic Mail Address ramithiic.com

Currency Code o m
Status Code ﬁ =
Tax Exempt T

3 In Status Code, select a new status.

4  Click Apply to save the change.

Account Status Codes

Status Description

Account Closed The cardholder account is closed.

Active The cardholder account is open.

Inactive The cardholder account is open, but not in use.

Issuer Initiated The cardholder account has been closed by the issuer where a
specific reason was not provided (for example, suspected fraud).

Lost/Stolen The card number has been lost or stolen.

Retired/Deceased The cardholder is retired or deceased.
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User Defined Hierarchy

Your issuer may give you the option of creating and maintaining your own hierarchy
instead of using the issuer hierarchy. Like the issuer hierarchy, the user defined
hierarchy establishes the reporting structure in the company. The difference is that the
company administrator creates and updates the hierarchy intermediates within the
application—without requesting changes from the issuer. You can add or delete
intermediates, assign accounts, or move accounts between intermediates.

The hierarchy is determined by setting an option in Company Preferences. Once set,
the selected hierarchy displays anytime a hierarchy entity must be identified, such as for
running reports or accessing transaction information.

e The company administrator must have the proper user authorities to create
and modify the user defined hierarchy.

e The loading of transaction data is not affected by using either hierarchy.

e The same user authority restrictions apply to both types of hierarchies.

You cannot create new account records. Account records are created by your issuer,
regardless of whether you are using the user defined or issuer hierarchy.

User Defined Hierarchy Implementation

Company Preferences
Set Use User Defined Hierarchy to Yes. This preference is set by the issuer.

Authorities

User Authorities for User Defined Hierarchy

Company
Authority Administrator Description
Modify User Defined Intermediates v Enables the user to:
e Move accounts from one hierarchy entity to
another.
¢ Modify the Reports to field on the Account
Maintenance screen.
e Edit the Intermediate Details screen.
Create User Defined Intermediates v Enables the user to create a user defined
intermediate.
Delete User Defined Intermediates v Enables the user to delete a user defined
intermediate.
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User Defined Hierarchy

Adding Intermediates to the Hierarchy
When the user defined hierarchy is first enabled, the hierarchy tree will contain just a
list of accounts. First, you will create intermediate entities that you want to use. Then,
you will assign the accounts to the intermediate entities.

Hierarchy

Campany: COMMOMMEALTH PUBLISHING GO, LTD

= CHRISTINE HALL [2687) The initial hierarchy contains
= JAMES GLICK (2383 .

« JOE SAMPSON (2387) only a list of accounts.

« MANUEL GARCIA (2357}

« MARY JOHNSON {2686]

« MICHAEL JONES (7157)

« MIKE MARTIN (2667)

« EOBERT H. SMITH {2849)

« EONALD BROWH (1514]

« THOMAS L AKE (2654)

You will add the first intermediate entity from the Company Maintenance screen. Once
the first intermediate is added, the company entity will display in the hierarchy tree.
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To add the first intermediate

User Defined Hierarchy

1 From the Company tab, select Company Maintenance.

Company Maintenance

Issuer WORLD BANK - HEADQUARTERE

Apply Discard

Add Hierarchy Intermediate | Maowve Accounts |

Address Information

Corp. 1D 8341
Marme COMMOMNWEALTH PUBLIEHIMNG CO., LTD.
Name 2

2 Click the Add Hierarchy Intermediate button. The Intermediate Setup screen

displays.

Intermediate Setup

Ay Discard |

Backto Hierarchy

Additional Information

Org Point Murnber IW*

Marne ISALES DIWSIOM *
Marme 2 |

Address INO. 13, NANJIN E. RD. *
Address 2 ISUITE 130, 50TH FLOOR

3 Enter the required fields.

Intermediate Setup Fields

Field

Definition

Org Point

A user-defined number that the system uses to identify the
intermediate in the user defined hierarchy. Maximum 19
characters.

Name/Name 2

The name of the intermediate. This information will display in the
hierarchy tree as “Name - Name 2". (For example, Sales Division -
Midwest)

Address Information (Address,
Address 2, State/Province, Postal
Code, Country Code)

The address information from the Company Maintenance screen is
automatically populated in the intermediate record. You can
change the information as required. The intermediate name and
address information will display in reports that are run at the
intermediate level.

Currency Code

The posting currency of the intermediate.

Contact Name

Optional contact information for this intermediate entity. This
information does not display anywhere else in the application.

Budgetary Limit

Optional budget information associated with the intermediate.
This information does not display anywhere else in the application.

Status Code

The status is only for information.

Additional Information

Additional notes regarding the intermediate. This information does
not display anywhere else in the application.

4  Click Apply to save. Wait for the screen to refresh.
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User Defined Hierarchy

Click the Back to Hierarchy link to return to the hierarchy tree. You will see that the
company entity and the intermediate entity have been added to the hierarchy tree.
All of the accounts are assigned to the company.

Hierarchy

Company: COMMOMAEALTH PUBLISHING CO., LTD.

* COMMONWEALTH PUBLISHING CO., LTD
SALES DIVSION

= CHE [ H2 [2BET]
» JAMES GLICK (2383
» JOE SAMPSON (2387
» MANUEL GARCLIA {2587)
» MARY JOHMSON (268671
« MICHAEL JONES (71571
o MIKE MARTIN (2687
« ROBERT H. SMITH (2843)
» RONALD BROWM (1514
» THOMAS LAKE (2694

To add additional intermediates

1

uvi b~ W N

From the hierarchy tree, click the entity that you want the new intermediate to
report to. For example, if you want to add an intermediate that reports to the
company, click the company link. The Intermediate Setup screen displays.

Enter the required fields. See "Intermediate Setup Fields" for details.
Click Apply to save.
Click the Back to Hierarchy link to return to the hierarchy tree.

Once you have added all of the intermediates, assign the accounts to the hierarchy
entities.

You can assign accounts in two ways:

e Move accounts from an existing hierarchy entity to a new entity. See "Moving
Accounts in the Hierarchy" for details.

e Assign an account to a hierarchy entity. See "Assigning an Account to a
Hierarchy Entity” for details.
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User Defined Hierarchy

Moving Accounts in the Hierarchy
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You can move accounts that are currently assigned to an intermediate or the company
to another hierarchy entity. You might use this function to move accounts from an
intermediate that you want to delete, or if you want to divide accounts that report to
one intermediate between other intermediates.

If you have just started organizing the user defined hierarchy, all of the accounts are
initially assigned to the company.

To move accounts

1 Access the hierarchy tree.

Hierarchy

Company: COMMONMMEALTH PUBLISHING CO., LTD.

CMMOMNWEAL TH PUBLISHING CO_ LT

b AT S TRAT O

} PURCHASING

¥ SALES DIVSION
CHRISTINE HALL (2687
JAMES GLICK (2383
JOE SAMPSON (2387
MAMUEL GARCIA (23871
MARY JOHNSON (2686
MICHAEL JOWES (7157
MIKE MARTIM (2687
REOBERT H. SMITH (2849}
RONALD BROWN (1514
THOMAS [ AKE [26594

2 Click the intermediate or company that contains the accounts you want to move.
The Intermediate Details or Company Maintenance screen displays.



User Defined Hierarchy

3 Click the Move Accounts button. The Move Accounts screen displays.

Move Accounts

Applyl Discard |

Back to Hierarchy

Select One or More Accounts:

CHRISTINE HALL- (2687)

JAMES ]
JOE SAMPSON- (2387) In this example, three accounts
MANUEL GARTCIA- (2387) . .

will be assigned to the selected

hierarchy level.

ROMALD BROWN- (1514)
THOMAS LAKE- (2604)

Select a Hierarchy Level

223456 - PURCHASING
123456 - SALES DIVSION

4  Select the accounts you want to move and the hierarchy level to which the
accounts will be moved. You should have one or more accounts highlighted in the
top box and one hierarchy level highlighted in the bottom box.

5 Click Apply to save.
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User Defined Hierarchy

Assigning an Account to a Hierarchy Entity

Use this procedure to assign an account to a company or intermediate hierarchy entity.

To assign an account
1 Access the hierarchy tree.

2 Click the account you want to reassign. The Account Maintenance screen displays.

Account Maintenance

ROMALD BROYYM

COMMOMNWEALTH PUBLISHING CO. LTD.
MO 13, NANJIN E. RD.

SUITE 130, 50TH FLOOR

TAIPEL TWWM203TWH

HARRO0E 1814

Discard |

Back to Hierarchy

Reports Ta: | COMMONWEALTH PUBLISHING CO. LTD j

3 In Reports to, select the hierarchy entity to which the account will report.

4  Click Apply to save.

Assigning an Intermediate to another Entity

Use this procedure to change the reporting structure of the hierarchy intermediate
entities. For example, you can assign an intermediate that currently reports to the
company entity to another intermediate entity. All of the accounts that belong to the
intermediate that you are reassigning will also move with that intermediate.

To assign an intermediate to another entity
1 Access the hierarchy tree.

2 Click the intermediate that you want to reassign. The Intermediate Details screen
displays.

Intermediate Details

ADMINISTRATION

MO 13, MANJIN E. RD:
SUITE 130, 50TH FLOOR
TAIPEI, TN 203 TVWHN

Appby Discard |
Backto Hierarchy

Add Hierarchy Intermediate | Hierarchy Delete | IMowve Accounts

Reparts Ta: ICOMMONWEALTH PUBLISHING CO., LTD. j

3 In Reports to, select a hierarchy entity.

4  Click Apply to save.
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User Defined Hierarchy

Deleting an Intermediate

You can delete any intermediates that you no longer require in the user defined
hierarchy. First, move any accounts currently assigned to the intermediate to another
intermediate or to the company. Once there are no accounts assigned to the
intermediate, you can delete it.

To delete an intermediate entity

1
2

Access the hierarchy tree.

Click the intermediate that you want to delete. The Intermediate Details screen
displays.

Intermediate Details

ADMINISTRATION

MO, 13, MANJIN E. RD.
SUITE 130, S0TH FLOOR
TAIPEL Ty 203 TV

Apply | Discard

Backto Hierarchy
Add Hierarchy Intermediate | Hierarchy Delete Mowe Accounts

Reparts Ta: | COMMOMNWEALTH PUBLISHING CO., LTD. j

Click the Hierarchy Delete button. A dialog box displays to confirm that you want to
delete the entity.

Click OK to delete.
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Authorities

Types of Templates

Authorities

Data and processes in the application are authority-based, which allows you to tailor
the application to your organization’s needs. The authorities you assign to your users
depend on the role you want them to have in the application. You might have a
situation where you want a user to be able to view but not edit transaction information.
You can do this with authorities.

User authorities are stored in a template, which defines the user’s access to the
information in the application. With templates, you can customize the user experience
based on program type, administrative tasks, user level, or any combination you

choose.

There are two types of templates:

System Default Templates - System default templates contain the standard set
of authorities available to each user type. The system templates contain
(SYSTEM DEFAULT) in the template name. These templates cannot be
modified.

Custom Templates - When system templates are not appropriate, you can
create custom templates that reflect your specific requirements. You can
create one template and assign it to multiple users. Or, you can create several
templates that have various levels of authority.

Managing Custom Templates
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User authorities are categorized by user type. When you create a template, it
applies to only one type of user, ensuring that you won’t give inappropriate
authorities to a user.

You can modify only those templates that have been created by you or by a
user at a level below you. For example, if you are a company administrator,
you cannot edit a template created by your issuer.

You can assign only the authorities to which you have access. For example, if
you do not have access to the “View Financial Transaction” authority, then
you cannot enable it in another user’s template.

You cannot delete a template that is currently assigned to one or more users.



COMPANY GUIDE 6.3.3
Authorities

Template Setup

If the system default templates are not appropriate for your organization, you can create
custom templates based on market need, company size, etc.

From the User tab, select Template Setup. The Template Setup screen displays.

Creating a New Template
New templates are created by saving an existing template under a new name. You can
start with any of the system templates available to you.

Template Setup

Apply Dizcard

Terplate Assignment

€ Modify Template | INTERMEDIATE (SYSTEM DEFALLT) =l

i agd Template IDIVISION MANAGER Template Description

" Delete Template
Uszer Type Intermediates

P97

1 Select a template from the Modify Template drop-down box. All templates are
associated with a specific user type, which cannot be changed. Be sure to select a
template with the appropriate user type. Wait for the screen to refresh.

2 Click the Add Template radio button and enter a name for the new template in
Template Description.

3 The User Type indicates the type of user (account, supervisor, etc.) for which the
template is intended. This field is automatically populated based on the template you
selected.

Now, assign the authorities to your new template. See "Assigning Authorities to a
Template" for details.

Copyright 2005 MasterCard International



Copyright 2005 MasterCard International

Assigning Authorities to a Template

All authorities available to a user type display under Authority in either the Available or
Selected box. To assign an authority to the template, move it from Available to Selected.
See "System Default Template Authorities” for a list of authorities.

Authority

Available

Wiewy Exception

Viewy Report Assignment
Updsate Intermediste
Viewy Supplier

“iew Wendor Number

r> 3| Al

Selected

Print Airline City Pair Detail Report

Print Account Spending Anslysis Detail Report
Print Merchant Type Classification Detail Report
Print Original Currency Report

Print Metchant Type § Ethnic Classification Summary Report
“ieww Data for Cost Alocation Codes

Wiewy Custom Export Templstes

Setup Detfault Account Codes

Print Mon-Card Tranzaction Detail Repart

Yiewy Financial Transaction Export Flag

Updste User

Updste CardHolder/Account

Print Transaction Statement

9— Apply | Dizcard |

Highlight an authority in either the Available or Selected box.
Use the up/down arrows to move the authorities to the desired box. The single
arrows | v | »] move only the highlighted authorities. The double arrows ¥ a | move

all authorities from one box to the other.

To select a range of authorities: Hold down the Shift key on your keyboard and
highlight the items that you want to move. Click the single up or down arrow to

move the items.

To select individual authorities: Hold down the Control key on your keyboard and
highlight the items you want to move. Click the single up or down arrow to move

the items.

Click Apply to save.

Authorities



Authorities

Note: You cannot change the
name of an existing template.

Modifying a Template

You can modify a template at any time to reassign authorities. The changes will take
effect for each user the next time the user logs into the application. You do not have to
reassign the template.

Template Setup

o— Apply | Discard |

Ternplate Assigniment

E— & wosity Template JOMISION MANAGER =l
 add Template I Template Description

 Delete Template
User Type Intermediates

1  Click the Modify Template radio button and then select a template from the drop-
down box. Wait for the screen to refresh.
Reassign the authorities as needed. See "Assigning Authorities to a Template" for
details.

2 Click Apply to save.

Deleting a Template

You cannot delete a template that is currently assigned to one or more users. First,
determine which users are assigned to the template that you want to delete. You can
use the User Authorities Report for listing of users and assigned templates. Then, go to
the user profile (User Maintenance screen) for each user and assign another template to
the user. Once the template is no longer assigned to any user, you can delete the
template.

Template Setup

9— App\yl Digard |
Tamplate Assignment

C Modify Template IDIVISION MANSGER j—_o

 add Template I Template Description

o—’  Delete Template )

Uszer Type Intermediates

1 Select the template you want to delete from the Modify Template drop-down box.
2 Click the Delete Template radio button.
3 Click Apply to delete the template.
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System Default Template Authorities

The authorities listed in the following table are part of the SYSTEM DEFAULT templates,

unless indicated.

User Type Abbreviations

e CGA - Full Access: Company Group Administrator

e CA: Company Administrator

e INT: Intermediate

e SUP: Supervisor
e ACC: Account

Authorities

COMPANY GUIDE 6.3.3

Authorities

Authority

CGA - Full
Access

INT

SUP

ACC

Allow Company Group Level Currency Conversion
Allow Mass Updates

Change User Type

Clear Supervisor Reviewed Status

Create CardHolder/Account

Create Company Administrator

Create Company Group Administrator

Create Custom Export Templates

Create Data for Cost Allocation Codes

Create Data for Custom Fields on Financial Transactions
Create Data for Custom Flags on Financial Transactions
Create Data for Extended Account Fields

Create Email Messages

Create Email Schedule

Create Export Schedule

Create Intermediate

Create Labels for Cost Allocation Codes

Create Labels for Custom Fields on Financial Transactions
Create Labels for Custom Flags on Financial Transactions
Create Labels for Extended Account Fields

Create MCC GL List

Create Non-Card Transactions

Create Report Schedule

Create Split Transactions

Create Supervisor

Create Supervisor Assignment

Create Supplier

Create Template

Create User

Create User Defined Intermediates

Delete Company Group Administrator

Delete Custom Export Templates
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COMPANY GUIDE 6.3.3
Authorities

Authorities

Authority

CGA - Full
Access

0
>

SuUpP ACC

Delete Data for Cost Allocation Codes

Delete Data for Custom Fields on Financial Transactions
Delete Data for Custom Flags on Financial Transactions
Delete Data for Extended Account Fields
Delete Email Messages

Delete Email Schedule

Delete Export Schedule

Delete Labels for Cost Allocation Codes
Delete Labels for Custom Fields on Financial Transactions
Delete Labels for Custom Flags on Financial Transactions
Delete Labels for Extended Account Fields
Delete MCC GL List

Delete Non-Card Transactions

Delete Report Schedule

Delete Split Transactions

Delete Supplier

Delete Template

Delete User

Delete User Defined Intermediates

Lock Financial Transaction

Maintain Currency Format

Maintain Date Format

Modify Cardholder Maintenance Request
Modify Custom Billing Cycle

Modify Custom Export Templates

Modify Exception

Modify Financial Export Flag

Modify Financial Transaction Export Flag
Modify Hierarchy Change Request Switch
Modify User Defined Intermediates

Print Account Activity Exception Report

Print Account Spending Analysis Detail Report
Print Account Spending Analysis Report

Print Account Status Report

Print Airline City Pair Detail Report

Print Airline Summary Report

Print Canadian Tax Report

Print Card Program Analysis Report

Print Cardholder Maintenance Request

Print Cash Advance Report

Print Cost Allocation Detail Report

Print Cost Allocation Summary Report

Print Daily Transaction Summary Report

Print Expense Report

| |
*
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Authorities

COMPANY GUIDE 6.3.3

Authorities

Authority

CGA - Full
Access

0
>

SUP

ACC

Print Fleet Costs Report

Print Fuel Brand Summary Report

Print Fuel Exception / Detail Report

Print Government Sales Tax Report

Print Line Item Detail Report

Print Lodging Chain and Property Report

Print Login Attempts Report

Print MCC Exception Report

Print Merchant Category Monthly Summary Report
Print Merchant Detail Report

Print Merchant Exception Report

Print Merchant Monthly Summary Report

Print Merchant Type Classification Detail Report

Print Merchant Type Ethnic Classification Summary Report
Print Non-Card Transaction Detail Report

Print Original Currency Report

Print Program Summary Report

Print Supervisor Summary Report

Print Top Hotel Chains Report

Print Top Ten Cardholder Report

Print Top Ten Merchant Spend Volume Detail Report
Print Top Ten Merchant Spend Volume Summary Report
Print Transaction Statement (Account Statement Report)
Print Unassociated Merchant-Vendor Report

Print Unmatched Airline Addenda Report

Print User Authorities Report

Reset Financial Transaction Export Flag

Set Supervisor Reviewed Status

Setup Default Account Codes

Unlock Financial Transaction

Unsplit Split Transactions

Update CardHolder/Account

Update Company

Update Company Administrator

Update Company Group Administrator

Update Company Preferences

Update Data for Cost Allocation Codes

Update Data for Custom Fields on Financial Transactions
Update Data for Custom Flags on Financial Transactions
Update Data for Extended Account Fields

Update Email Messages

Update Email Schedule

Update Export Schedule

Update Financial Transaction
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COMPANY GUIDE 6.3.3
Authorities

Authorities

CGA - Full
Authority Access

0
>

INT SuUpP ACC

Update Intermediate

Update Labels for Cost Allocation Codes

Update Labels for Custom Fields on Financial Transactions
Update Labels for Custom Flags on Financial Transactions
Update Labels for Extended Account Fields

Update MCC GL List

Update Non-Card Transactions

Update Report Schedule
Update Split Transactions
Update Supervisor

Update Supervisor Assignment
Update Supplier

Update Template

Update User

Update Vendor Number

View CardHolder/Account

View Company

View Company Administrator
View Company Group Administrator

View Company Preferences

View Custom Export Templates

View Custom Files

View Data for Cost Allocation Codes

View Data for Custom Fields on Financial Transactions

View Data for Custom Flags on Financial Transactions

View Data for Extended Account Fields

View Email Messages

View Email Schedule

|
*
|
*

View Exception

View Export Schedule

View Financial Transaction

View Financial Transaction Export Flag

View Intermediate

View Labels for Cost Allocation Codes

View Labels for Custom Fields on Financial Transactions
View Labels for Custom Flags on Financial Transactions
View Labels for Extended Account Fields

View MCC GL List

View Non-Card Transactions

View Password Expiration

View Report

View Report Assignment

View Report Schedule

View Split Transactions
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COMPANY GUIDE 6.3.3
Authorities

Authorities

CGA - Full
Authority Access CA INT SupP ACC
View Supervisor | |
View Supplier - Also provides authority to run Supplier | | | | |
Transaction Detail and Merchant Supplier Summary
reports.
View Template | |
View User | | | | |
View Vendor Number | | [ | [ | [ |

* Indicates that the authority is not part of the SYSTEM DEFAULT template for the user type but can be added
to a custom template.
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Users

Users

After you have determined the reporting structure, you can assign users to the various
entities so that they can access data and processes in the application. For example, if an
individual is to access his or her own account data, that individual would be set up as
an account user and assigned to his or her account. Similarly, a user can be associated
with an intermediate entity in the hierarchy in order to access to all data for a specific

intermediate hierarchy entity.

Keep in mind that users do not have to be assigned to every entity in the reporting

structure.

The number and the type of users set up in a company depends on how the

company will use the application.

When you set up users, you will need to consider two things:

User Types

What is the role of the user? The user type defines the role of the user; for
example, account (cardholder), supervisor, or intermediate. Account users
have access to only their own information. Supervisor and intermediate users
typically have a managerial role and have access to the data of assigned
accounts. Company administrators have access to setup options and
preferences for the company in addition to all financial information or
accounts in the company.

What information or processes will be available to the user? Once a user type
is determined, you can assign authorities to enable or disable certain
processes or information. For example, will the user be able to cost allocate
transactions? run reports? export data? Many of these processes are controlled
by user authorities, which are defined in a template. See "Authorities” for
details.

Each user type has pre-defined access to data in the application.

User Type Quick Reference

User Type Assigned Data

Company Administrator Company level of the hierarchy
Intermediate Intermediate level of the hierarchy
Supervisor Account List

Account (cardholder) Account information
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Users

Company Administrator User
Company administrators are assigned to the company entity in the hierarchy and can
access data for the entire company, including intermediate entities and accounts.

~ INTERNATIONAL COMMUNMICATIONS - HEADQUARTERS —Company
v ADMINISTRATION - CORPORATE CONTROLLER
> FIMANCE - DIRECTOR - PURCHASING DEPT
P ACCOUNTS PAYABLE
P PURCHASING - FOREIGN PURCHASING ADMINISTRATION
- HuktAN BESOURCES - DIRECTOR OF HUMAN RESOURCES
= JAMES CLEMEMS (2383
» JOHMN STEADMAM (2557
= KIMBERLY HORTOMN (2667)
> DISTRIBUTION - DIRECTOR OF OISTRIBUTION
P DISTRICT - DISTRICT MANAGER
P LOCAL - LOCA| MANAGER
= MANUEL GARCIA (25387)
~ OPERATIONS - MANUFACTURERS
« JILL SMITH (26861
= ROBERT T. SMITH (2849
> SALES & MARKETING
» MIKE JOHNSON (2687
= CAROLYN HUGHES (7157

Intermediate User

Intermediate users are assigned to the intermediate entities in the company hierarchy
and can view the data of any assigned intermediates or accounts. If the hierarchy is
organized by division or department, a manager might be set up as an intermediate user
and assigned to the appropriate intermediate entity that corresponds to his or her
department or division.

~ ADMIMISTRATION - CORPORATE CONTROLLER —————|ntermediate
~ FINANCE - DIRECTOR - PURCHASING DEFT.
» ACCOUNTS PAYABLE
» PURCHASING - FOREIGN PURCHASING ADMINISTRATION
~ HUWAN RESOURCES - DIRECTOR OF HUMAN RESOURCES
. JAMES CLEMENS (2383)

a JOHMN STEADOMAN (2387
= KIMBERLY HORTOMN (2687

Supervisor User

Supervisor users are similar to intermediate users in that they are assigned a group of
accounts; however, the accounts assigned to a supervisor don’t necessarily correspond
to the hierarchy.

Accounts would be assigned to a supervisor user when an account belongs to two
reporting groups. For example, accounts might be grouped under company divisions
for one type of reporting and then assigned to a supervisor user, such as a travel
manager, for another type of reporting.

T INTERMATIONAL COMMUNICATIONS - HEADQUARTERS Account List
> ADMINISTRATION - CORPORATE CONTROLLER

¥ EINAMCE - DIRECTOR - PURCHASING DEPT

P ACCOUNTS PAYABLE

b PURCHASING - FOREIGN PURCHASING ADMINISTRATION
> HuAN FESQURCES - DIRECTOR OF HUMAN RESOURCES

Supervisor: Travel Manager

hlame hlumber

[=_JAMES CLEMENS (2088 | CAROLYN HUGHES KHHHIOOH K TST
0N STEADMAN [2367) JAMES CLEWENS KHHH OO K0 2383
L= KIMBERLY HORTON (2BRT) | JLL SMITH AXRH X 00 2586
~ DISTRIBUTION - DIRECTOR OF DISTEIBUTION KIMBERLY HORTOM HEHH A 2B8T
P DISTRICT - DISTRICT MANAGER MENLEL GARCIA KHHH-XHHH- K D387
| P LOCAL - LOCAL MANAGER ]
s MANUEL GARCLA (2387 In thi xampl| rdholders wh heir
> OPERATIONS - MANUFACTURERS this exa ple, ca dholde S 0 use the
[ L StaiTH (2686} ] cards for travel are also assigned to the
- ROBERT T_SMITH (2849 Travel Manager supervisor user.

v SALES & MARKETING
a MIKE JOHNSON (P657)
|+ CAROLYN HUGHES [7157) |




Users

Account User

Account users are assigned to their own account. When logged into the application,
account users will not see the hierarchy; they will see only their own account and
transaction data.

Account Maintenance

ROMALD BRCAN
INTERMATIONAL COMMUMICATIONS

555 SIHTH AVE
EXT 12345

MEW YORK, MY 001 2-6236USA

HRKH- OO K- 1514

Applyl Discard |

Reports To: INTERMNATIOMAL COMMUNMICATIONS - GLOBAL HEADQUARTERS

Additianal Information

Ermployes 1T

Phane Mumbers

Fax Mumber

Electronic Mail Address
Currency Code

Status Code

Tax Exempt

Accourt Effective Date
Interrial Audit Cade
Reports To

Product Coce

RE1 00235

(5551 955-2342

(555) 555-2135
ranald_bravwnigdic.com
LS. DOLLAR

ACTIVE

¥l

01.01,2000

334456

PURCHASING CARD

Reporting Structure
Additional Information

E

=

Can an intermediate user also be an account user?

Yes. For example, Robert Jones can be an intermediate and an account user. As an
intermediate user, Robert logs into the application to review transactions, cost allocate
transactions, or run reports on accounts that are assigned to him. However, as an
account user, Robert logs into the application to review only his own transactions.
Another intermediate or supervisor user in the company may be responsible for
reviewing Robert’s transactions.

In this situation, you would give Robert Jones two user IDs; one user ID/password for

logging in as an intermediate user and another user ID/password for logging in as an
account user.
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User Setup

User ID Requirements
e Maximum 20 alphanumeric
characters

e One underscore allowed
* No spaces

¢ No special characters (e.g.
#3@)
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Users

In order for a user to access the application, you must create a user account and assign
the user to a specific level in the hierarchy. Before you create a user you will need to
know the type of user you want to create, the hierarchy entity to which the user will be

assigned (for example, an account entity) and the user template.

To create a new user

1 From the User tab, select User Setup.

2 On the User Type Select screen, select the type of user that you want to set up. The
User Setup screen displays.

User Setup : Accounts

Applyl Discard |

User Information

Usger D
User Marme

User Type
Company Name
Entity IT

Email Address
FPhone Mumbers
Template

Status Code

| -
Accounts
INTERMATIONAL COMMUNICATIONS

ICAROLYN HUGHES-INTERMNATIONAL COMMUNICATIONS(T157) j*

| GARD HOLDER (SYSTEM DEFAULT) =] +

—

e In User ID, enter a unique ID that the user will use, along with a password, to

log into the application. The user ID cannot be changed once it is applied. If
you are creating an account user, the User ID field is disabled. An account
user’s ID is the account number and is automatically assigned when you select
the account from the Entity ID field. Account users will be prompted to change
the account number user ID upon first login.

In User Name, enter the user’s name. The user name displays in user lists in the
application. This field can be changed by the user.

In Entity ID, select the entity with which the user will be associated. The
appropriate entities display according to the type of user you are creating. For
example, only active account entities will display if you are creating an account
user. Entity IDs are not assigned to supervisor users.

If you know the user’s Email Address and Phone Number you can enter it now.
The user will be prompted to enter a valid email address upon first login. The



Users

Password

Requirements:

e 8-20 characters; two of
which must be numeric
characters.

Passwords are case
sensitive.

Passwords cannot contain
spaces.

Old passwords cannot be
reused.

The password cannot be
the same as the user ID.

phone number is for information only; it will not display anywhere else in the
application.

e In Template, select the appropriate template to assign authorities to the user.

e Status Code enables or disables the user from logging into the application. Set
the status to “Active”.

Pagsward

current Passward

Mew Passward *
Confirm Pagsword +

Under Password, enter and confirm an initial password for the new user. Upon first
login, the user will be prompted to change the initial password.

If the company has been set up for password reset, the Password Reset Question
and Password Reset Answer fields will be available to all users within the company.
The password reset option allows users to reset their own passwords through the
application by answering the selected question. The user will be prompted to set
up a question and answer upon first login.

Default Date Settings

Date Style MDD Y

Date Separator Im
Default Currency Settings

Decimal Digits [e=]

Decimal Symbol I(Per)LI

Group Symbol L (Caomma) «

Default Date Settings and Default Currency Settings specify how dates and
currencies are formatted when the user is logged into the application. The
formatting options are already populated based on the company’s settings. The
user can change these settings at any time on the User Maintenance screen.

Click Apply to save.
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Users

Supervisor Assighment

After you create a supervisor user, you will be prompted to assign the accounts that you
want the supervisor to access. You can assign any account in the company to a
supervisor user.

You can also assign one account to several supervisors. For example, a sales manager
and a travel manager might review the expenses of one cardholder. There is no limit to
the number of supervisors that you can assign to an account.

Supervisors will not see the hierarchy; instead, they will see a list of assigned accounts

on the Account List screen (Hierarchy > Hierarchy Tree). See "Supervisor User” for
details on the supervisor user’s view.

To assign accounts to a supervisor user

Hierarchy : User Maintenance : Supervisor Assignment

Company; INTERMATIOMNAL COMMURNICATIONS - GLOBAL HEADQUARTERS

Apply | Discard

* [0 ADMINISTRATION - CORPORATE CONTROLLER
. [ CAROLYN HUGHES(7157)
©—— ¥ JILL SMITH([2688)
« [ MIKE JOHNSON(2687)
. ¥ ROBERT T. SMITH(2843)
. [ RONALD BROWN({1514)
©— ¥ DBTREBJTION - CORPORATE CONTROLLER
. ¥ JOHN STEADMARN(2387)
. W KIMBERLY HORTCON{2657)
» [T OPERATIONS - CANTEEN DIVISION PRESIDENT
» [T SALES & MARKETING - TINO MATINEZ

Apply Discard

1 Assign single accounts by checking the check box next to each account.

2 Toassign all accounts under an intermediate, check the box next to the intermediate.
All of the entities under the intermediate will be automatically checked.

3 Click Apply to save.
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Users

Once you assign accounts to a supervisor user, you can view the supervisor
assignments in two ways:

Supervisor List. From the Hierarchy tab, select Supervisor List. From the
Supervisor List screen, click the Account List icon (&) to access the Account
List screen, where you can see a list of accounts that have been assigned to
the supervisor user. This view is available to company administrator users and
higher-level users but not to intermediate or supervisor users.

Supervisor List

INTERMATICHAL COMMUNICATICNS
GLOBAL HEADQUARTERS

55 SIXTH AVEMNUE

SUITE 130, S0TH FLOOR:

EXT 55632

NEW Y ORK, MY 10010 USA

User D

Sales Representatives S4000
Sarah Matthews 3000
Travel Manader 52000

Account List

Back to Supervisor List screen
Supervisor: Travel Manager

ant Mumber

JILL SMITH R F N MO N 2P RRE INACTIVE
JOHM STEADMAN OO JN MK 2 IR ACTIVE
KIMBERLY HORTOMN OO, A MO PEET ACTIVE
MANUEL GARCIA R N WA BT ACTIVE
ROBERT T. SMITH R XN M 220 ACTIVE
RONALD BROWN PEESO S RO SEAL) ACTIVE
THOMAS MEADDWS HHHE EHH K R A KA 2BDS ACTIVE

Account Maintenance. The Supervisor Assignment section at the bottom of the
screen provides a listing of all supervisors that oversee the account. This
listing is available to all users except account users.

Superisor Assignment

ame User ID
Travel Manager S2000
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Changing Supervisor Assignments

You can change the supervisor assignment at any time to add or remove an account
from a supervisor’s account list. The change will take effect immediately; no additional
processing is required.

Copyright 2005 MasterCard International

To change the supervisor assignment

1
2

From the User tab, select User Maintenance.

Select a supervisor from the User List screen. The User Maintenance screen
displays.

User Maintenance : Supervisors

Apphy Discardd Supervisor Assignment Delete |

User Information

User D 52000

UserName |Ke\ly Stevens -
User Type Supervisors

Company Name INTERMATIONAL COMMUNICATIONS

Click the Supervisor Assignment button. The Supervisor Assignment screen
displays.

Hierarchy : User Maintenance : Supervisor Assignment

Cormpany, INTERMATIONAL COMMUNICATIONS - GLOBAL HEADGUARTERS

Apply | Discard

- @DMIN\STQAT\ON - CORPORATE CONTROLLER
. [ CAROLYN HUGHES(7157)
. ILL SMITH(2686)
. [ MIKE JOHNSON(2687)
. ¥ ROBERT T. SMITH(2843)
. [T RONALD BROWN({1514)
~ W DISTRIBUTION - CORPORATE CONTROLLER
. ¥ JOHN STEADMAN(2387)
. ¥ KIMBERLY HORTON{2687)
» [T OPERATIONS - CANTEEN DIVISION PRESIDENT
b [T SALES & MARKETING - TINO MATINEZ

Place a check mark next to the accounts that you want to add. Clear the check box
next to the accounts that you want to remove from the supervisor’s account list.

Click Apply to save.



Users

Auto User Setup

IMPORTANT! If you delete an
account user, but the Status
Code on the Account
Maintenance screen is still
Active, that user account will
be added back to the
application during the Auto
User Setup batch process. See
" Account Status" for details.

Password

Requirements:

e 8-20 characters; two of
which must be numeric
characters.

Passwords are case
sensitive.

Passwords cannot contain
spaces.

Old passwords cannot be
reused.

The password cannot be
the same as the user ID.

Your issuer may give you the option of setting up new account users as an automatic
process. This option is ideal for companies with a large number of cardholder (account)
users.

When the Auto User Setup option is enabled, the system runs a nightly batch process to
identify active accounts and create user IDs for those accounts. The user ID is the
cardholder’s account number. The template and password are assigned based on the
default information set up in Company Preferences. Other user information is generated
from data entered in the issuer’s card system. The new user will be required to change
the card number user ID to a unique ID upon first login.

To enable Auto User Setup

1 From the Company tab, select Company Preferences.

Auto User Setup

Automatically Setup Cardholder m

Users o5 |

Default Template | CARD HOLDER (SYSTEM DEFAULT) 7|
Current Default Passward st

New Default Passward |

Confirm Password I

2 Under Auto User Setup, complete the setup options:
e Set Automatically Setup Cardholder Users to “Yes”.

e In Default Template, select the template that will be assigned to all new account
users.

e Use the New Default Password and Confirm Password fields to set or change
the Current Default Password. The default password is used only for initial
login. All new users will be prompted to change the default password and the
user ID the first time they login to the application.

3 Click Apply to save.
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How Auto User Setup Works

The system runs a nightly (US Central Standard Time) batch process to identify active
accounts and create user IDs for those accounts.

Copyright 2005 MasterCard International

Auto User Setup

Autarnatically Setup Cardholder m

Users
Default Termplate ICARD HOL
Current Default Password

DER (SYSTEM DEFAULT) 7]

Mew Default Passward |

Confirm Password |

User Maintenance : Accounts

Users

Apply I Dizcard Delete I

User Information

User ID rbrowen 514

User Name Ronald Brown -
User Type Accourts

Company MName INTERMATIONAL COMMUNICATIONS
Eritity ID 181135

Email Address Irbrown@\c.cum

Fhone Numbers |222,555721 3

Template ICAHD HOLDER (SYSTEM DEFALLT) ;I *

Status Code ACTIVE = I 2

A The Default Template and Current Default Password are assigned to the user’s

Pasgword
| Current Password FRARSEER
y
Mewy Passwvord
Confirm Password
Password Reset Question |Y0ur favarite sport or hobly? ;I
Paszwvord Reset Answer Ifomba"

Default Date Seftings

| Dete Style [mamorere =]
Date Separator lm
Default Currency Settings
Decimal Digits IE
Decimal Symbol lm
Group Symbol IW

Apply I Discard Delete I

profile based on the set up in Auto User Setup.

B  The User ID is the cardholder’s account number. The user is required to change the
account number user ID to a unique ID upon first login. Other user information, such
as User Name and Entity ID, is generated from data entered in the issuer's card

system.

C  Default Date and Currency Settings are based on the company’s date and
currency settings (set in Company Preferences).

Once the user IDs are created, the users can login to the application and personalize the

settings by defining their own display preferences in User Maintenance.



Users

User Maintenance

Use the User Maintenance screen to change user information, such as template
assignment, email address, password, or user status.

From the User tab, select User Maintenance. The User List displays the users who are
assigned to you. You are also included in this list.

User List

Search: Search

Company: INTERNATIOMAL COMMUNICATIONS - GLOBAL HEADQUARTERS

Jill Smithy Jsmith2686 Account ACTIVE
John Steadman jeteadman23a7 Account ACTIVE
Hely Stevens S2000 Supervisors ACTIVE
Himberly Horton kstevens2687 Account ACTIVE
torawnl 514 Accaunt ACTIVE
—_——
Thomas Meadows imeadow=2694 Account INACTIVE

Click the user whose information you want to change. The User Maintenance screen
displays.

Reassigning a Template

You can change the user’s access to functionality by changing the user’s template
assignment. When you assign a new template to a user’s profile, the change will take
effect the next time the user logs into the application.

User Information

User D rhrowen] 514

Lizer Name IRDnaId Brrowen *
User Type Accounts

Company Mame INTERNATIONAL COMMUNICATIONS
Entity I 181135

Emall Address |rbrown@lc com

Phone Mutnbers |222_555_21

Template ( CARD HOLDER (SYSTEM DEFALLTY ;I *
Status Code ACTI

1 Select a new template from the Template drop-down box.

2 Click Apply to save.
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Resetting a Password
You can reset the password of any user assigned to you.

FPassward

Current Password g
Mew Pagswared

Confirm Password

Paszword Reset Question IYour tavorite spart or hoblby'? ;I

Pazsword Reset Answer Iiootball

1 Enter and confirm a new password.
2 Click Apply to save.

Give the new password to the user. The user will be prompted to change the
password upon log in.

Deleting a User

Delete users that you no longer need to reference in the application. For example,
when a user leaves your organization or when you create a user with an incorrect user
ID, you can delete the user account from the application.

When you delete a user, all references to that user are removed from the application,
including scheduled items, Inbox items, and any assignments to other users. Deleting a
user does not delete account data or the assigned hierarchy entity.
TIP: If you need to inactivate a
user for a short period of time,

such as during a leave of
absence, you can change the

Status Code on the User ey | | Discerd 1]

Maintenance screen to

User Maintenance : Accounts

“Inactive” to prevent the user User Inforrmatian |
from logging in. UserID rhrowni 514 _
gg g User Mame [ =m— Microsoft Internet Explorer E
User Type CEEEURES @ Are you sure you want to delete this user? o
Company Mame INTERNATIONAL COMMUI
Entity 1D 181135 z 7
Emall Address Irbrown@lc . ﬁl

1 Click the Delete button. A dialog box displays to confirm that you want to delete
the user.

2 Inthe dialog box, click OK to permanently delete the user.
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IMPORTANT! The user should
be logged out of the
application before the user type
can be changed. The user's
existing Inbox entries and
scheduled reports/exports will
be removed. If the user is
currently a supervisor user, then
all account assignments will be
removed.

Changing a User’s Status

If a user leaves your organization, you can prevent that individual from logging in by
setting the Status Code to “Inactive”. This only prevents the user from logging in; it will
not affect the transaction load process or account information.

User accounts are automatically set to “Inactive” if the user has not logged into the
application in over 13 months.

To reactivate the user, change the status to “Active”. Although you are not required to

change the password, you may want to provide a new password just in case the user
has forgotten the original password.

User Inforrnation

User ID rhrown1514

Uzer Hame Raonald Brown *
User Type Accounts

Company Name INTERHATIONAL COMMUMCATIONS
Entity [T 181135

Email Address |rbr0wn@|c.com

Fhone Numbers |222.555-2131

R (IC) =l
INACTIVE 7] =

1  Select the appropriate status from the Status Code drop-down box.

Template

Status Code

2 Click Apply to save.

Changing a User’s Type

When a user's responsibility has changed, authorized users can reassign the user's type
instead of creating a new user account. For example, an administrator might change a
supervisor user to an intermediate user to assign the user to an intermediate entity
rather than to a list of accounts.

Users cannot be changed to or from an account user type.

User Maintenance : Intermediates

Applhy Discard | DE\EtEl

User Information

User D RESICA5000
User Name IROB SMITH -
€©— YserTree [ intermediates =
Company Name INTERMATICNAL COMMUNICATIONS
Entity ID IADM|N\STRAT|ON*CORPORATE COMTROLLER ﬂ*

Email Address |r0b_smith@mvcumpanv.com

Phane Mumbers I

©—| Template

Status Code

IINTERMEDIATE (3YSTEM DEFAULT; j *

I ACTWE  w|=+

1 In User Type, select a new type. Wait for the screen to refresh.

2 The system will automatically reassign the Template to the system default template
that corresponds to the new user type. The template assignment can be changed as
needed.

3  Click Apply to save.
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Unlocking a User Account

The application provides an added level of security by locking accounts with inactivity
and limiting the number of unsuccessful login attempts.

A user account is locked in the following situations:

e After six unsuccessful attempts using an invalid password.

e After 90 consecutive days of inactivity, but only if the company has been set
up to automatically expire passwords. If user passwords do not expire, user
accounts will be locked only due to unsuccessful login attempts.

You can unlock any of your assigned user accounts. If your own account is locked, you
must contact another user, such as an administrator who has access to your user
account, to unlock your account. Note that the Status Code remains set to “Active” for
locked accounts.

To unlock a user's account
Access the user whose account is locked. From the User tab, select User Maintenance.
Select the user from the user list.

User Maintenance : Accounts

o y.. This user account has been locked due to inactivity or
—*— too many unsuccessful login attempts.

App\yl Discard | Delete |

User Information

UserID rsmith2849
User Name [Robert T gmith -
User Type Accounts
Company Name INTERNATICNAL COMMUNICATIONS
Entity D 181137
Email Address Irsm\lh@\c.cum
Phone Nurnbers [z22-555-1238
Termplate [CARD HOLDER (SYSTEM DEFAULT) 7] +
Status Code IACTIVE =~
Pagsword
Current Password
New Password I
Confirm Password
Password Reset Question | d
Password Reset Angwer |

1 When a user account is locked, a system message displays on the User Maintenance
screen letting you know that the user has been locked out. A similar message is sent
to the user by email.

2 Under Password, enter and confirm a new password. This password works like an
initial password. When logging in, the user will be prompted to change the password
before continuing.

Click Apply to save.

4  Give the new password to the user.
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Customized Fields

Customized Fields

You can tailor the application by adding customized fields to enhance cost allocation on
the financial screens or to add fields for additional data collection on the Account

Maintenance screen. For example, you can create a Cost Center field on the financial
screens to enable users to assign a cost center code to a transaction. Data from custom
fields are included in some reports and can be exported.

Customized Field Quick Reference

Maximum
Number of
Field Type Fields Screen Display In Reports Export Field
Custom Flag Check box 16 Transaction Summary NA FIN.Custom Flags (1-
Transaction Detail 16)
Split Transaction
Custom Field Input text box 16 Transaction Summary Cost Allocation Detail Report  FIN.Custom Fields (1-
(Also called Transaction Detail Expense Report 16)
Account Code) Split Transaction
Account Maintenance
Setup Default Account Codes
Cost Allocation Drop-down 12 Transaction Summary Cost Allocation Detail Report  FIN.Cost Allocation
(Also called selection box Transaction Detail Cost Allocation Summary (1-12)
Account Code) with specified . ) Report
values Split Transaction P
Account Maintenance Expense Report
Setup Default Account Codes Non-Card Transaction Detail
Report
Account Extended  Input text box 6 Account Maintenance NA ACC.Extended

Information

Information (1-6)

Cost allocation and custom fields can be used as default account codes. See "Default
Account Codes” in the Company Guide for details.
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Customized Fields

Organizing Customized Fields

Cost allocation fields, custom fields, and custom flags display on the financial screens in
a set order. As you plan the customized fields for your company, consider how the
fields will display in the application.

Customized fields display in the following order, either vertically (top to bottom) or
horizontally (left to right):

e Cost Allocation (drop-down selection boxes)
e Custom Fields (text boxes)

e Custom Flags (check boxes)

Within each field type, individual fields will display in the order that you create them.

Transaction Summary
Account Codes

= Previgus Transaction [ext Transaction =
Posting Transaction Transaction
Date Date Amount Description
01/2202001 0172042001 2,196.24 PCCITY, BOSTON, M2
Expense Description
| E
>
. LOCATION BUSIHESS UHIT COST CENTER PROJECT ID
Cost Allocation
ATLANTIC vI IMARKETING vl |12346 -|* -I
. Project Humber Expense Date
Custom Field =~ ——
55555 * I
] Tax Paid Tax Exempt
Custom Fla —_—
9 r r
] MCC GL Code Account GL Code Supplier GL Code Final GL Code
IMBBSSQ?B I5523178952 MEE25TE
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Customized Fields

Customized Fields Implementation

Company Preferences

Access to each type of field is available from the Company Preferences screen. Click the
button of the field type that you want to create.

Custom Flags

Flag 1 Tax paid
Flag 2 Tax exempt
Custom Flags
Custom Fields
Field 1 Project Mumber
Field 2 Expense Date
Custam Fields |
CostAllocation Fields
LocATION [etLanmc =]
BUSINESS UNIT IADMIN\STRATION -
COST CENTER [e8700 =]
PROJECT ID [1z3451 =
Cost Allocation Fields
Account Exended Infa Fields
Lakhel 1 Maother's Maiden Name
Account Extended Info Fields

User Authorities

You can control your user’s access to customized fields on the financial screens by
using authorities. There is a “view” and “update” authority for each category of
financial-related customized fields: custom fields, cost allocation fields, and custom
flags. The authorities control the viewing or editing of all fields that have been created
in the field category. For example, if you use authorities to enable users to view custom
fields but not edit them, then ALL custom fields would be view-only.

If you need to disable the editing of only one field, you can use the Editable by
Cardholder property for custom fields or cost allocation fields. This option prevents a
cardholder user from editing the field but still enables the user to view the field. See
"Enabling or Disabling Fields for Cardholder Editing” for details.

Customized Fields - Authorities for Financial screens

Field

Authority

Description

Cost Allocation

View Data for Cost Allocation Codes

Enables the user to view the Cost Allocation fields on
the financial screens.

Update Data for Cost Allocation Codes

Enables the user to edit the fields. Must be used with
the View option.

Custom Fields

View Data for Custom Fields on Financial
Transactions

Enables the user to view the Custom Field fields on
the financial screens.

Update Data for Custom Fields on Financial
Transactions

Enables the user to edit the fields. Must be used with
the View option.

Custom Flags

View Data for Custom Flags on Financial
Transactions

Enables the user to view the Custom Flag check mark
on the financial screens.

Update Data for Custom Flags on Financial
Transactions

Enables the user to edit the check box. Must be used
with the View option.
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Field Properties

IMPORTANT! If you change the
properties of a field, existing

Customized Fields

When you create customized fields, you can select from several field properties to
define the length, data type, editing, and requirement of a field. For example, you might
set up fields to accept only numeric values or to limit input length. You can also make

a field required on the financial screens.

You can define the properties of custom fields, cost allocation fields, and account
extended information fields. Custom flags require only a field label.

Properies
data is not affected; however, if Label
a user modifies the field, the feost caer COST CENTER Label
system will check the new data Dl—_lm Tvpe - Data Type
against the newest field = Iﬂil ’ \
. Lenath Diste Style Date Separator .
properties. o5 | =0 B Required
Required Length
¥
Edlitable by Carchalder
- %)
Dependernt on
Mone 5
Properties
23
c T
& 22 gt
o 2 |8 50
v w .=
w [ o - B
£ E |z c g
° o | < 3 S E
P Descripti i I R § §
roperty escription S 3|8t | &k
Label The field name. The maximum label length is 40 alphanumeric characters for W W W W
all customized fields.
Data Type The type of data, numeric, alpha-numeric, or date, that a user can enter in W W * i
the field. When a user enters the wrong data type in a field, the system will
return an error message.
If you have defined a date field, use the Date Style and Date Separator to
set the date format. See " Creating Date Type Fields" for details.
* Only alpha-numeric and numeric data types are available for account
extended information fields.
Required Indicates the field as required on the financial screens. The user must enter a W W
valid value in a required field in order to save changes to a transaction. See
"Creating Required Fields" for details.
Length If you have defined a numeric or alpha-numeric field, use the Length option v v v
to specify the length of the field (maximum 40 characters).
Date Style If you have defined a date field, use the Date Style and Date Separator W W
Date Separator fields to define the date format. See " Creating Date Type Fields" for details.
Editable by Cardholder Enables cardholders to edit the field. See "Enabling or Disabling Fields for W W
Cardholder Editing" for details.
Dependent on Specifies another field with which the current field is cross-validated. Values in W

the current field will be dependent on a selection from the field selected in
the Dependent on field. See " Cross-Validation for Cost Allocation Fields" for
details.
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Custom Flags

Note: Custom flags cannot be
used as a default account code.

Custom flags are check boxes that indicate “Yes” or “No”.

Transaction Summary screen - Account Codes section

LOCATION BUSINESS UHIT COST CENTER PROJECT HUMBER
[aTLenmic =] [apminisTRATION -] [s8700 =] + [1z1z0a <]
Project Humber Expense Date

[esses_ - I

Tax paid Tax exempt

|53 r

Adding or Modifying a Custom Flag

Custom Flags

Return to Company Preferences screen

Fields

=&vailables
=&vailables
=&vailables
=&vailables
=8vailables=
=8vailables=
=8vailables=
=8vailables=
=8vailables=
=8vailables=
=8vailables=
=fvailable=
=fvailable=
=fvailable=
=fvailable=

Fropeties

Lahel

Tae paicd

Apply Delete I

1 The Fields section displays a list of fields. <Available> indicates that the label is
currently not used. To add a new field, highlight Available. To modify a field,
highlight the field name.

Note that the fields are listed in the order that they will display on the financial

screens.

2 Properties defines the attributes of the field, which for custom flags, is the Label.
Enter or modify the Label as required. (Maximum 40 alphanumeric characters)

3 Click Apply to save the field properties.
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Transaction Summary screen - Account Codes section

LOCATIOHN BUSIHESS UHIT

COST CENTER PROJECT HUMEER

|atentic =] [apwimsTRaTION L

|s6700 <]+ 121204 =

Project Humber Expense Date
|sssss  * |

Tax paid Tax exempt
~ r

Custom Fields

Adding or Modifying a Custom Field

Return to Company Preferences screen

Fields

=hvailables
=Awailable=
=huvailables
=Available=
=Availables
=Available=
=Availables
=fvailable=
=hwsilable
=Lvailable
=Awailable=
=hvailables
=Awailable=
=huvailables
=Available=

Propeties

Label

IPrDied Mumber

Data Type
Mumeric o

Length Date Style Date Separator

FE | [ E
Required

2
Editable by Cardholder

=

00— ﬂl Da\etel

Customized Fields

Custom fields are text input boxes. To ensure that data is entered correctly in a custom
field, you can upload a list of validation values for each field, which will cross-check
data in the field before it is saved.

1 The Fields section displays a list of fields. <Available> indicates that the label is

currently not used. To add a new field, highlight Available. To modify a field,

highlight the field name.

Note that the fields are listed in the order that they will display on the financial

screens.

2 Properties defines the attributes of the field. See "Field Properties" for details on

setting the properties.

3 Click Apply to save the field properties.

You have the option of uploading a validation list for the selected field. See "Uploading

Validation Values" for details.



Customized Fields

Uploading Validation Values

You can upload a validation list that will validate data entered in a custom field. The
system flags invalid data, which allows users to correct codes immediately and
eliminate errors both online and in exported data. Using validation values with custom
fields is optional.

Up to 1,000 values can be loaded per custom field. The system will validate data
entered on the following screens:

e Account Maintenance screen

e Setup Default Account Codes screen

e Upload Default Account Codes (validated on upload)
e Transaction Summary screen

e Transaction Detail screen

e Adjustment Detail

e Non-Card Transaction Detail

e Split Transaction screen
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IMPORTANT! The values in the
upload file must be consistent
with the Properties defined for
the field; otherwise, the data
will not load. All existing
validation values will be
overwritten when you upload a
new validation file.
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Customized Fields

Create a validation file - In NotePad or a similar text editor, create an ASCII text file with
a set of values that will be considered valid for the custom field. List the values in a
single column with no tabs or delimiters.

You cannot load a Unicode file. In some versions of Excel, saving a spreadsheet as a
text file may create a Unicode text file.

Validation values are case sensitive. For example, if you load an alphanumeric value of
“ABC123”, the value will only be valid if “ABC” is uppercase. A value of abc123 would
not be valid.

Once the validation values have been loaded, values cannot be viewed from the
application.

If you are loading a validation list for a numeric custom field, you can load only

numeric characters. Special characters, such as @, #, $, are not accepted for numeric
fields.

Custom Fields

Return {o Compsny Preferences screen

Fields Propeties

Label
<Auysilables Project Mumber
= A ailables
=avsilables Data Type
=Available= hlumeric I
= A ailables
<Avaiables Length Date Style Date Separatar
<Auysilables 5 = - -
= A ailables I _I I _I
=<Avaiables Required
<Auysilables ~
orsiedles Edltable by Cardhol
<Avvailables AR Ry Lardholder
<Awsilables S
= A ailables
= A ailables

Spply I Delete
Upload a new list to replace the current list.
i Avalickation_list txt Browse.. I Uplosd

T

o

2]

1 Select a field from the Fields list. Wait for the screen to refresh.

2 Click Browse to select the file from your local directory. In the Choose File dialog
box, select a file from your PC's directory. Click Open to select the file.

3  Click Upload.

Values are loaded into the application through a batch process that runs at regular
intervals throughout the day. Depending on when the file is loaded, it may take several
hours before the validation values take effect.

If the upload file contains invalid values, an error file will be written to your Inbox. The file
will reference the invalid value and indicate the corrective action.

Inbox

o

Humber of Exports : 2
Humber of Reports : 4

lame File Formeat

Quicken (0
Custom Field Values Error File

Account Statement Report

000,200

Quiden (QIF)
Generic Text

|% 08:21/2005

Reports

|& 0208004
051072004

Account ding Analysis Detail Report

050172004 Account Fepart

0307 /2005

Account Statement Report




COMPANY GUIDE 6.3.3
Customized Fields

Cost Allocation Fields

Cost allocation fields are drop-down selection boxes that contain your choice of drop-
down values. You can add up to 1,000 values per field.

IMPORTANT! Using the
maximum number of drop- Transaction Summary screen - Account Codes section

down values in more than two
. . o LOCATION BUSIHESS UHIT COST CENTER PROJECT HUMBER
cost allocation fields will impact
the response time on the |atentic =] [apwimsTRaTION L |s6700 <]+ 121204 =
screens. For best performance Project Humber Expense Date
results, we recommend tha.t no et —
more than two cost allocation
. . T id T pt
fields contain 1,000 drop-down X pale e exemt
values and any additional cost I r
allocation fields be limited to
250 values.

Creating a cost allocation field is a two-part process. First, create the field and then add
the drop-down values.

Adding or Modifying a Cost Allocation Field

Cost Allocation Fields 0

Return to Company Preferences screen

Fields Properties
LOCATION Label
BUSINESS UNIT |7COST CENTER —e
PRCWJECT MUMBER Data Type
=Availables I Tumeric ot
=dvailable=
= Availables Lenoth Drate Styls Drate Separator
=dwailable= 10 VI ¥ b
< Avsilables - I 2 I E
=& vilables Reguired
=& vailable v
=il Editable by Cardholder 0
=2
Depencent on
MHone =

0— ﬂl Delete |

1 The Fields section displays a list of fields. <Available> indicates that the label is
currently not used. To add a new field, highlight Available. To modify a field,
highlight the field name.

Note that the fields are listed in the order that they will display on the financial
screens.

2 Properties defines the attributes of the field. See "Field Properties" for details on
setting the properties.

3 Click Apply to save the field properties.

Now, add the drop-down values to the field. See "Adding Drop-down Values to a
Cost Allocation Field" for details.
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o

Customized Fields

Adding Drop-down Values to a Cost Allocation Field

When you need to add values to a cost allocation field, you can add the values one at a

time without affecting the existing drop-down values in the current list.

Fialds Propetties
LOCATICN Label
E BUSINESS UMIT (COST CENTER
PROJECT NUMBER Data Type
=&vailables Mumeric -
=B vailables
=Availables Length  Date Style Date Separator
=Available= 10 v] = e
=Ayaiable= I —I I —I
=Myailables Reruired
=Available= I
Availakl
ThalEREn Editable by Cardholder 0
Il
Dependert on
hone e

Lpply | Delete |

Add & value to the current list.

EET00
66735
EE799

Upload & nevw list to replace the curvent list.

Browse... |

Delete

Upload |

1 Under Fields, highlight the field to which you want to add values. Wait for the

screen to refresh.

2  In Add a value to the current list, enter the value in the text box. Make sure that
the values you enter are consistent with the properties that have been specified for

the field.

3 Click Add to add the value to the list. Wait for the screen to refresh to see the value.



Customized Fields

IMPORTANT! The values in the
upload file must be consistent
with the Properties that have
been specified for the field. All
existing drop-down values will be
overwritten when you upload a
new file.

Uploading Drop-down Values to a Cost Allocation Field

When you need to add several values to a cost allocation field, use the upload option to
load all the values at once. If you need to add only a few values to the current list, use
the “Add” option. See "Adding Drop-down Values to a Cost Allocation Field" for details.

Note that existing cost allocation values are overwritten every time you upload a new
list. See "Saving Transactions with Invalid Account Codes" for details on how replacing
a drop-down list will affect transaction data.

You can load a maximum of 1,000 values per cost allocation field. If you attempt to
upload a file with more than 1,000 values, you will get the message, “Error opening or
logging into the data base,” and the system will load only the first 1,000 values.

Create an upload file - In NotePad or a similar text editor, create an ASCII text file with a
set of drop-down values. Format values in a single column with no tabs or delimiters.

When you load a file, only values that are consistent with the field properties will be
loaded. You will receive an error message for each invalid value. Correct the upload file
and then load the file again.

The maximum length for any value is 40. If one value in your file exceeds 40 characters,
then the file will not load. The message “One or more fields contain too many
characters” will display.

Fields Froperties
LOCATION Lahel
BUSINESS UNIT [eosTeenmer
PROJECT MUMBER Data Type
=dveailable= I Mumeric ot
=Available=
=t vailables Length Date Style Date Separator
=Availables 10 -l - e
=dvailable= I _I I _I
=Availables Required
=Availables v
Ay ailatl
“AvalanEs Edtable by Cardhoider o
I
Dependent on
Mone B
Sl Delete |
Add & value to the current list.
Add
BE700
BE7S5
BE793
Delete
Uplozd & nes list to replace the current list.
Browse.. | Upload |——9
1

)

1 Select a field from the Fields list. Wait for the screen to refresh.

2 Click Browse to select the file from your local directory. In the Choose File dialog
box, select a file from your PC’s directory. Click Open to select the file.

3  Click Upload.
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Account Extended Information Fields

Account extended information fields are text boxes that display on the Account
Maintenance screen. You can use these fields to enter additional information in the
online Account Record, such as a manager’s name or department name. The data in
these fields is for your information only. The data will not be applied to financial data,
but it will be available for export: ACC.Extended Information 1-6.

Account Maintenance screen

Cost Allocation Fields

LOCATION [arianic -]
BUSINESS UNIT [ApmimisTRaTION <]
COST CENTER =]
PROJECT I I -
r— == =— =— =-— - - - - - = a
Actount Extended Infarmation Labels
“ Mather's Maicien Name [Morison ‘ |
L — - - _— o _— —_— —_— —_ —_ - -
Custarn Fields
Project Mumber |55555—
Expenze Date I—
Default Account GL Code
Detauft Account GL Code W
Always Use Accourt GL Code I

Adding or Modifying an Account Extended Information Field

Account Extended Information Labels

Return to Company Preferences screen

Fields Propetties 9
Mcthes Lakel

=ivallable= hiother's haiden Mame

=&vailable=

= Byailables Data Type

=Availables Alpha-humeric =

Arilakl

=Availahles Length

30 'I

Lpply Delete |

1 The Fields section displays a list of fields. <Available> indicates that the label is
currently not used. To add a new field, highlight Available. To modify a field,
highlight the field name.

Note that the fields are listed in the order that they will display on the Account
Maintenance screen.

2 Properties defines the attributes of the field: the label (field name) data type, and
length. See " Field Properties" for details on setting the properties.

3 Click Apply to save the field properties.
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Deleting a Customized Field

You can delete a customized field only if there is no data assigned to a transaction. The
procedure for deleting a field is the same for all field types.

Account Extended Information Labels

Eeturn to Company Preferences scresn

Fields Propetties
Label
=&vailables Mother's Maiden Mame
=Availables
=Bvailables Data Type
=Ayailables Alpha-Kumeric *
Ailabl
=Ryailables Length
30 -

Lpply Delete I

1 Under Fields, highlight the field that you want to delete.
2 C(Click Delete.
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Saving Transactions with Invalid Account Codes

When account codes for a cost allocation field change, you can easily upload a new list
of drop-down values, which are immediately available to users. If a value from the old
drop-down list is currently assigned to a transaction, it is retained until the user selects
a value from the new drop-down list. To ensure that users are always using the most
up-to-date account codes, the system will warn users when an assigned account code is
no longer valid.

Note: The system will check for

an invalid value in a cost . o o

allocation field only if the user One or more of the Account Codes on _thls page had invalid values. All ||_1valld

modifies another account code 1" values have been removed from the display. Please ensure that these fields
. have valid values before you apply.

of the transaction.

Account Codes

Mext Transaction =

Posting Transaction Transaction

Date Date Amount Description

03M 62005 0341472005 7795 MAIN STREET COFFICE SUPPLY, ATLANTA, GA

Expense Description

| E

Cost Center Project Humber Department

o] =a —aEy |
Divsion Project ID Expense Date (MM-DD-YYYY)
[11a88 124 . Jos-a0-2008

Beturn to top

[ Apply Account Codes to all editable transactions displayed on this page.

V Aut tically apply A it Codes on igation to next or previous transaction.

Dizcard |

Mesxt Tranzaction =

When a user modifies a transaction that has an invalid cost allocation value, the system
will display the error message:

“One or more of the Account Codes on this page had invalid values. All invalid values
have been removed from the display. Please ensure that these fields have valid values
before you apply.”

An error message will be placed next to the affected field and the invalid value will be

removed from the list. If the field is not required, the user will not be required to select
a value from the list; therefore, a “blank” value can be saved to the transaction.
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Creating Required Fields

You can define custom fields and cost allocation fields as required fields on the
financial screens. Required fields can be very useful in capturing essential transaction
data for exports or reports. For example, if you export cost allocation data to use in a
general ledger system, you can mark fields as required to ensure that export data is
entered.

! Required Fields Missing

Project Humber
-t —————The Required option is designed to

prompt the user to fill in required
information when a transaction is edited.

Note: Keep in mind the A required field will not be flagged as required if
number of required fields you
are using. On the Split .

, ; , Only the Supervisor-Reviewed status is applied to or removed from a
Transaction screen, in particular, ) . L

N e transaction. This allows managers and administrators to lock down
the required field will display 3 3 i . i )
for each split line. transactions without having to enter required information.

e The Cardholder-Reviewed status is removed from a transaction. This allows
managers and administrators to unlock a transaction so that the cardholder
can update account code information.

Validation of Required Fields

Required fields will be validated on the following screens:

e Transaction Summary
e Transaction Detail

e Split Transaction

e Non-Card Transaction

e Adjustment Detail
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To create a required field

COMPANY GUIDE 6.3.3
Customized Fields

Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company

Preferences).

Custom Fields

Return to Company Preferences screen

=Available=
=Availables
=fvailable=
=hwsilable
=Lvailable
=Awailable=
=hvailables
=Awailable=
=huvailables
=Available=
=Availables
=Available=
=Availables
=fvailable=
=hwsilable

Froperties

Label

IPrDjec:t Mumber

Data Type
Mumetic =

Length Date Style Date Separator

= | = =

Required

I

Editable by Cardholder
2

©—— sooy | Deete |

1 Highlight the field that you want to edit.

2 Check the Required check box.

If you do not enable Editable by Cardholder, make sure that a manager loads
values for the field, either manually or using default account codes. If a value is not
loaded and the field is required, the cardholder will not be able to edit the
transaction. See "Locking a Field that is Required" for details.

3 Click Apply to save. The change takes effect immediately; no further processing is

required.
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Creating Date Type Fields

The Data Type option for cost allocation and custom fields contains a “Date” option that
configures a field for a specific date format and allows only valid dates to be entered.
Date type fields can ensure consistent date entries when specific date formats are
required for export into an external application.

! Invalid date. Please enter a valid date in the format: MM-DD-YYYY.

Expense Date

IDE.“?_EJ‘ZDDE !

Users will be required to enter a valid date in the correct date format, as specified by
the Properties set for a field. If an incorrect date or format is entered, an error will
display prompting the user to correct the entry. In the above example, the user did not
use the dash (-) separator as required, so the error displayed.

Validation of Date Type Fields

Date type fields are validated on the following screens:

e Transaction Summary

e Transaction Detail

e Split Transaction

e Non-Card Transaction

e Adjustment Detail

e Account Maintenance

e Setup Default Account Codes

e Upload Default Account Codes (the file is validated on upload)

Tips for Using Date Fields

Use a validation list or drop-down list to ensure valid date entries. If users are required to
select a specific date, use a cost allocation field containing a drop-down list of valid
dates. Or, use a custom field input box along with a validation list to validate user input
against a list of valid dates. Note that with either method, the validation or drop-down
list may need to be updated periodically as new dates become available. See
"Uploading Validation Values" or "Adding Drop-down Values to a Cost Allocation Field"
for details.

Add the date format to the field label. Add the required date style, including the date
separator, to the field label so that users will know how to enter a valid date format.

Epemse Dm Include the date format in the field label to help users

to enter dates in the correct format.
—

If you change the date format, don't forget to also
update the label with the new format.
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To create a date type field

Customized Fields

Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company

Preferences).

If you change an alpha-numeric or numeric field to a date field, any existing data will
be retained until the field is edited. Then, the system will validate the field as a date

type field.

Custom Fields

Return to Company Preferences screen

Fields

Froperties
s Label
=&vailables Expense Date
=Pvailables
=Availahle= Data Type
=Pvailables Diate: I e
=Ayailable
=hvsilables Length Date Style Date Separator 9
=Avzilables I bt MMDDN Y -)Dash =
=&wailable= I _I I(] = _I
=&yailahles Required
=Availables m
A 2| | Edtable by Cordnolcr
=2
o— Applyl Drelete |
1 Highlight the field that you want to edit.
2 From the Data Type field, select “Date”.
3 Select a Date Style and a Date Separator to specify the valid date format.
4

is required.

Click Apply to save. The change will take effect immediately; no further processing
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Enabling or Disabling Fields for Cardholder Editing

The Editable by Cardholder option for cost allocation and custom fields enables
company administrators to lock custom account code fields so that cardholders
(account users) cannot edit the default values. You might use the Editable by
Cardholder option to prevent cardholders from changing preset default account codes,
or lock down a series of cross-validated fields and enable only those account codes that
cardholders must edit. See "Cross-Validation for Cost Allocation Fields" for details.

Note: Default values for
account codes can be set on
the Account Maintenance
screen, through the Setup
Default Account Codes option,
or through an upload process.
See "Default Account Codes"
in the Company Guide for
details.

This field is not editable by
the cardholder user.

When a field is set to disable editing, the field will display on the Account Maintenance
screen and financial screens in read-only format—cardholders can review the account
codes but not edit them. Higher-level users, such as supervisors, intermediates, and

company administrators, will still have full access to change any field that is locked to a

cardholder.

Account Maintenance

| LOCATION

Cardholder View
CostAllocation Fields
atLantc |
BUSINESS UNIT |eommisTRATION |
COST CEMTER Iaamo b I
PROJECT MUMBER I -
Account Extended Information Labels
Maother's Maiden Name |M°,,ison
Custom Fields
Project Mumber |55555
Expense Date |
Default Account GL Code
Default Account GL Code [mesasare
Always Use Account GL Code Ird

Transaction Summary - Account Codes

Cardholder View

Account Codes

= Previous Transaction

Transaction
Date Date

Posting

010202000 3104 72001

Mexd Transaction =

Transaction
Amount Description

5689 OFFICEWWAREHOUSE, NEWARK, MJ

Expense Description

LOCATION

This field is not editable by
the cardholder user.

ATLANTIC

Project Humber

|55555 *

ﬂ
-
BUSIHESS UNIT

ADMINISTRATION - I

Expense Date

e

COST CENTER

I GE700 - |

PROJECT HUMEBER

I 12-12-09 vl
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To enable or disable a field for editing

Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company
Preferences).

Cost Allocation Fields

2]

Return to Company Preferences screen

Fields

LOCATICN
BUSINESS UMIT

Propetties
Lakel

COST CENTER

Data Type
humeric i

Length Date Style

x| |
Reguired
v
Editable by Cardholder
Il

Dependert on

Date Separatar

= [

o_

hone e

o— M Delete |

1 Highlight the field that you want to edit.
2 Check the Editable by Cardholder check box. To disable editing, clear the check
box.

3 Click Apply to save. The change will take effect immediately; no further processing
is required.

Locking Fields that Contain Default Account Codes

The most typical use for the Editable by Cardholder option is locking account codes so
that cardholders cannot edit default values. Suppose you want the same Location and
Business Unit codes to be applied to every transaction charged to an account. You want
the cardholder user to see the codes for reference, but you do not want the cardholder
user to change the value. In this case, you would load default values for Location and
Business Unit and then you would set up the Location and Business Unit fields to
prevent the cardholder from editing the fields. The cardholder can still see the codes
but cannot edit the values. In the following example, Location and Business Unit
contain default values and are locked to the cardholder. Cost Center is still editable.
LOCATION

BUSIHESS UHIT COST CENTER

I 11236 -

Mew ork AL

The Location and Business Unit fields are not required fields or dependent on other
fields; therefore, a cardholder can still edit the transaction even if these fields are not
populated with values.
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Locking a Field in a Dependency Chain

Use the Editable by Cardholder option when you want to lock down preset fields in a
dependency chain. For example, suppose you have created three account codes that
are dependent on each other: Business Unit, Cost Center, and Project ID. A selection
from the Business Unit field and then the Cost Center field will determine the valid
values in Project ID. You might use this configuration when you want to narrow the list
of available codes based on a cardholder’s particular cost center, account GL, etc.

BUSINESS UHIT COST CENTER PROJECT ID
ADMIMISTRATION 123 11238 vI

In the above example, the Business Unit and Cost Center fields should be applied to
every transaction but should not be changed by the cardholder. The Editable by
Cardholder option for these two fields has been disabled (unchecked). Since each
transaction could have a different project number, you do want the cardholder to be
able to edit the Project ID field, so this field remains editable.

BUSIHESS UHIT COST CENTER PROJECT ID

=

Suppose you forget to populate the locked fields. The field that the cardholder CAN
edit now contains no drop-down options because default values have not been loaded
in the dependent fields: Business Unit and Cost Center. The cardholder can still edit
other account codes for the transaction and review the transaction without making a
selection from the Project ID field.

! Required Fields Missing

BUSIHESS UNIT COST CENTER PROJECT ID
I 7 - X

Now, suppose the Project ID is a required field. The cardholder cannot edit the field or
edit the transaction. The cardholder cannot do anything to this transaction until the
Business Unit and Cost Center fields are populated with valid values.
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Locking a Field that is Required

You can mark a field required but not allow a cardholder to edit the field. You might
use this configuration if the field will be filled in by a manager or supervisor, or if you
load default account codes for the field.

In order for this field configuration to work, you must make sure that valid values are
loaded for the locked fields. Otherwise, the cardholder will not be able edit or review
the transaction. The cardholder will get an error message as follows:

One or more account codes for this transaction require a value but cannot be
edited. Please contact your administrator or manager to load values for these

*— fields. Once the required fields are populated, you can apply a¢ccount codes to
this transaction.

Accaount Codes

= Previous Transaction

Posting Transaction Transaction
Date Date Amount Description
150302001 13032001 46,32 MAIM STREET OFFICE SUPPLY, NEWWARK, hJ
Expense Description
i
¥
LOCATION BUSINESS UNIT COST CENTER PROJECT ID
1238 | AT Mewe York =
Project Humber Expense Date
'  —
Tax paid Tax exempt
= r
Returp o top
Dizgcard

= Presjous Transaction

The Apply button does not display, preventing the cardholder from
editing any account codes or this transaction.
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Cross-Validation for Cost Allocation Fields

Cross-validation enables you to create fields that are linked in a dependency chain so
that a selection in one field prompts the values in another field. Instead of providing the
user with hundreds of codes to choose from, cross-validation fields display only the
appropriate values based on the user’s selection in other fields.

For companies that cost allocate expenses for export to GL accounts, cross-validated
cost allocation fields can help ensure that GL information is properly coordinated with
other values, such as departments, cost centers, or projects.

How Cross-Validation Works
The following dependency chain has been set up so that the user is presented with a
limited list of cost centers based on the user’s location and business unit.

LOCATICN

IMID'I.I'I.I'EST vI 4

Location is the first field in the
dependency chain. The next
field in the chain will be
populated based on the

BUSIHESS UHIT

MANUFACTURING = |

When the user selects the
Midwest location, the Business
Unit field is populated with the
business units in the Midwest.

COST CENTER

When the user selects the

manufacturing business unit, the
Cost Center field becomes active
and displays only the cost centers

that are applicable to the selected
business unit. There are actually
30 cost center values set up for
this company, but only three cost
centers are applicable for the
manufacturing business unit of
the Midwest.

selection in Location.

Setting Up Cost Allocation Fields For Cross-validation
Setting up cross-validation fields takes some planning and organization, but the payoff
is a more efficient cost allocation system for all users in the company.

e Cross-validation is available only for cost allocation drop-down fields.

e A maximum of six fields can be set up for cross-validation in one dependency
chain.
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To create a cross-validated field

Customized Fields

When creating a dependency chain, first create all the fields that will be in the
dependency chain, but without the dependency. Add the drop-down values to the first
field in the dependency chain. Then start with the second field, and add the dependent

values.

For example, if the fields Business Unit and Cost Center are in a dependency chain, a
selection from the Business Unit field will load cross-validated values in the Cost Center
field. First, you will create the Business Unit field and add the drop-down values to the
field. Then, you will create the Cost Center field and make it dependent on the Business
Unit field. For each drop-down value in the Business Unit field, you will load
corresponding values to the Cost Center field.

1 From the Company Preferences screen, click the Cost Allocation Fields button to
access the Cost Allocation Fields screen.

Cost Allocation Fields

Eeturn to Company Preferences screen

Fields

Froperties

LOCATION

=Pvailable=
=&vailable=
=Mvailable=
=&vailable=
=Mvailable=
=Available
=&vailable=
=Availables

Label

COST CENTER

Data Type
Mumetic i

Length Date Style

Date Separator

[io=] | =l
Required
r
Eciitable by Catcholder
v,
Dependent on

BUSINESS UMIT VI

E

Apply | Delete |

2 Highlight the field that you want to cross-validate.

3 In Dependent on, select the field that the highlighted field will be cross-validated

with.
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Click Apply. The screen will refresh and display the Dependencies section. The
field that you selected in Dependent on displays as a drop-down field.

The field you have selected has dependencies with other cost allocation fields. Select a value from the figld(s)
helow to see the relationships.

Dependencies
BUSIMESS LUMNIT

-

ADMIMSTRATION )
T . .

Select a value from the dependent field. The screen will refresh and display a new
section where you can add values.

Drop-cown valuss sssocisted with the selection: ADMIISTRATION —— [N this example, the Cost Center 1234
Setesnicalue to the ourrent list. will be cross-validated with Business Unit
( [1z34 ) i value “Administration”.
Delete |
Upload 5 new list ta replace the current list.
Browse.. | Upload I

Enter a drop-down value in the text box and then click Add. The field will be
added to the drop-down list.

You can also upload a list of values. See "Adding Drop-down Values to a Cost
Allocation Field" for details.
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Go to the Dependencies section again.

The field vou have selected has dependencies with other cost allocation fields. Select a value from the fieldis)
below to see the relationships

Dependencies
BUSINESS UNIT

Select another drop-down value from the cross-validated field. The screen will
refresh and display a new section where you can add values.

Crop-dovwn values associated with the selection | MARKETING —————In this example, the Cost Center 2235
| ssayalue to the current i, will be cross-validated with Business Unit
(=== ) ekl value “Marketing”.

Delete |
Upload a new list to replace the currert list

I Browse I Upload I

Enter a drop-down value in the text box and then click Add. The field will be
added to the drop-down list.

Repeat steps 7-9, as required until you have added values to all of the cross-
validated fields.



Default Account Codes

Default Account Codes

Default account codes allow you to automatically apply standard codes or information
to transactions associated with a specific account. For example, if you have to apply a
certain cost center code to all transactions charged to Joe Smith’s account, you can enter
the cost center as a default value. Then, at transaction load time, the default value is
automatically applied to the transactions associated with Joe’s account.

Default account codes include the following:

Account Extended Information
fields are used to capture additional
information about the account;
these fields are not default account
codes. Any data entered in these
fields will display only on the
Account Maintenance screen.

e Cost allocation fields
e Custom fields

e Account GL Code

Account Maintenance

CostAllacation Fields

LOCATION rm T
BUSINESS UNIT | [AemimisTRATION <] I
COST CENTER |[z288 =] |
PROJECT ID -
L - = — Jd
Account Extended Information Labels
Mather's Maiden MName W
Custom Fields
Project Mumber ll-ﬁssg;-l
Expensze Date l—
—_— = d

Default Account GL Code

— T
MEE35E7H

Alvays Use Account GL Code I~

L — — d

Default Account GL Cade

Where to Enter Default Codes

Maximum Field

Account Code Length Assign Default Account Codes on this screen

Cost allocation field User-defined Setup Default Account Codes (for multiple accounts)
Account Maintenance (for individual accounts)

Custom field User-defined Setup Default Account Codes (for multiple accounts)

Account Maintenance (for individual accounts)

(Cardholder) Account 40
GL Code

Setup Default Account Codes (for multiple accounts)
Account Maintenance (for individual accounts)
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There are three ways to assign default account codes:

Default Account Codes

e Account Maintenance - Assign default values to individual accounts. See
"Setting Default Account Codes on Account Maintenance” for details.

e Setup Default Account Codes - Use a spreadsheet type screen to assign default
account codes to multiple accounts on one page. See "Setup Default Account

Codes" for details.

e Default Account Codes file - Download a Microsoft Excel file containing all
accounts in the company. Enter the default account codes off line and upload
the file back into the application. See "Setting up Default Account Codes Off

Line" for details.

Default Account Codes - Setup Comparison

Account Maintenance screen

Setup Default Account
Codes Screen

Default Account Codes File

Data entry

Online - in the application

Online - in the application

Off line - Microsoft Excel File

Editable fields

Cost allocation fields
Custom fields
(Cardholder) Account GL Code

Cost allocation fields
Custom fields
(Cardholder) Account GL Code

Cost allocation fields
Custom fields
(Cardholder) Account GL Code

You can also enter information in
the Account Extended
Information fields in the Excel file.

User access

Account user and above

Supervisor/intermediate user
and above

Company administrator user and
above

Processing

Immediate

Immediate

Overnight (US CST)

Copyright 2005 MasterCard International



Default Account Codes

Setting Default Account Codes on Account Maintenance

Use this procedure to enter default account codes for one account.

To add default account codes
From the Hierarchy tab, select Hierarchy Tree. Select an account from the hierarchy.

CostAllocation Fields

LOCATION IATI.!-\NT\C -I
BUSINESS UNIT IADMINISTRATIDN vl
COST CENTER |12345 -I

PROJECT ID I -

Account Extended Information Labels

‘ Mather's Maiden Mame IMD.,i;M ‘

Customn Fields
Project Number |55555
Expense Date b
Default Account GL Code
Default Account GL Code W
Alveays Use Accourt GL Code ~

1  Enter the default codes on the Account Maintenance screen.

When Always Use Account GL Code is checked, the Default Account GL Code is the
Final GL Code, which is the overriding GL code for a transaction.

2 Click Apply. The account codes will be automatically applied to new transactions as
they are loaded into the application.

Setup Default Account Codes

The Setup Default Account Codes option allows you to enter default account codes for
several accounts at one time.

To set up default account codes for multiple accounts
From the Hierarchy tab, select Setup Default Account Codes. The hierarchy displays.

Select a hierarchy entity. All accounts under the selected entity display on the Setup
Default Account Codes screen.

Setup Default Account Codes e

Discard |

Mumber

=l Jeomn 2] [svaney

=l

H

CAROLYN HUGHES (F157) Ecit

|
JILL SMITH (2636) ﬂl ] | = | =l [rewver 2] ]
JOHN STEADMAN (2357) Ecit ] [11zee =] | = [Faiis =
KIMBERLY HORTON (2687) M — [11zz8 =] | =l [Homgkeng =] ]
MANUEL GARCIA (2387) Ecit | [ ] | =l fsvaney =]

1 Next to the account that you want to edit, click the Edit button to enable the fields.
Wait for the screen to refresh.

2  Enter or select values in the fields.
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IMPORTANT! Clicking Done will
not save your changes. You
must click Apply to save the
changes on the current page.

4

Default Account Codes

When Always Use Account GL Code is checked, the Default Account GL Code is the
Final GL Code, which is the overriding GL code for a transaction.

When you are finished editing a line, click Done or move to the next line and click
Edit.

Click Apply to save. The system will update the individual Account Maintenance
screens with the new information. The default account codes will be applied to
new transactions the next time they are loaded or when transactions are cost
allocated.

Setting up Default Account Codes Off Line

The Default Account Codes file is a Microsoft Excel file that you can download from the
application, update default account codes for any account at the company level, and
upload back into the application. It is similar to the Setup Default Account Codes
screen, but provides an off line method of entering codes.
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Generate the file by scheduling the Default Account Codes file. The file is
generated overnight and placed in your Inbox where you can download it to your
local directory.

Open the Excel file and enter or modify the default account codes. Save the file,
retaining the Excel format.

Upload the file back into the application. The system processes the file and places
a confirmation file in your Inbox. Rejected records are placed in the confirmation
file along with an error code.

Once the upload file has been processed successfully, the Account Maintenance
screen for each account will be updated with the new information.

Scheduling the Default Account Codes File

1
2

From the Hierarchy tab, select Schedule Default Account Codes.

The Schedule Summary screen displays with your processing job added to the list.
See "Schedule Summary” for details.

The file is generated overnight (US Central Standard Time) and placed in your
Inbox.
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Editing the Default Account Codes File

The Default Account Codes file is a Microsoft Excel-formatted file that allows you to
enter default codes for all accounts within a company. Generate the file by
downloading it from the application through a scheduled process. Open the file and
enter the applicable codes. When you upload the file to the application the Account
Maintenance screens are updated with the default account codes.

Cost Allocation, custom field, and account extended information fields are created in
the application via the Company Preferences screen. Each of these fields has a unique
label, data type, and length (Properties). When you add values to the Default Account
Codes file, make sure that the data is consistent with the properties defined for each
field. In addition, you cannot change the field name in the file. For more information on
the properties of customized fields, see "Customized Fields".

The table below provides the file layout. Values in fields 1-10, 12-16, 52-53 are not
editable.

Default Account Codes File Layout

Maximum Field
Field # Field Name Field Description Data Type Length
11 Email Address Not used Character 60
17 Account GL Code Default Account General Ledger (GL) Code Character 40
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Default Account Codes File Layout

Default Account Codes

Maximum Field

Field # Field Name Field Description Data Type Length
18 Cost Allocation 1 Default Cost Allocation Value User-defined User-defined
19 Cost Allocation 2 Cost allocation fields are drop-down selection boxes
20 Cost Allocation 3 with values that are pre-defined in Company
Preferences.

21 Cost Allocation 4 Enter a default value that has already been defined for

22 Cost Allocation 5 the field (i.e. the value displays in the field's drop-down

PE Cost Allocation 6 list); otherwise the record will be rejected.

2 Cost Allocation 7 If no values have beeh uploaded for a field (i.e. the
drop-down list contains no values), you can enter any

25 Cost Allocation 8 value as long as it is consistent with the Data Properties

26 Cost Allocation 9 defined for the field.

27 Cost Allocation 10

28 Cost Allocation 11

29 Cost Allocation 12

30 Custom Field 1 Default Custom Field Value User-defined User-defined

31 Custom Field 2 Custom fields are text boxes. The values in these fields

- are not pre-defined, therefore you can enter any value

32 Custom Field 3 as long as it is consistent with the Data Properties

33 Custom Field 4 defined for the field.

34 Custom Field 5 If a validation list has been loaded for a field, you must

35 Custom Field 6 entera vglue thgt Is contained in the vallldatlon |I.St. See

. "Uploading Validation Values" for details regarding

36 Custom Field 7 validation lists.

37 Custom Field 8

38 Custom Field 9

39 Custom Field 10

40 Custom Field 11

41 Custom Field 12

42 Custom Field 13

43 Custom Field 14

44 Custom Field 15

45 Custom Field 16

46 Account Extended Info 1 Default Account Extended Info Value User-defined User-defined

a7 Account Extended Info 2 Account Extended Information fields are text boxes.

28 Account Extended Info 3 The values in these fields are not prg-deflneq, therefpre
you can enter any value as long as it is consistent with

49 Account Extended Info 4 the Data Properties defined for the field.

50 Account Extended Info 5

51 Account Extended Info 6
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Uploading the Default Account Codes File

IMPORTANT! You cannot create
your own upload file; you must
use the Default Account Codes
file generated from the
application. The file is in
Microsoft Excel format and
must remain in this format in
order to upload it back into the
application.

After you have added account codes to the Default Account Codes file, upload the file
back into the application to apply the changes to the Account Maintenance screens.

The maximum file size is 4 MB. See "Editing the Detault Account Codes File" for file
specifications.

To upload the default account codes file
From the Hierarchy tab, select Upload Default Account Codes.

Upload Default Account Codes

I Browse | Upload |

¢

1  Click Browse to select the file from your local directory. In the Choose File dialog
box, select a file from your PC’s directory. Click Open. The file you selected displays in
the adjacent text box.

2  C(lick Upload.
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Using the Default Account Codes Confirmation File
When you upload the Default Account Codes file, the system generates a confirmation
file and places it in your Inbox. The Excel-formatted confirmation file contains an
indication of successful processing as well as any rejected records. An error code
indicates why the records were rejected.

You can correct the rejected records directly in the confirmation file and upload it for
processing.

Confirmation file

&)
A [ B [ ¢ [ b [ E [ F [ & [ H [ 1t [ o [ K [ L [ ™ | N Az [ BA |
0000 00000
[ 7000 01999 1234557 555556656555 A KRAAH 126625 ROBER T. SUMPTER
(2] 7o0g 01999 12134567 555555656555 A YRR, 126635 JSMITH@SUMPTEREJOE SMITISUMPTEE
| 4 |T700 00000 20011008 120011009 21:32:02  33_U_200{ 3 1 2|
000 00000 3

1CJ D

In this example, 3 records were processed; 1 successfully
and 2 were rejected.

The first and last lines "0000" are header and trailer records.
“7000" contains rejected records.

“1100" contains the number of processed records.

O N w >

When records are rejected, field 53 is populated with an error code, which indicates
why the record was rejected.

Default Account Codes Confirmation File - Error Codes

Error Code Description Possible Cause

2001 Required Field Missing The User ID or Entity ID is missing.

2021 Invalid Issuer Information Invalid Issuer ICA or Issuer Number

2024 Invalid Account Information Invalid User ID, Entity Name, Entity Alias Name,
Line 1 Address, Line 2 Address, or Entity ID

2037 Invalid Company Information Invalid Company Number

2050 Invalid Record Type The Recordldentifier field should contain the value
"7000".

2118 Invalid Account Code Label The field name for a cost allocation, custom field,

or account extended information field has not
been defined in the application. When updating
the default account codes, enter only the default
value; do not change the field name.

The labels for a customized fields are defined in
Company Preferences.

2119 Invalid Length Or Data Type The length and/or the data type (data properties)
of the default account code entered in the file is
not consistent with the data properties defined for
the field.

Value entered in the file does not match any of
the pre-defined values in the cost allocation field
drop-down list.
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Default Account Codes Confirmation File - Error Codes

Error Code Description Possible Cause

2132 Invalid Cost Allocation Value A value entered in the file does not match any of
the pre-defined values in the cost allocation field
drop-down list. Either the value in the file is not in
the list at all, or is not a valid value based on cross-
validation (dependency) with a another field.

The values for the cost allocation drop-down lists
are defined in Company Preferences.

2133 Invalid Custom Field Value A value entered in the file does not match any of
the pre-defined values in the custom field
validation list.

The values for the custom field validation lists are
defined in Company Preferences.

3002 Rejected due to error Review the file against the Default Account Codes
elsewhere in the file. Layout to ensure that the file contains the correct
values. See "Editing the Default Account Codes
File" for more information
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General Ledger Options
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A General Ledger (GL) accounting string typically contains several elements, such as
cost center, GL account, expense type, project code, etc. The various GL code fields
provided as static fields in the application are intended to be populated only with the
GL account code element of the GL string. However, the company administrator may
use the GL code fields to store the entire GL string if desired.

Typically, the company administrator will create customized fields for the other
elements of the GL string, such as cost center and location, and enter defaults for each
cardholder account so that every transaction is appended with these values. The user
then determines and selects the appropriate GL account code or expense type based
upon the type of purchase or expense. For example, meals or office supplies.

Many times this GL account code can be assigned by MCC or by supplier. A GL account
code may also be assigned at the cardholder account level to act as a default GL
account code in case there is no GL Code assigned for an MCC and Supplier and the
user has not manually updated transactions for a period.

The GL code options allow the company administrator to determine or map a final GL
account code based upon whether or not each static field contains a value. Once
default GL codes are applied to transactions, they display on the financial screens.

There are several GL options on the Company Preferences screen, which allow you to
control the editing and display of various GL codes.

e Display the various GL codes on financial screens.
e Determine or map a Final GL Code.

e Allow users to edit the Final GL Code.



General Ledger Options

General Ledger Codes - Quick Reference

GL Code

Assign Default Values on this Screen

In Reports

Export Field

Account GL Code

Account Maintenance
Setup Default Account Codes

Cost Allocation Detail Report

Expense Report

ACC.Account GL Code

Customer Code GL Code

Customer Code GL Code List Maintenance

(This option must be enabled by the
issuer.)

NA

FIN.Customer Code GL Code

Expense Report

Final GL Code Company Preferences - Final GL Code Cost Allocation Detail Report FIN.Final GL Code
Mapping Sequence Expense Report
See "Using the Final GL Code" for details. Non-Card Transaction Detail
Report
MCC GL Code MCC GL Maintenance Cost Allocation Detail Report FIN.MCC GL Code

Supplier GL Code

Supplier Maintenance (or Supplier Setup)

Cost Allocation Detail Report
Expense Report

Merchant Supplier Summary
Report

Supplier Transaction Detail
Report

SUPSupplier GL Code

Tax GL Code

Company Preferences - General Ledger
Options

NA

FIN.Tax GL Code

Setting General Ledger Code Display Options

TIP: If you use GL codes only
for export (not online review),

set the display options to “No”

to prevent users from editing
the codes on the financial
screens.

Use General Ledger Options to specify which GL code fields will display on the

financial screens.

All GL codes are 40 characters in length.

To set general ledger options

1 From the Company tab, select Company Preferences.

2 Under General Ledger Options, select the applicable options.

General Ledger Optiong

Display MCG GL Code?
Display Supplier GL Code?
Display Account GL Code?
Display Final GL Code?
Display Tax GL Code?

Tax GL Code

Edit Final GL Code?

Choose a Custom ar Cost Allocation Field to Store Final GL Code

[T4z236588

IYES i
ICDS‘ Center -

3 Click Apply to save.
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Using the Final GL Code
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What is a Final GL Code?
The Final GL Code is one of three general ledger (GL) codes (supplier, account, or
MCO) that is designated as the overriding GL code appended to a transaction.

What determines the Final GL Code?
The company administrator determines which code will be the Final GL Code by setting
one of the following preferences:

e Account Maintenance and Setup Default Account Codes screens - When
Always Use Account GL Code is checked, the Default Account GL Code is the
Final GL Code, which is the overriding GL code for a transaction.

¢ The Final GL Code Mapping Sequence (in Company Preferences) - Designates
the default MCC GL Code, Supplier GL Code, or (cardholder) Account GL
Code as the Final GL Code, depending on which field is populated.

Account Codes

Mext Tranzaction =

Posting Transaction Transaction

Date Date Amount Description

01272001 01102001 9624 MAIM STREET OFFICE SUPPLY, ATLAMTA, GA

Expense Description
| E
¥

LOCATION BUSINESS UHIT COST CENTER PROJECT ID

Project Humber Expense Date

[eess « I

Tax paid Tax exempt

I -

MCC GL Code Account GL Code Supplier GL Code Final GL Code

@33599 |se23 175052 |meB35078
Eetum to top | ‘
7 Apply Account Codes to all editable transactions displayed on this page. In this exam p\e, the Account GL
r i apply A 7t Codes on navigation to next or previous transaction. Code has been designated as the
Final GL Code.

Apply Dizcard |

Mexd Transaction =
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Note: The Always Use Account
GL Code option set in Account
Maintenance, if checked,
overrides the Final GL Code
Mapping Sequence set in
Company Preferences.

Mapping the Final GL Code

The Final GL Code Mapping Sequence allows you to designate one of the GL codes as
the Final GL Code based on which field is populated for a transaction. If the first choice
has no data, the system will check the second choice, and then the third choice.

Example

Supplier GL MCC GL Account GL Always Use Final GL
Transaction Code Code Code Account GL Code Code
Sequence 2 1 NA
Transaction A 1234 ABCD Unchecked 1234
Transaction B ABCD Unchecked
Transaction C 1234 9874 ABCD Unchecked 9874
Transaction D 1234 9874 ABCD Checked ABCD

To map the Final GL Code

1 From the Company tab, select Company Preferences.

2 Under Final GL Code Mapping Sequence, select the applicable options.

Final GL Code Mapping Sequence

Supplier GL Code
MCC GL Code
Account GL Code

The numbers in the drop-down boxes designate the order in which the GL codes
will be selected for mapping to the Final GL Code. To exclude a GL Code from the
mapping sequence, select N/A.

3 Click Apply to save.
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Assigning the Final GL Code to a Secondary Field

If you want to export the Final GL Code under a field name other than "Final GL Code",
you can map the Final GL Code to a custom field or cost allocation field. This option
allows you to define a unique field label for the Final GL Code in order to better
coordinate your online data with your external systems.

To assign a GL code to secondary field

B_Genera\ Ledger Options

Display MCC GL Code? [fez =]

Display Supplier GL Code? IE[

Display Account GL Code? IEI

Disklay Final GL Code? [res =]

Display Tax GL Code? [fez =]

Tax GL Code [Ta236580

Edit Final GL Code? [es =]

Choose a Custorn or Cost Allocation Field to Stare Final GL Code ICust Center -l—_e

Transaction Summary screen - Account Codes

Account Codes

Mext Transaction =

Posting Transaction Transaction
Date Date Amount Description
01H20200M 014072001 96.24  MAIN STREET OFFICE SUPPLY, ATLANTA, GA
Expense Description
| #
¥
LOCATION BUSIHESS UHIT COST CENTER PROJECT ID
Project Humber Expense Date A
Tax paid Tax exempt
r r
MCC GL Code Account GL Code Supplier GL Code Final GL Code
| |messs07s |55z3 178052 |MBE35aTE 9

Beturn to top

r Apply Account Codes to all edi 1 i lispl: 1 on this page.
I Aut tically apply A it Codes on igation to next or previous transaction.

Applyl Dizcard |

Plext Tranzaction =

1 Access the Company Preferences screen. Locate the General Ledger Options
section.

2 Select a custom field or cost allocation field to store the Final GL Code. If fields have
not been defined for the company, this option will be hidden. Click Apply to save.

3 The Final GL Code is automatically written to the secondary field at load time or
when transactions are cost allocated.
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Special Considerations

MCC GL Maintenance
MCC GL

The Final GL Code must be consistent with the properties that have been
defined for the designated secondary field; otherwise the Final GL Code will
not be written to the field. For example, if "Custom Field 1" is set up for
numeric values (e.g. 1234), an alphanumeric Final GL Code value (e.g.
ABCD) will not be written to the field.

When a Final GL Code is mapped to a secondary field, the mapping logic will
override any default values that have been set for that field on the Account
Maintenance screen, except for the Always use Account GL Code option,
which is the overriding option.

If a user edits the secondary field that stores the Final GL Code, the GL code
that has been mapped to the field will be lost. You can prevent a user from
editing the secondary field using authorities.

mapping allows you to assign a GL code to a transaction based on the MCC of

the merchant. You can create multiple MCC GL mapping tables for situations where you
use different accounting systems for different hierarchy entities. The company and each
first-level intermediate (one level below the top company level) can be assigned a
unique MCC GL table.

On the MCC GL Maintenance screen, you can enter MCC GL codes directly on the
screen, upload a data file, or download the MCC table to make changes or use in your
accounting system.

From the Company tab, select MCC GL Maintenance. The hierarchy displays. Click the
hierarchy entity for which you want to assign codes. The MCC GL Maintenance screen

displays.

MCC GL Maintenance

TC Table: ADMINISTRATIONS The MCC Table displays th
ORPORATE CONTROLLER e MCC Table displays the

Dovenlo;

hierarchy entity for which you
are mapping the MCC GL

Dowrload MCCGL Cades | o | codes. The MCC GL codes that

Upload MCC GL Codes

you enter on this screen will

apply only to the transactions
associated with the selected

Browse. | ‘ Upload MCC GL Cades I 0|

Apply

entity.
| Discard | Sortbymcc |

i
a7

jon

0 MG )
SERVICES 1
0763 AGRICULTURAL COOPERATIVES 2236981
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Note: If you edit an MCC GL
Code, you must run cost
allocation processing to update
existing transactions. See " Cost
Allocation Processing" for
details.

General Ledger Options

Mapping GL Codes to MCCs

The MCC GL Maintenance screen displays a list of merchant category codes (MCCs),
which you can map to a GL code. For each MCC that you want to map, enter a GL code
in the text box. You can map as many MCCs as required. The new MCC GL codes will
be applied to transactions as they are loaded in the system or when transactions are
cost allocated.

MCC GL Maintenance

MCC Table: ADMINISTRATION -
CORPORATE CONTROLLER
Download MCC GL Codes

‘ Downlosd MCCGL Codes | o |

Upload MCC GL Codes
‘ | Browse I | Upload MCC GL Codes I e |

Applyl Discard Sort by MCC |

M e
‘ 1489632

0763 AGRICULTURAL COOPERATIVES 2236981

0780 HORTICULTURAL AND LANDSCAPING SERYICES |221 743

1 In the MCC GL Code text box (next to the MCC), enter the code you want to
associate with the MCC.

2 Click Apply to save.

0742 YETERINARY SERVICES

Downloading MCC GL Codes

You can download a file containing the MCC GL codes that you have mapped to MCCs.
The file is a Microsoft Excel format containing MCCs, MCC descriptions, and the
mapped MCC GL codes. Use the file to load into your accounting system or use it to
update GL codes and then upload back into the application.

Access the MCC table you want to download. If you use different MCC GL codes for

each first-level intermediate entity, make sure the appropriate MCC Table is displayed on
the screen before you download the file.

MCC GL Maintenance

MCC Table: ADMINISTRATION ———NMCC Table
CORPORATE CONTROLLER
Download MCC GL Codes

( DownoadMCCGLCades ) | 9 |

Upload MCC GL Codes
‘ | Browse... I | Upload MCC GL Codes I 9 |

1 Click the Download MCC GL Codes button.

2 AFile Download dialog box displays prompting you to save the file to your local
directory.
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IMPORTANT! Before you upload
a file, make sure it is set up
according to the file
requirements.

Uploading MCC GL Codes
The Upload MCC GL Codes option allows you to load a file containing MCC GL codes
to an MCC table, rather than entering individual codes through the application.

To add or update MCC GL codes in an MCC table, download the table from the
application and make the necessary changes. Then, upload the file back into the
application. Note that existing values are overwritten when you upload a new file.

Access the MCC table you want to update. If you use different MCC GL codes for the

company and first-level intermediate entities, make sure the appropriate MCC table is
displayed on the screen before you upload the file.

MCC GL Maintenance

MCC Table: ADMINISTRATION -
CORPORATE CONTROLLER
Download MCC GL Codes

| Download MCCGL Codes | 0 |
1) 2]

Upload MCC GL Codes | |

UplosdMCCGLodes | @)

| | Browse |

1  Click Browse to select the file from your local directory. In the Choose File dialog
box, select a file from your PC's directory. Click Open. The file you selected displays in
the adjacent text box.

2 C(Click the Upload MCC GL Codes button.

MCC GL Code File Requirements

Use these file requirements to ensure proper setup of your MCC GL Code file:

e The file must have three columns in this order: column 1 lists MCCs, column
2 lists GL codes, column 3 lists a description of the MCC (provided for
information purposes only). Do not change the order of the columns.

e Do not change or delete an MCC.

e Do not change (or translate) the column headers (the headers must remain in
English).

e The number of records (rows) in the file cannot exceed the number of MCCs.
e Maximum MCC GL Code length is 40 alphanumeric characters.

e Maximum file size 4 MB.
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Allocating Account Codes
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You can apply various codes to transactions in order to allocate expenses to general
ledger (GL) strings, project numbers, or project codes. The codes can be exported to
use in your accounting system or another reporting system.

You can cost allocate the following:

e Merchant transactions
e Splits
e Non-Card Transactions

e Adjustments

As a company administrator you can create customized fields to collect data specific to
your organization. In addition, the application provides several GL codes to use for
allocating transactions to GL accounts.

See "Customized Fields" for details on creating customized fields.

See "General Ledger Options" for details on using general ledger fields.

How to Allocate Account Codes
There are three ways to allocate account codes to transactions:

¢ Financial screens - Users with the proper authorities can assign cost allocation
values to transactions on the financial screens for merchant transactions,
splits, non-card transactions, and adjustments.

e At Transaction Load Time - Use default account codes to automatically apply
default account codes to merchant and adjustment transactions when they are
loaded into the application, which occurs on a daily basis. Once a default
code is applied to a transaction, a user with the proper authority can change
the code at any time on the financial screens as long as the transaction is not
locked. See "Default Account Codes” for details on how to set up default
account codes.

e Cost Allocation Processing - Allocate account codes to existing transactions,
including splits and non-card transactions. Use this option when you add or
change default account codes and existing transactions must be updated with
the new information. See "Cost Allocation Processing” for details.

If you cost allocate transactions at load time or as a scheduled process, you must define
the default codes (account codes or GL codes) you want to use.
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Disabling Cost Allocation of Adjustments

You can prevent users from cost allocating adjustments by setting Allow Cost Allocation
of Adjustments in Company Preferences to “No”. This setting also excludes adjustments
from Cost Allocation Processing and excludes adjustments from the Cost Allocation
Summary Report and Cost Allocation Detail Report.

Any cost allocation information that was applied to the adjustment before cost
allocation of adjustments was disabled, will remain as read-only.

Cost Allocation Processing

Note: The system will not allow
you (or another user in the
company) to schedule cost
allocation processing if there is
already a cost allocation
processing job in the queue for
the same date range and
hierarchy entity.

Cost allocation processing allows you to apply default account codes to existing
transactions. With this function, you can reprocess transactions in cases where the
account codes originally applied to transactions have changed. Or, apply codes to
transactions that currently have no cost allocation data.

Cost allocation processing runs at regular intervals throughout the day. You can check
the Schedule Summary screen to keep track of processing. When the cost allocation
processing has run, it will drop off the list. See "Schedule Summary” for details.

To run cost allocation processing

1 From the Hierarchy tab, select Cost Allocation Processing.

Cost Allocation Processing e
Applyl Dizcard |
Cost Allocation Processing
Data available starting: 01/06/2000

D;_te FromDate [12 | ;o5 =] ,[200¢ ]|

* Posting Date

" Transaction Date ToDate |D1 j‘ /|08 j' ;IZDDS j‘

Processing Options

Process: C GLcodes © Cost Allocation Fields Al
Chooze Tranzactions: & a1 ' Non Cost Allocated
Includle Reviewed Transactions: I‘r’es 'I
Applyl Digcard |

2 Select a range of transactions to process.
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Allocating Account Codes

3 Under Processing Options, specify which transactions you want to process.

4  Click Apply. The Schedule Summary screen displays with your processing job

added to the list.

Cost Allocation Processing Options

Option

Description

Process

GL Codes - Processes all GL codes.

Cost Allocation Fields - Processes custom fields and cost
allocation fields.

All - Processes both GL codes and cost allocation fields.

IMPORTANT: If you choose to process all transactions, the system
will overwrite existing values in the fields you have chosen to
process.

Choose Transactions

All - Processes all transactions, including merchant transactions,
non-card transactions, splits, and adjustments. All transactions in
the selected date range will be processed including those that
currently have GL, custom field, or cost allocation field values.

Note: If Allow Cost Allocation of Adjustments in Company
Preferences is set to “No”, then adjustments will be excluded from
processing.

Non-Cost Allocated - Processes transactions that do not have
custom field or cost allocation field values. GL Codes, if selected in
Process, will be processed regardless of whether there is an existing
value.

IMPORTANT: If you are mapping a GL code to the Final GL Code
and you reprocess transactions to update all GL codes, the Final GL
Code may also be updated.

Include Reviewed Transactions

Yes - Processes transactions that have been locked by review
status: Supervisor-Reviewed or Cardholder-Reviewed.

No - Processes only transactions that have not been marked
reviewed.




Financial

Financial

Transaction Summary

To view transactions, you will need to identify the date of the transactions you want to
view. Then, you can refine your search by selecting transactions based on posting date,
transaction date, or optional filters.

From the Financial tab, select Account Summary. Select an entity from the hierarchy.

e For a summary of account totals for a group of accounts, select an
intermediate or the company.

e For a transaction summary of an individual account, click an account name.

Hide View Criteria ADMIMSTRATION
CORFORATE CONTROLLER
& Billing Cycle: 2 55 SIXTH AVENUE
& Dste Range Data available starting: 10./04/2000 SUITE 130.50TH FLR

ExXT 55832
NEWY TOREK, NY 10012 USA

o S(Efmh by From Date [08 =] /[0a =] ,[2005 =]
* Posting Date Ij lﬁ
€ Transacton pate 100%e  [10 =] 1[04 =] [2005 2

™ Include Accourts Withaut Activity

e_. Optional Fil
Reviewr Status Cardholder-hlot Reviewed +

Transaction Amourt l— to I—
hierchart Mame lm
Merchart Category Code l—

Adddendum Type lm

AT Eligibility Indicstor Al H
Merchant Postal Code
)

1 Define the range of transactions that you want to view by selecting the appropriate
date criteria.

e Billing Cycles are pre-defined date ranges (usually statement cycles) that have
been set up for your company. This option may not be available.

e Date Range can be used to search for any date range in the data retention
period. Use From Date and To Date to select the range, and then use Search By
to specify whether to search by posting or transaction date.

e Data available starting shows the date at which transaction data is available for
the account. The starting date is based on the data retention period that has
been defined for your company. The starting date is not based on posting date
or transaction date.

¢ Include Accounts without Activity allows you to include or exclude accounts
that do not have activity for the selected date range.
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The Apply and Discard
buttons save or discard the
changes only within this
frame, which includes review
status and tax information.

Financial

To narrow your search to a specific transaction, you may use one or any

combination of the optional filters.

Review Status shows transactions by cardholder-reviewed status, supervisor-
reviewed status, or both. Note that reviewed transactions are locked and
cannot be edited.

Transaction Amount shows transactions within a specific amount range.

Merchant Name shows transactions by merchant name. You may enter the
merchant’s full or partial name. For example, if you are searching for “Main
Street Office Supply”, you can still find the merchant by entering “main” in the
merchant name field.

Merchant Category Code (MCC) shows transactions with specific merchant
category codes.

Addendum Type shows transactions that have specific addenda tied to the
transaction.

Merchant Postal Code shows transactions with a specific merchant postal code.

Click View. The screen will refresh, the search criteria will automatically collapse,
and the search results will display. To change or view the search criteria again, click
Show View Criteria.

Use the sort options to re-sort Click the icon to view addendum
the search results. information tied to the transaction. —

| 2pply | Discard | Search Transaction Count Total: 8 Search Transaction Amount Total: 4,576.42

Expand Al | Collspse Al | Refresh

Non-Card Transaction

Split Transaction

Transaction review

ul = B ® r r 0141262001 01410/2001  MAN STREET OFFICE SUPPLY, ATLANTA, GA | 5
& % B ® r r D1A5/2000 0152001 Vellow Cab X @
ul B ®» & ] DIAS2001 014 4/2001  BORDERS OMLIME, DETROIT, M) 101.25 1143
W =B ® - - 01222001 01202001 PCOTY, BOSTON, MA 219624 [az7s [ 0B
=8B e - r 02012000 01312001 MAIN STREET OFFICE SUPPLY, ATLANTA, GA 56.99 370 200 =]
ul ®BHB® - r 022272000 02202001 MAIN STREET OFFICE SUPPLY, ATLANTA, GA 96.24 soa | om 5
Ll == r r 03/06/2001  03/05/2001  PC CITY, BOSTOR, A 185422 [ 12423 000 5
B Split 1: Maritor 110 2400 oo
ﬂ, (2 Split 2: Software 46710 2400 0.00
B Splt 3 PC T95.79 TE23 oo
1t B & & D306/2001 D30S2001  LOWES, INDISNAPOLIS, I 150.24 1368 200

locks the transaction
from further editing.

Expand Al | Collspse Al | Eefresh

Apply | Dizcard
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m COMPANY GUIDE 6.3.3
Financial

Use the icons to edit or view additional transaction information:

Click to view the Transaction Detail screen.
See "Viewing Transaction Details" for details.

Click to split a transaction or view the split details.

Click to view the Non-Card Transaction Detail screen.

Click to add a non-card transaction.

Click to view an adjustment.

Click to view the cost allocation information or expense description
applied to a transaction.

See "Transaction Account Codes" for details.

Click for a read-only display of the account codes that have been
applied to the transaction.

® #HH® *

See "To view and update read-only account codes on the
Transaction Summary screen" for details.

Click to send email notification.

@

Copyright 2005 MasterCard International



Viewing Transaction

Financial

Details

The Transaction Detail screen includes all of the information from the Transaction
Summary screen, in addition to more detailed transaction data, such as supplier and tax
information.

To view transaction details
On the Transaction Summary screen, find the transaction that you want to view. Click

j_.l to display the Transaction Detail screen.

Financial : Transaction Detail 0

ROMALD BRCWVYN

UNMVERSAL COMMUNICATIONS
555 SIHTH AVE

EXT 12345

NEW Y ORK, MY 10012-6236 USA
HHHNEMHHENA1 514

Backto T i screen

=
e 0172272001 01,20/2001 PC CITY 2,196.24USD  2,055.48 USD 2,196.24 USD 5

Use the Previous 4' = Previous Transaction Mext Transactian =

Transaction and Next
Transaction links to click
through the transaction
details of each transaction
in your search results.

Copyright 2005 MasterCard International

Apply | Dizcard

E
% Atternate Tax o 3 Fi
T 142 76 | |rREGLSSEET |

Financial Infarmation Other Information

Posting Currency U.S. DOLLAR Merchant Reference Number 02548 0000

Otiginal Currency LS. DOLLAR Ship From Postal Code

Processing Tranzaction Date 01/20/2001 Ship To Postal Code

Cutrency Conversion Date 00000 Destination Couritry

Currency Conwversion Rate 4.0000000 Dty Amourt 0.00

Acguirer Reference Mumber B60954137281188042710074 Freight Amaount 000

Addendum Count o Transaction Discount Amount  0.00

Transaction Type RETAIL SALE Tax Collected s

MCC 5045 - COMPUTERS, COMPUTER Alternate Tax Collected Mo

PERPHERAL EQUIPMENT, SOFTWWARE
Tax Last Edlited By ic33
Supplier P CITY
BOSTOM, USS
Apply | Discard |
= Previgus Transaction Mgt Transaction =
E" Click to display the cost allocation information or expense
description applied to the transaction.

See "Transaction Account Codes" for details.

'ﬁ"" Click to split the transaction or view the split details.




Financial

Transaction Account Codes

Account codes enable you to allocate expenses to general ledgers or budget centers,
which are exported to use in other reporting or account systems. For example,
expenses can be allocated to a certain project number or cost center. Both the
transaction information and the project center can then be exported from the
application and used in an external system. Your company administrator decides the
types of codes that will be used by your company.

Account codes can be entered manually by you or your manager on the financial
screens. You can also use default account codes to automatically apply codes when
transactions are loaded into the application. See "Default Account Codes" for details.

Be sure to check with your company administrator before adding, editing, or deleting
any of the account codes. Note that you may have view-only access to the account code
information.

To view account codes
On the Transaction Summary screen, find the transactions that you want to cost
allocate.

Expand All | Collapse Al | RBefresh

0122001 01M0:2001  MAIN STREET OFFICE SUPPLY, ATLANTA, GA 96.24 5

A B e r

& =2 B ® | r 01M52001 1H5R001  Yellow Cab %500 [ [ i
ul B o o | 01452001 01M4/2001 BORDERS ONLIME, DETROIT, bl 101.25 1113

ul 3—1 (D] - r 017222001 01/2002001  PCCITY, BOSTOM, M2, 249624 [ qazre [ 5

Click E., to view the transaction’s account codes. The screen will refresh to display the
Account Codes section below the transaction summary. The transaction that you are
cost allocating is highlighted in yellow.

Copyright 2005 MasterCard International



IMPORTANT! You must click the
Apply button that displays
within the Account Codes
frame to save the account
codes.

Copyright 2005 MasterCard International

Account Codes

Financial

00—

@ —
00—

= Previous Transaction flesd Transaction =

Posting Transaction Transaction

Date Date Amount Description
0102202001 01/20/2001 219624 PCCITY, BOSTON, MA&

Expense Description
| 3
v
| LOCATION BUSINESS UHIT COST CENTER PROJECT ID
Project Humber Expense Date
fessss - [
Tax Paid Tax Exempt
r r
MCC GL Code Account GL Code Supplier GL Code Final GL Code
I MEE350T2 |5523178952 MEE2E072

Return to top

- Apply Account Codes to all editable transactions displayed on this page.

- Awutomatically apply account codes on navigation to next or previous transaction.

o App\yl Discard

= Previous Transaction et Transaction =

Use the Previous Transaction and Next Transaction links to click through each
transaction in the search results.

Drop-down fields contain codes or values set up by your company administrator.
Fields with a red asterisk (*) are required. The transaction cannot be saved until you
enter a valid code.

The company administrator may set up text box fields to validate your input. If you
do not enter a valid code, the system will display an error. You cannot save the
transaction until you have entered a valid code.

Check boxes indicate Yes (checked) or No (unchecked).

You may have the option of inputting a GL string. These values are not validated, so
make sure that you input the correct string. Depending on your company’s setup the
GL codes may already be populated. Your company administrator can also choose to
hide these fields.

To apply the account codes to all transactions in the search results, check Apply
Account Codes to all editable Transactions displayed on this page. Note that
text in the Expense Description field will NOT be mass-applied to transactions.

To automatically apply the account codes to the current transaction and move
promptly to the next or previous transactions in the search results with just one click,
check Automatically apply account codes on navigation to next or previous
transaction. A success message will display at the top of the page confirming that
your account codes were successfully applied. If this option is selected it will be
retained for the duration of your session.

Click Apply to save.



Financial

Saving Transactions with Invalid Account Codes
When account codes change and an old code that is no longer valid is currently

assigned to a transaction, that value is retained until you select a new code from the
drop-down list.

To ensure that you are always using the most up-to-date account codes, the system will
warn you when an account code is no longer valid. When you modify a transaction that
has an invalid account code, the system will place a ¢ next to the field and remove the
invalid value from the drop-down list.

If the field is not required, you will not be required to select a value from the list;
therefore, a “blank” value can be saved to the transaction.

Qne or more of the Account Codes on this page had invalid values. All invalid
1. values have been removed from the display. Please ensure that these fields
have valid values before you apply.
Account Codes

[ext Transaction =

Posting Transaction Transaction

Date Date Amount Description

O3ME/2005 03M4/2005 7795 MAIN STREET OFFICE SUPPLY , ATLAMTA, GA

Expense Description

| 3

Cost Center Project Humber Department
| 1= 1123 =] =1 b
Divsion Project ID Expense Date (MM-DD-YYYY)
11453 124 * 05-30-2005
Raturn to top
r Apply Account Codes to all editable tr. i lispl: 1 on this page.
V A ically apply A Codes on igation to next or previous transaction.
Apply Dizcard

text Transaction =

Copyright 2005 MasterCard International
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To view and update read-only account codes on the Transaction Summary screen
The Transaction Summary screen provides an optional read-only view of account
codes. The codes can be displayed or hidden for one or more transactions on the page.

After you finish cost allocating your transactions in the Account Codes section, return to
the Transaction Summary section to view the account codes for all transactions on the

page.

Q
/

Expand &1 | Collapze Al II Refresh

Detail

Copyright 2005 MasterCard International

u o Biel - - OBMS2001 06£24/2001 EXEC PHOTO, NEW YORK, WY 85.07 =
ul B B(® [ OG2S2000 0G/2472000  EMEC MKTING TRAINNG, BOSTOM, M 12.50 5es [

Expense Description:
LOCATION: ATLAMTIC BUSIHESS UNMIT: MARKETING COST CENTER: 66793 PROJECT HUMBER: 123454
Project Humber: 55555 Expense Date:

Tax paid: v Tax exempt:

ul e & &® r 070272001 07/01/2001  QFFICE SUPFLIES , MEWARK, 56.88 0 [ 5

Expense Description:
LOCATION: ATLAMTIC BUSIHESS UMIT: MARKETING COST CENTER: 66758 PROJECT HUMBER: 123434
Project Humber: 55555 Expense Date:

Tax paid: ¢ Tax exempt:

l®mEB® - [~ 07022001 07022001  OFFICE SUPPLIES, NEWARK, hJ 5488 [ qas [

Expand &1 | Collapse Al | Refresh

A Click Expand All or Collapse All to toggle the account codes for all the transactions
on the page.

B  After you modify account codes in the Account Code section, click the Refresh link
to update the read-only view in the Transaction Summary.

C  Click {?}} to expand and {‘\*}:} to collapse the account codes for each individual
transaction.
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Reviewing Transactions

Note: The ability to view and
edit the review status is
controlled by authorities and
company preferences. You may
not have access to all of the
functionality.

The cardholder and supervisor review options allow you to mark transactions as

reviewed and lock the transaction from further editing. Once transactions are marked,
you can use the review status as a selection criterion when you search for transactions.

Transactions can be locked by applying either a supervisor-reviewed or cardholder-

reviewed status.

To review transactions

On the Transaction Summary screen or Transaction Detail screen, check the check box
for Cardholder-Reviewed or Supervisor-Reviewed and then click Apply. The transaction

will be locked from further editing.

To unlock a transaction, clear the reviewed check box and then click Apply.

Search Transaction Amount Total: $,148.36

Search Transaction Count Total: 4

ﬂl Discardl

Expand &I | Collapse &I | Refresh

G 2 WD) ~ = 08/09/2005 062005 PACIFIC HOTEL, SYDNEY, MEWY 625.25 4064
G ] . » I o 0/09/2005 0BM7/2005 5TH ST. GAS & SERVICE, ORLANDO, FL 25.88 1868
G ] 2 WD) - ~ 0B/10/2005 06052005 NEIGHBORHOOD BAR & GRILL, LONDON, GBR 110.33 77
ul 82 B ® r r OBM2/2005 0BAS2005 FIRST CLASS ARWAYS, TAIPE, Wil 7,386.90 m |—

Page Total 6

Expand &I | Collapse &I | Refresh

Applyl Digcard |

A A transaction that has been locked with a check mark (¥) can be unlocked by
clearing the check mark and clicking Apply.

B When a transaction is both Cardholder-Reviewed and Supervisor-Reviewed, the
Cardholder-Reviewed check box turns into a padlock (&). To unlock the transaction,
first clear the Supervisor-Reviewed check box. Click Apply. The padlock under
Cardholder-Reviewed will turn into a check box, which you can clear and unlock the
transaction.

C A transaction that has been Cardholder-Reviewed can also be marked Supervisor-
Reviewed.

Copyright 2005 MasterCard International
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Account Approval Summary

Copyright 2005 MasterCard International

The Account Approval Summary screen provides a fast and easy way to mark a range
of cardholder transactions as “Supervisor-Reviewed”. The screen lists the accounts
based on your hierarchy selection or your account list and displays a summary of
transactions that fall within the specified date range.

From the Financial tab, select Account Approval Summary. Select an entity from the
hierarchy. The Account Approval Summary screen displays.

To select a range of transactions for review

Account Approval Summary e
FINANCE Date Criteria: 0
DIRECTOR - PURCHASIMG DEPT e o ) lj'

55 SBTH AVE Billing Cyele:
SUITE 130 50TH FLOOR & Date Range: Dits availale starting: 02/09/2002
MEW YORK, MY 10012 UBA )
Wiew by From Date [05 =] ,[09 =] ; [2002 ]

& Posting Date
€ Transaction Date 12 DAte IDSjv ;IDEljv f 20023

Review Status

[ =l

l»

1 Under Date Criteria, define the range of transactions that you want to view.

e Billing Cycles are pre-defined date ranges, usually statement cycles, that have
been set up for your company. This option may not be available.

e Data available starting shows the date at which transaction data is available for
the account. The starting date is based on the data retention period that has
been defined for the company. The starting date is not based on posting date
or transaction date.

e View by specifies how the transactions will be selected: by Posting Date or
Transaction Date.

2 Use Review Status to filter transactions by the transaction review status: cardholder-
reviewed, supervisor-reviewed, or both. Note that reviewed transactions are locked
and uneditable.

3 Click View. Wait for the screen to refresh and display the search results.

There are two ways to mark transactions Supervisor-Reviewed: by account and by page.



Financial

Note: You must have the
proper user authority (Allow
Mass Updates) in order to mass
update all transactions
displayed on the page.

Mark Transactions by Account

I

-

(o (o o ROBERT T. SMITH o D o 0 0.o0LSD (708.55) USD
0 Pt d O Reviewed * | ROBERT T. SMTH :
EviEyyE eV IR Ignore 4 0 4 0 (708 58) S0
(ol & [l ROMALD BROVR 2 3 o 12 350835 USD 312558 USD
Met R d % Reviewed | ROMALD BROVYN |
EVIEYVE BN IENE IGnore 2 0 2 2 (332 75] S0
12 3 a 12 3,508 35 USD
Total 2,417.00 USD
[3 o [3 2 (1,091,35) USD

o— Applyl Discard

1 Under Mark All Supervisor Review Flag? select a review option for each account:

e Reviewed - Marks all transactions associated with the account and within the
selected date range as “Supervisor-Reviewed".

* Not Reviewed - Clears the “Supervisor-Reviewed” status from all transactions
associated with the account and within the selected date range.

¢ Ignore - No change to the current review status.

2 Click Apply to save. The reviewed and non-reviewed counts will be updated to
reflect your changes.

Mark Transactions By Page

You may have the option of marking all transactions summarized on the page as
“Supervisor-Reviewed”. This allows you to mass update the supervisor-reviewed status
in one step. Note that if transactions span multiple pages, each page must be reviewed
and applied separately.

If this functionality is disabled, you can still use this page to review transactions;

however, you must apply the new review status one account at a time. Click the
account link to go to the Transaction Summary screen.

©—  SclectAlReviewed | SelectAllNotReviewed |

o— Applyl Discard |

“

ame

(o [ o ROBERT T. SMITH 0 0 0 0 pODLSD (708.58) USD
i i * - X

Mot Reviewed Reviewed Ignore |BLBERT T. SMITH 4 0 4 i (708.58) USD
12 3 k] 12 3,508 35 USD

7 hot Reviewed ™ Reviewsd ( ignore |[ECNALD BRCAYMN 2 0 2 5 (38278 LED 312358 UsSD
12 3 ] 12 350835 UsD

Total 2,417 .00 USD
[ 0 [ 2 01,091,535 USD

1 On the Account Approval screen, click one of the approval buttons:

e Select All Reviewed (button) - Marks all transactions summarized on the
CURRENT PAGE as Supervisor-Reviewed.

¢ Select All Not Reviewed (button) - Clears the Supervisor-Reviewed status from
all transactions summarized on the CURRENT PAGE.

The Mark All Supervisor Review Flag? section will be updated with your selection.

2 Click Apply to save the transactions summarized on the current page. If you have
multiple pages, go to the next page and apply the review status as required.

Copyright 2005 MasterCard International



Financial

Schedule Transaction Approval

TIP: Use the Account Status
Report for a summary of
transactions pending
cardholder review. Or, use the
Account Approval Summary
screen (Financial tab) for a
summary of transaction counts
by review status.

Copyright 2005 MasterCard International

Schedule Transaction Approval allows you to mass apply the supervisor-reviewed status
to a range of transactions in just one step. You might use this option when you need to
quickly approve and lock transactions for month-end or statement-end reporting and
do not need to review each transaction individually. Transactions can be filtered by
cardholder-reviewed status so that you can approve only those transactions that have
been cardholder reviewed.

Transaction approval runs at regular intervals throughout the day. You can check the
Schedule Summary screen to keep track of scheduled transaction approvals. When the
approval has been processed, it will drop off the list. See "Schedule Summary” for
details about editing, deleting, or modifying a scheduled process.

In order to use this option:
e On the Company Preferences screen, set View Supervisor Review Status to

ALYeSﬁ‘

e A user must have the “Allow Mass Updates” authority, which is included in
the SYSTEM DEFAULT templates for supervisors, intermediate users, and
other high-level users.

To schedule a transaction approval
1 From the Financial tab, select Schedule Transaction Approval. The Schedule

Transaction Approval screen displays.

Schedule Transaction Approval

Apply Digcard |
Schedule Transaction Approval
Dsta available starting: 06032004

Date:

(__E From Date [05 =] ;[03 =] /[2005 =]

* Posting Date

" Transaction Date ToDate IWD :lv /103 :lv ”IQDUS :lv

Approval Options

Mark All Transactions: @ Supervisor-Reviewed { Supervisor-Not Revieved
Choose Transactions: Al =

Cardholder-hat Reviewed 1
Applyl Digcard | Cardholder-Reviewed

2 Select the range of transactions by date.

If custom billing cycles are enabled, transactions can also be selected based on a
billing cycle.

3 In Mark All Transactions, select the status that will be applied to all transactions in

the date range: “Supervisor-Reviewed” or “Supervisor-Not Reviewed”.

4  In Choose Transactions, select the transactions that will be processed. For example,

if “Cardholder-Reviewed” is selected, all transactions that have been cardholder
reviewed will be processed. Transactions that have not been cardholder reviewed
will be ignored.

5 Click Apply. The hierarchy displays.

6 From the hierarchy, select an account or entity to run the process. The Schedule

Summary screen displays with the scheduled process added to the list.



Purchase Log

Purchase Log

Purchase Log allows cardholders to log and track the relevant details of corporate card
purchases before the transaction data is available in the application. Purchase Log is an
alternative to a paper-based log, which can easily be misplaced and difficult to manage.
Purchases are maintained in the application and available for the duration of the
company’s data retention period. Because the purchase log is maintained online in one
location, managers and supervisors have easy access to review their users’ purchase
logs.

Purchase Log Setup

To enable Purchase Log, on the Company Preferences screen, set Allow Purchase Log to
“Yes”. Once Purchase Log is enabled at the company-level, all users in the company
will have access to the Purchase Log functionality.

Purchase Log Account Summary

The Purchase Log Account Summary screen provides a high-level summary of matched
and unmatched purchases for each account assigned to you.

1 From the Financial tab, select Purchase Log. The hierarchy displays.

2 Select an entity from the hierarchy. The Purchase Log Account Summary displays.

If you are a supervisor user, you will not see the hierarchy. You will automatically
search your entire account list.

Financial: Purchase Log Account Summary e
ADMIMSTRATION Diste Criteria:

CORPORATE CONTROLLER Data available starting: 06/20/2004

55 SIKTH AVENUE View b

SUITE 130, SOTH FLR: ¥ From Date |09 v[ ;|01 v[ ;|2005 v[
LINE_3_~ADDR & Order Date

MEVY YORK, MY 10012 USA " Crested Date 10 CFtE |1D 'lx|19 'lx|2005 vl

Match Status: IA" 'l
Wigny |

3 Use the date criteria to search for a range of purchases.

e View by specifies how the purchase will be selected: by Order Date or Created
Date.

e Match Status filters the purchases that are marked as “Matched” or “Not
Matched” to a transaction. It is only for the user’s information. The purchases
are not automatically linked or matched to the actual transaction received in
the application.

4  Click View. The Purchase Log Account Summary screen displays all accounts for
the specified date range.

Copyright 2005 MasterCard International



Purchase Log

To view a summary of purchases for an account, click the account. The Purchase
Log Summary screen displays. See "Purchase Log Summary" for details.

Mumber el
JILL SMITH KA KN N 2656 2
MANUEL GARCIS, KOO KHHH- 2387 3
MIKE JOHNSON KA KHHH- 2687 0
ROBERT T. SMITH KOO0 KHHH- 2840 5
ROMALD BROVYN 1
THOMAS MEADOWS KA HARA- 2604 0

Purchase Log Summary

Copyright 2005 MasterCard International

The Purchase Log Summary screen provides a summary of all purchases logged for an

account for a specified reporting period. Purchase log data is available for the duration
of the company’s data retention period.

1 From the Purchase Log Account Summary screen (Financial > Purchase Log), click
an account.

Financial: Purchase Log Summary e

ROMALD BRCAN
UMIYERSAL COMRMUNMICATIONS
955 SIKTH &YE

Date Criteria:
[rata available starting: 061952004

Wiew by:

EXT 12345 e by From Date [08 7| ,[o1 =] ,[2005 =
MEW YORK, MY 10012-6236 USA @ Order Date

HHMH- M 514 " Crested Date 10 CFtE |1D 'lx|19 'lx|2005 vl

Match Status: IA" 'l
Wigny |

2 Use the date criteria to search for a range of purchases.

e View by specifies how the purchase will be selected: by Order Date or Created
Date.

e Match Status filters the purchases that are marked as “Matched” or “Not
Matched” to a transaction. It is only for the user’s information. The purchases
are not automatically linked or matched to the actual transaction received in
the application.

3 Click View. The Purchase Log search results display.



Purchase Log

Crder Date  Supplier Name Reference ] y R & AT i oice Delete
i Amourit ount
09/04/2005 MAIN STREET OFFICE WS PROJECT 2005 0001 23456 091 272005 USD 10.00 USD 510.00
hatched SUPPLY
@ ot 091 22005 Malk STREET OFFICE 217" COLOR 0000558956 Yes USD1,000.00  USD 2000 USD 1,120.00 ﬁ
Matched SUPPLY MOMTORS
4 Matched 091772005 PEOPLE TEMP AGENCY  TEMPORARY ADMIM 111223-SEPT 091 72005 Yes USD 20,000.00 USD 0.00 USD 20,000.00 ﬁ
@ ot 091702005 Malk STREET OFFICE CABLES 0001 23995 Mo USD 12.00 USD 2.00 USD 12.00 ﬁ
Matched SUPPLY |
$ é

Click the Create New Log icon to create a new Purchase Log.
Click the Printable Version icon to display the Purchase Log Detail Report in
Portable Document Format (PDF).

Click the Purchase Log Detail icon (4#) to display the Purchase Log Detail screen.
See "Purchase Log Detail" for details.

Match Status filters the purchases that are marked as “Matched” or “Not
Matched” to a transaction. It is only for the user’s information. The purchases are not
automatically linked or matched to the actual transaction received in the application.

Purchases can be sorted by Order Date, Supplier Name, or Order Reference
Code. Click the column header to re-sort the list.

The VAT Amount field is available to users who need to track tax.

Click the trash can icon (1) to delete the purchase log.

Adding a Purchase Log

From the Purchase Log Summary screen, click the Create New Log icon. The
Purchase Log Detail screen displays.

Add the appropriate purchase information. See "Purchase Log Detail” for details.

Click Apply.

Deleting a Purchase Log

1

From the Purchase Log Summary screen, find the transaction that you want to
delete.

Click the trash can icon (f@).

A dialog box displays to confirm that you want to delete the purchase. Click OK.
The purchase is permanently deleted.

Modifying a Purchase Log

1

2

From the Purchase Log Summary screen, find the transaction that you want to
modify.

Click the Purchase Log Detail icon (4#). The Purchase Log Detail screen displays.

Copyright 2005 MasterCard International



Purchase Log

3 Change the purchase information accordingly. See "Purchase Log Detail” for details.

4  Click Apply.

Running a Purchase Log Detail Report

The Purchase Log Detail Report provides a printer-friendly version of the purchases
displayed on the Purchase Log Summary screen. A signature line is provided at the end
of the report for cardholder sign off and approval.

On the Purchase Log Summary screen, click . The report displays in Portable
Document Format (PDF).

ROMALD BROWH

THIVERSAL COMMUNICATIONS
555 SIXTH AVE

EXT 12245

HEW YORK, WY 10012-£23¢ USA
K- MO - 100N - 1514

Purchase Log Detail Report

Order Dates: 08/01/2005 Thru 10/1%/2005

Order Date Groge Involcoe Amount

08/04/2005 UsD 510.00

Order Reference
Code
D00123456

Supplier WHame

MAIN STREET COFFICE
SUEELY

Degcripticn

MS PROJECT 2005

Match Status Invelce Received Date Goods Recelved VAT Amowunt Total on Statement Total Mot on Requisition Ruthorized
Statemsnt by

Hot Matched Yes 09/12/20058 UsD 10.00 UsD 510.00 OED .00 JOHN SMITH

Commenta:

Ordsr Date Gross Involcos Amount order Refersnce Supplisr Name Degcripticn

09/12/2005 UsD 1,120.00

Code
300082556

MAIN STREET CFFICE
SUEELY

2 - 17" COLOR MONITORS

Match Status Invelce Received Date Goods Recelved VAT Amount Total on Statement Total Mot on Requisition Ruthorized
Statemsnt by

Hot Matched Yes UsD 20.00 UsD 1,120.00 OED .00 DAVID JOHNSCH

Commentss

Order Date Gross Involcos Amount Order Refersnce Supplisr Name Degcripticn

Coda

09/17/2005 UsSD 20,000.00 111223-EEFT PECFLE TEMP AGENCY TEMPORARY ADCMIHN

Matech Statue Involce Recelved Date Goode Recelved VAT Amount Total on Statement Total WMot on Requisition Ruthorized
Statemsnt by

Matched Yes 09/17,/2005 UsSD 0,00 UsD 20,000.00 OED .00 SUE FRESTCH

Commentss

order Date Groge Involoe Amount Order Reference Supplier Name Degcripticn

Code
09/17/2005 UsD 12.40 300123598 MAIN STREET CFFICE CRELES
SUFFLY

Match Statue Involce Recelved Date Goode Recelved VAT Amount Total on Statement Total Mot on Requisition Authorized
Statemsnt by

Mot Matched Mo UsD 2,00 usD 12.490 UED .00 JOHN SMITH

Comments:

Totals:4 Matohad: 1 Hot Matched: 3

Cardholder'e Slgnature:

Signature Line

Copyright 2005 MasterCard International
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Purchase Log Detail
The Purchase Log Detail captures the details of the purchase. Sixteen fields are
available to capture a wide range of information regarding the purchase, which makes
it easy to capture the information needed for reconciliation and audit.

The purchase information is for the user’s information and will only display on the
Purchase Log Summary and Purchase Log Detail Report. Options, such as Match Status
and Goods Received, can be used to keep track of the status of a purchase or indicate
when goods are received. The fields can be modified at anytime to update purchase
information or status. The purchase will not be automatically linked or matched to the
actual transaction received in the application.

From the Purchase Log Summary screen, click the Purchase Log Details (4 ) icon to

modify a purchase or click the Create New Log icon to create a new purchase. The
Purchase Log Detail screen displays.

Note: Fields marked with an
asterisk (*) are required.

Financial: Purchase Log Detail e

Back to Purchase Log Summary screen

Applyl Dizcard |
Q) —|Mstch Status

r
Croer Date Igg vl;|12 vl;|2005 'l

Supplier Mame IMAIN STREET OFFICE SUFPPI *
Description |z - 47" COLOR MONITORS *
Crder Reference Code |000033955

_Goods Received Il
o Date Goods Received |1g vl;|19 vl;IQDDS 'l

Invoice Received

IYes VI

et Invoice Amourt |1,000_00—
e — Purchase Currency |L|_S_ DOLLAR LI

VAT Amount oo

Grozs Invoice Amount |1,120_00—

Requisition Authorized by IW

Total on Statement |1,120_00—

Total kot on Statement 000

Comments ;I

G_ Applyl Discard |

A Use Match Status to indicate whether the purchase has been matched to a
transaction. The purchase will not be automatically matched to the actual transaction
received in the application; the match status is only for your information.

B  When Goods Received is checked, the Date Goods Received field is enabled.
C  Purchase Currency defaults to the currency of the company.

Click Apply to save the purchase information.
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Email

Use the Email option to send email messages to your assigned users on a monthly,
weekly, or one-time basis. For example, you can schedule an email message to be sent
on a monthly basis to remind cardholders to submit month-end expense reports.

Email messages that are sent through the application are sent to the email addresses
specified on the User Maintenance of your assigned users. Make sure that your users
have set up valid email addresses for their user profiles. Email messages are sent to and
retrieved from the user’s email application (For example, Microsoft Outlook).

Email Messages

Before you can schedule an email, you must create an email message. You can create
generic messages and schedule them as needed, or you can create messages to run at
regular intervals: weekly, monthly or based on billing cycle (if available). All email
messages that you create remain in the system until you delete them.

From the Reports tab, click Email. The Schedule Email screen displays.

Creating an Email Message

Schedule Email @

Apply Discard |

STEP 1: Email Selection
EMAIL SUBJECT: Account Staternents [

Create bMessage D 0
Modify Message

Delete kessage

Ernail Message:

EMAIL MESSAGE: CREATION

Recipient
E— O
* Type Message Content Below:
=
—©
E
(4]
1 Click Create Message. The Email Message: Creation screen displays.
2 In Message Subject, enter the subject line for your email message.
3  In Message Content, enter your email message.
4  To save the email message, click Apply.
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Modifying an Email Message

You can modify only the messages that you created.

Schedule Email @

Applyl Digcard |

STEP 1: Email Selection

EMAIL SUBJECT:
&)
-
Ernail Message Submit & mwonthly Account Statement ;I
Report no later than 12 noon oh the
last day of the month.
Thank you. LI
Recipients

EMAIL MESSAGE: CREATION

[T e e Cost Canter Codes _—9

* Type Message Content Below:
Mew cost center codes were added over the weekend and all current ;I
transactions should bhe updated with the new information.

-

4]

1 In the Email Subject box, select the message you want to change. The message text
displays under Email Message.

Click Modify Message. The Email Message: Modification screen displays.
Edit the subject and message as needed.

4  Click Apply to save your changes.

Deleting an Email Message

Schedule Email @

Apphy Discard | o

STEP 1: Email Selection |

EMAIL SUBJECT:
Create Message
Expenses
hdodi e
El Delete Message )——0
Email Message: ST EE— 1
Repo Microsoft Internet Explorer x|
last
Than @ Do you wish ko delete this message? This action can not be undone,
Recipients [ ca
—°
1 In the Email Subject box, select the message you want to delete. The message text

displays in Email Message.
2 Click Delete Message.
3 The system prompts you to confirm the deletion. Click OK.
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Schedule Email
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Email

You can use the application’s email function to send messages to your assigned users.
For example, you can set up the email scheduler to send a weekly reminder to all of
your account users to submit Expense Reports. The message is sent to the active users
assigned to you—you don’t have manage or create mailing lists.

The email scheduler runs three times a day: 2 AM, 6 AM, and 10 PM US CST.

To schedule an email message

1 From the Reports tab, click Email. The Schedule Email screen displays.

Schedule Email (7]

Apply Discard

STEP 1: Email Selection

EMAIL SUBJECT: Account Staternents B Creste Message
Modify Message
= Delete Message

Ernail Message: Submit = monthly Aecount Statement =

Feport no later than 12 noon on the
last day of the month.

Thank wou. LI
Recipients I~ cardholders Recipients displays the
user types that you can
STEP 2: Schedule Criteria send messages to. For
' one Time: Date 'It’ 'IJI +| *Only recuired for One Time Email example, intermediates
can send messages only
© \Weekly Range: Fram Diay I_Ll Weeks to run: I_LI to cardholder user
& Manthly Range From Date | g of Month = Morniths to run: IB - types.
STEP 3: Schedule Description
=
E

Apply Discard

2 In Step 1: Email Selection, select the message that you want to send. Highlight a
message in Email Subject.

In Recipients, select the users who will receive the email. For example, if you select
“Cardholders”, the email message will be sent to all active account (cardholder)
users assigned to you.

3 In Step 2: Schedule Criteria, select when to send the message. If you want to send
the same email on a weekly or monthly basis, select the day of the week or the day
of the month that you want the email to be sent. In Weeks to Run or Months to Run,
enter the duration.



Email

You can also schedule email messages around billing cycles if that option is
available to you. The email message is sent on the last day of the selected billing
cycle.

e Click the Billing Cycle radio button and then select a billing cycle from the
drop-down box.

e If you need to delay sending the email message for a few days after the billing
cycle, you can select the number of days from Schedule Offset.

e Enter the duration of the schedule in Number of cycles to run.

4  In Step 3: Schedule Description, enter a description. The description is for your
information and will display on the Schedule Summary screen. The description will
not be added to your email correspondence.

5 Click Apply to save the schedule. The Schedule Summary screen displays and
shows the email schedule in the list.
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Exports

You can export your transaction data to use in a spreadsheet for review or to import
into another reporting application. You can create an export file in real-time, or for

larger files, schedule the export process.

e Real-time Export - Creates an expoirt file that you can open in the application

or save to your local directory.

e Scheduled Export - Creates an export file as a scheduled process and places

the file in your Inbox on the run day.

Export Templates

When you create or schedule an export file, you can specify the transaction data and
format by selecting from several standard export templates. Custom templates may also

be available if provided by your administrator.

Standard Export Templates

Template Description

File Format

All Available Fields All export fields.

This template is subject to change, as new fields
may be added with each new release.

Text

Financial XML All export fields, including addenda, splits, and cost
allocation data. This template is subject to change,

as new fields may be added with each new release.

XML

QuickBooks e Transaction amount
e Transaction date (MM/DD/CCYY)
e Expense description or adjustment description
e Merchant name
e Split transactions (when applicable) - includes
split amount and split description

IIF

Quicken/Microsoft Money e Transaction amount
e Transaction date (MM/DD/CCYY)
e Expense description or adjustment description
* Merchant name
e Split transactions (when applicable) - includes
split amount and split description

QIF
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Custom Export Setup

Custom Export Setup allows you to customize your export files by creating your own
template. Select the fields you want to export and specify how you want the export
data to be formatted. Custom export templates display as an option on the Schedule
Export and Real-time Export screens.

Export templates that you create will be available for other authorized users in your
company to use. Account, intermediate, and supervisor users have the authority to view
Custom Export templates, but not to create templates.

From the Reports tab, select Custom Export Setup. The Custom Export Setup screen
displays.

Adding a New Template

Termplate Assignment

1 Wodif Template | Account Informstion d

. Template —_—
ITransac‘tlon Data Description o

* Add Template

 Delete Template

1  Click the Add Template radio button.
Enter a Template Description.

You can click Apply now, or you can continue defining the template options and
then click Apply. See " Setting Export Options" for details.
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If you include different types
of transactions in a single
export file, use the
FIN.Merchant Activity
Code to identify the
transaction types:

M - Transaction
A - Adjustment
N - Non-Card Transaction

Use the FIN.Transaction
Split Indicator to identify
transactions that have been
split:

0 - Transaction not split

1 - Split Transaction
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Setting Export Options

Exports

Export Options sets the general formatting and data for the template.

Export Options

Export Format Excel Format VI

Delimiter I

Text Gualifisr ' [Sincle Quote) 'I

Line Separator Line Feed -

Include Column Hesdings Yes vl

Heaer Text =
[

Trailer Text =]
[

Crecht Incicator N

Dehit Indicatar N

Floating Debit Credit Indicator Yes vl

Date Formst MMDDMYYY -

Leading zeros (for numeric Iﬁ

walues) ho i

Decimal Places IE

Decimal Character (Period) =

Include Merchant Transactions | veg vl

Include Adjustments Yes vl

Include Mon-Card Transactions | vigs vl

Include Splits Yes vl

Export Options

Field

Description

Export Format

The file format of the exported data file.

¢ Tab Delimited

e Comma Delimited

e Space Delimited

e Custom Delimited

e Excel Format

e Fixed Width

IMPORTANT: Excel exports are limited to 256 fields.

Delimiter

Used in combination with the Export Format. Enter an alphanumeric
character (or symbol) to display as a delimiter.

Text Qualifier

Adds double quotes or single quotes to text strings within the export
file. For example, "Text" or 'Text'.

Some text strings, such as expense descriptions or merchant names,
may contain the specified text qualifier in the form of quotes or
apostrophes. For example, the expense description: Dinner for Fred's
retirement party. If you are exporting data using the (') single quote
text qualifier, then the expense description would display as 'Dinner for
Fred''s retirement party' (with a double apostrophe) in the export file.

When you open a delimited file in Microsoft Excel, the conversion to
Excel format will remove any double apostrophes or quotes. If you are
creating an Excel export with a Text Qualifier, you must manually
remove any double quotes or apostrophes contained in the text string.

IMPORTANT: If you use the Text Qualifier with Fixed Width export
formats, the qualifier will be calculated as part of the fixed width. As a
result, the text string may be truncated. For example, if the fixed width
of a field is 16 and the field contains ACME COPY CENTER, the field
will be truncated in the exported file to: "ACME COPY CENT"

Line Separator

Forces a “Carriage Return” or “Line Feed” at the end of a row.

Include Column Headings

Indicates whether to include column headings in the exported file.




Exports

Export Options

Field

Description

Use Customer Reference Labels
from assigned Lodged Card
Template

Specifies how the export data will derive the customer reference labels
that are included in the export:

"Yes" - The label from the lodged card template assigned to the
account will be exported.

“No” - The label provided by the processor will be exported.

This option will display only when one or more lodged card templates
have been created for the company.

Header Text

Text (up to 2000 characters) that displays at the top of the export file.

Trailer Text

Text (up to 2000 characters) that displays at the bottom of the export
file.

Credit Indicator

An alphanumeric character that identifies "credit" values. The code
will be applied to the FIN.Debit Credit Code export field. If Floating
Debit Credit Indicator is set to “Yes"”, the credit indicator will also be
applied to amount fields.

IMPORTANT: If the Credit Indicator and Debit Indicator fields are left
blank, a default indicator will not be applied. As a result, you will not
be able to distinguish debit transactions from credit transactions.

Debit Indicator

An alphanumeric character that identifies "debit" values. The code will
be applied to the FIN.Debit Credit Code export field. If Floating Debit
Credit Indicator is set to “Yes”, the debit indicator will also be applied
to amount fields.

Floating Debit Credit indicator

Indicates whether the codes specified in the Credit Indicator and
Debit Indicator fields will also be applied to amount fields.

Date Format

The format of dates in the exported data file.

Leading Zeros

Indicates whether to add zeros to the beginning of numbers to make
all numbers the same width.

Decimal Places

The number of decimal places to display for numeric fields.

Decimal Character

The decimal character, period or comma, for numeric fields.

Include Merchant Transactions

Indicates whether to include merchant transactions in the exported
file.

Include Adjustments

Indicates whether to include account adjustments in the exported file.

Include Non-Card Transactions

Indicates whether to include non-card transactions in the exported file.

Include Splits

Indicates whether to include split transactions in the exported file.
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Assigning Fields to the Template
Almost every field that you see in the application is available for export. Refer to the
Export Fields Guide for more information about the fields.

Fields
Table
o——' FIM - Financial LI
Available
- FIN Split Sequence (A10) -]
o

FIN Status Code (413

FIM. Supplier GL Code (4400

FIM T Exempt Indicator (£1)
FIM.Tex GL Code (AS0)
FIN.Tranzaction Atmount [hN21)
FIM.Tranzaction Category Code (A1)
FIM.Trangaction Date (DO}
FIM.Tranzaction Discount Amaourt (K16
FIM.Tranzaction Split Indicatar (41)
FIM.Transaction Type Code (&1)
FIM.Tem Eclit Complete Sign (1)

FIN Update Date (D0)

L

A = Character string of length #
MN# = Numeric string of lencth #

o] -

Selected

ACC Mame 2 -]
o ACC Accounthlumber
ACC. Address

ACC Address 2

ACC City

ACC State f Province

4.CC Courtry Moo | o
ACC Credit Limit Mave Down |
ACC Statement Date

ACC Reports To Intermediste
rts Ta Free Format Tt

1 Export fields are organized by data Table; for example, Account, Financial,
Merchant, etc. To display all of the fields in a particular table, use the drop-down
selection box to select a table.

2 Fields in the Available box are available to export, but are not added to the
template.

3 The UP/DOWN arrows move fields between Available and Selected. Highlight the
field you want to move and then click the UP or DOWN button.

4  Fields in the Selected box have been added to the template.

Use Move Up and Move Down buttons to set the order of the fields in the export
file. Highlight a field and then click one of the buttons to move the position of the
field.

6  Click Apply to save the field selection.
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Setting Field Options

Field Options overrides the general Export Options and applies specific formatting to
individual fields in the template.

Selected

ACC Mame 2

ACC Accounthumber

ACC Address

ACC Address 2

ACC City

ACC State f Province

ACC Country

ACC Crecht Limit

ACC Statemert Date

ACC Repotts To Intermediste
ACC Reports To Free Format Txt

Move Lp
ave Dowen |

o—— FIM.Tran: N Amourit
FIM.Tranzaction Date i
©—rield Options
S AL T (Q— The value ***** in a field indicates
Custor Fiekd Yalue e A— that the field option is not available
Dete Formet [= = for the selected field.
Total Field Length |_
Start Position m
Endl Position Iﬂ
Leading zeros (far nUmetic values) Mo -
Decimal Character IW
Decimal Places m

1 Click afield in the Selected box and the available options for that field display under

Field Options.

2 In Field Options, specify the overriding options for the selected field.

3 Click Apply to save.

Field Options

Field

Description

Custom Field Name

Available only when you select a custom field. Enter a new field name.

Custom Field Value

Available only when you select a custom field. Enter a value to display
in the field.

Date Format

The format for dates in the exported file.

Total Field Length

Specifies the length of an export field. Most fields have a default field
length; however, you can enter a custom length either longer or
shorter than the default.

If you enter a value smaller than the default field length, the field
is truncated. Numeric values are truncated left to right; alphanumeric
values are truncated right to left. Decimals represent one position.

If you enter a value larger than the default field length, the field is
padded with leading zeros for numeric fields, if the Leading Zeros
option is "Yes". Alphanumeric fields are padded with spaces.

Start Position and End Position

Specifies the portion of the field to extract. For example, you might use
this option to extract a certain portion of a cost center code.

If you use the Start/End Position option with Total Field Length, note
that the Start/End Position is set AFTER the Total Field Length is
calculated.

Leading Zeros (for numeric values

Used in combination with Total Field Length for fields containing
numbers. "Yes" pads numeric fields with zeros so that the entire field
length is populated. (e.g. 295 becomes 00000295).

Decimal Character

The decimal character, period or comma, for numeric fields.

Decimal Places

The number of decimal places to display for numeric fields.
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Modifying a Template

You can modify a template at any time to add, remove, or redefine template options.
When you modify a template, any ACTIVE export schedule that uses the template will
be automatically updated. Schedules that are pending (in the processing queue) at the
time the template is modified, will not be updated.

Template Assignment
EG‘ Maodify Template ITransaW

" add Template |

Termplate
Description

" Delete Template

In Modify Template, select the template that you want to modify. Wait for the screen to
refresh and then change the template options.

After you edit the template options, click Apply to save.

Deleting a Template

Template Assignment

00—~ Mod\fyTempIath Deﬂaj'D

© add Template |

Template
Description

o—— & Delete Template

1 In Modify Template, select the template that you want to delete.
2 C(Click the Delete Template radio button.
3 Click Apply to permanently remove the template.
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Real-time Export

Use the Real-time Export option to create an export file online. For large export files,
the system may prompt you to schedule the export.

To run a real-time export

1  From the Reports tab, select Real-time Export.

Realtime Export e

Apply | Discard
STEP 1: Export Selection

Exports IQu\ckBuuks {IF) j Yiew Template |

Date Type: @ Posting Date ' Transaction Date
Review Status |AH j

STEP 2: Choose Date Range
& Date Range: Data available starting D4 42005

From Date ID? - ;|14 x| ¢|2004 =]
To Date IDE hd ;|14 x| 2004 =]

STEP 3: Export Description *

Quick Books Export ;I

Apply | Discard

2 In Step1: Export Selection, select the export that you want to run. The template
defines the fields and the formatting of the exported file.

e Use Date Type to specify how transactions are selected for the export: by
Posting Date or Transaction Date.

e Use Review Status to filter transactions by the transaction review status:
cardholder-reviewed, supervisor-reviewed, or both. Note that reviewed
transactions are locked and uneditable.

3 In Step 2: Choose Date Range, use the Date Criteria option to select a range of
transactions to include in the export.

e Data available starting shows the date at which transaction data is available for
the account. The starting date is based on the data retention period that has
been defined for the company. The starting date is not based on posting date
or transaction date.

4  In Step 3: Export Description, enter a description. If the export has to be scheduled,
the description will identify this export on the Schedule Summary screen.

5 Click Apply. Select an entity from the hierarchy.
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COMPANY GUIDE 6.3.3 ﬁ
Exports

Downloading or opening a real-time export
When you create a real-time export, you will be prompted to open the file or save it to
your local directory.

File Download

Some files can harm pour computer. I the file infarmation below
looks suspicious, or you do nat fully trust the source, do not open or
save this fle.

File name: EXPORTS_20040827 tat
File type:  Text Docurment

Fram: sdol mastercard com

“would pou like to open the file or zave it bo wour computer?

Open | Save I Cancel More Info

Al

s ask before ofening this ee of file

Q o

A Click Open to open the file online. Once the file is open you can use the application’s
Save As option to save the file to your local directory.

B  Select Save to save the file to your local directory before opening.
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Schedule Export

Use these options to flag
exported transactions.
See "Financial Export
Flag" for details.

Use the Schedule Export option to create large export files (over 1,000 records) or to
create an export file on a regular basis, such as every week or every month. Scheduled
exports are placed in your Inbox once they are generated.

To schedule an export

1 From the Reports tab, select Schedule Export.

Schedule Export

Applyl Discard |

STEP 1: Export Selection

Schedule Type: [ 4| Available Fields [Available fields subjectto change)

CuickBooks (1IF) / Microsoft Mone

Financial (ML)

Wiew by & Posting Date O Transaction Date

Review Status |AII |

Motify Me At |

Financials to

Trrellule " Both ' Mon Exported Financials © Previously Exported Financials
SetFinancial I\(ES vl

Export Flag?

-

Wiew Template |

criteria

STEP 2: Schedule Criteria

An asterisk (*) at the end of an export name indicates that the export output is unaffected by the date

O i F Dat = = = Date R
 One Time rom Date ID? ;|18 ;|2004 I *Sr?lyraega?red —
To Date | |13 |2[|[|4 I glrr;e EXFIDTJI tart
g - - - ata available starting:
! ! 04/18/2003
" Wieekly Range: From Day I_LI Weeks to run I_Ll
To Day E
 Manthly Range: Frorn Date E Manths to run: E 0
To Dat = Schedule Cffset -
0 Date lj (i;dzyg)e sE lj
STEP 3: Schedule Description
QuickEooks Export ;I
E
2 In Step 1: Export Selection, select the export that you want to schedule. The
template defines the fields and the formatting of the exported file.

e View by specifies how the transactions will be selected: by Posting Date or
Transaction Date.

e Use Review Status to filter transactions by the transaction review status:
cardholder-reviewed, supervisor-reviewed, or both. Note that reviewed
transactions are locked and uneditable.

e Use the Notify Me At option to receive an email notification when your
scheduled file is ready to download from the Inbox. Enter a valid email address
in the text box. See "Email Notification for Scheduled Exports and Reports" for
details.

3 Step 2: Schedule Criteria specifies the day and the frequency that the export will be

run. See "Using the Report and Export Scheduler” for details on how to use the

scheduler.
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Financial Export Flag

The export flag options are
available only to the company
administrator.

Note: Exported Financial is also
available for export:
FIN.Exported Financial. See
the Export Fields Guide for
details.
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4 In Step 3: Schedule Description, enter a description. The description displays on the
Schedule Summary screen to help you identify the export.

5 Click Apply. Select an entity from the hierarchy. The Schedule Summary screen
displays with your schedule added to the list.

The financial export flag can help you better manage transaction data by marking
exported transactions. It is an invaluable tool for administrators who export data to use
in a corporate accounting system and need to keep track of exported data.

Flag Transactions During Export

You can mark transactions as exported any time you schedule an export (Schedule
Export screen). The export flag can be used as a selection criteria for subsequent
exports, making it easy to distinguish between exported and non-exported transactions.
We recommend that you use the export flag with only one export template so that
transactions marked as “exported” are associated with the same type of export.

Schedule Export 0

Apply | Discard
STEP 1: Export Selection

Sehedule Type: [l Available Fields (Availahle fields subjectto change) - View Template |

CuickBooks (IIF) / Microsoft Mone:
Cluicken (QIF)
Financial (ML)

i by @ Pogting Date " Transaction Date

Review Status [ Al =l

Iatify Me At |

Firianicials to
Q| nclude: " Both © Mon Exported Financials ¢ Previously Exported Financials
©— SetFinancial m

Export Flag?

Set the following options on the Schedule Export screen, and then complete the
remaining schedule options as normal.

A  Financials to Include allows you to select transactions based on whether they
have been exported previously.

B  Use the Set Financial Export Flag? option to mark the transactions in the
export file as "exported”. You will see a check mark in the Exported Financial
field on the Transaction Detail screen and the Split Transaction screen.

Flag Transactions on the Transaction Detail screen

As a company administrator, you can change the export status of a single, editable
transaction on the Transaction Detail screen. Other users can view the export status if
they have the “View Financial Export Flag” authority.

Transaction Type RETAIL SALE
MCC Code 5200 - HOME SUPFLY WAREHOUSE
Cardholder-Reviewad: ~

-

Supervisor|

xpored Financial

1  Check Exported Financial to mark the transaction as exported.
2 C(Click Apply to save.



Exports

Reset Financial Export Flag

TIP: Company administrators
can clear the export flag for a
single transaction directly on
the Transaction Detail screen.
On an unlocked transaction,
“uncheck” the Exported
Financial check box. See " Flag
Transactions on the Transaction
Detail screen" for details.

The Exported Financial check box on the Transaction Detail screen can be cleared at
any time by scheduling Reset Financial Export Flag. Select a range of transaction data
based on a date range and hierarchy entity.

The process runs overnight. You can check the Schedule Summary screen to keep track
of processing. When this processing job has run, it will drop off the list.

To reset the financial export flag

1 From the Reports tab, select Reset Financial Export Flag.

Reset Financial Export Flag e

INTERNATIONAL COMMUNICATIONS
GLOBAL HEADQUARTERS

59 SIXTH AVENUE

SUITE 130, 50TH FLOOR

MEW YORK, My 10010 LISA

Apply Discard |

T gilling Cycle: | o

i« Date Range Data available starting: 081 3/2001
View by From Date [05 =] ;[04 =] ,[en02 =

@ Pogting Date

© Transaction Date Ta Date IUEi b IIU4 M IIZUUZ =
Apply Discard |

2 Select a range of transactions to process.
3 Click Apply. The hierarchy displays.

4  Select an entity from the hierarchy: account, intermediate or company. Only those

transactions associated with the selected entity will be processed to clear the export
flag.

Reset Financial Export Flag is added to the Schedule Summary screen and will be
processed overnight (US CST).
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Report Formats
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Reports

Use reports to compile transaction data into different formats based on suppliers,
account expenses, account codes, etc. You can run a report in real-time or use the
report scheduler to schedule reports on a one-time, monthly or weekly basis.

When you run a report in real time (Run Reports), you can choose the output format:

Screen Version (HTMIL)

The screen version is formatted for online viewing.

Reports : Run Reports : Account Statement Report

Account Statement Report

RONALD BROWMN

85 BIXTH AVE

SUITE 130 S0TH FLOOR
MEW YORK, MY 10012 USA
FROIOA RN 2456

REPORTING PERIOD: Posting Date: 07/01/2002 Thru 07/31:2002 {July 2002)

Run a new Report

ion
07,01,2002 OBr30/2002 hd&IN STREET OFFICE SUPPLY

o—

Printable Version

LOS ANGELES, CA

07052002 07032002 TAKASHMAY & 989955
TOKYC, UMK

07152002 070972002 OLIVE GARDEN 58.36
LOS ANGELES, CA

O7M 52002 0752002 PAYMENT RECENVED [251.22)

OF A 72002 07152002 HERTZ 24963
LOS ANGELES, CA

OFMe2002 0762002 UNITED AIRLINES 1,630.27
CHICAGO, IL
Total 2.859.87

To view the PDF
version, click the
Printable Version
icon.



Reports

Run Reports

Print Version (PDF)

The Print Version is formatted in printer-friendly Portable Document Format (PDF), You
will need Adobe Acrobat Reader 5.0 or higher in order to open the file. Acrobat Reader
is available free of charge from www.adobe.com.

For best results, we recommend that you disable Web Browser integration. See
"Disabling Web Browser Integration in Internet Explorer” for details.

Account Statement Report ROWALD EROHH
MasterCard 55 SIXTH AVE
International SUITE 1320 50TH FLOOR
g — . NEW YORK, NY¥Y 10012 USA
@l—‘-. Posting Date: 07/01/2002 Thru 07/21/2002 (July 2002) REXH - XRAK - KO - 3456

Posting Transaction

Date Date Description Amount
07/01/2002  06/30/2002 MAIN STREET OFFICE SUPPLY LOS ANGELES [+ 172.23
07/05/2002  07/03/2002 TAKASHIMAYA TOKYO UNK 999.58
07/11/2002 07/09/2002 OLIVE GARDEN LOS ANGELES CA 58.26
07/15/2002  07/15/2002 PAYMENT RECEIVED (251.22)
07/17/2002  07/15/2002 HERTZ LOS ANGELES [+ 249.63
07/18/2002 07/16/2002 UNITED AIRLINES CHICAGO L 1,630.27

Total Amount 2,859.87

rﬂ “ E ﬁ ———— Use these Acrobat menu options to

save or print the report.

Use Run Reports to create online or PDF reports in real-time. This option is typically
used with smaller reports with less than 1,000 records. When you run a report that
contains more than 1,000 records, the system will prompt you to schedule the report.
Or, you can go back to the Run Reports screen, redefine the report criteria and run a
smaller report.

Reports that are automatically scheduled will be processed at several times throughout
the day. A PDF version of the report will be placed in your Inbox.

To run a report

1 From the Reports tab, select Run Reports.

Reports : Run Reports Q
Report Selection: Report Format
Account ment Repart @ Screen Yersion (HTML)
Expense Report £ Print version (FDF)
Diate Criteria:
ol Date Range: Diata available starting: 107232000
V{‘f";b\’;_ . From Date [12 7] ,[23 =] «[2001 =]
* Posting Date
" Transaction Date To Data IE|1 :l' f|23:[' “’IEU[|1 :I'

Run

2 Under Report Selection, select the report that you want to run. Only reports that
have been made available to you display in the list.

Copyright 2005 MasterCard International
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Under Report Format, indicate how the report will display in your browser window:
e Screen Version (HTML) - displays the report online in your browser window.

e  Print Version (PDF) - displays the report in Adobe Portable Document Format.

Select a Date Criteria option to define the range of transactions that you want to
include in the report.

If you are running the Expense Report, Cost Allocation Detail Report, or Cost
Allocation Summary Report, you can use the Report Filter to filter transactions
based on review status.

For example, by selecting the “Cardholder-Reviewed” option, the report will
contain all transactions in the report date range that have been marked cardholder-
reviewed. If a transaction is both cardholder-reviewed and supervisor-reviewed, the
transaction will be included in the report based on its cardholder-reviewed status.

Click Run.

Select an entity from the hierarchy. The report will display in the format you
selected.



Reports

Schedule Report

Use these options to
schedule reports for

cardholder users. See
"Scheduling Reports for
Cardholders" for details.

4[

Use the Schedule Report option to create larger reports (over 1,000 records) or to create
a report on a weekly or monthly basis. For example, if you need to submit an Expense
Report every month, you can set up the report scheduler to automatically generate the
report on the same day each month. The report is created in PDF and placed in your

Inbox.

To schedule a report

1  From the Reports tab, select Schedule Report.

Schedule Report e
Apaly Discard |
Generate Report far:
& Joe Simmons (33, Company Administratars)
&l Cardholders (7]
™ Inividusl Cardholder User IDs
Uszer D | Select User
Selected User IDs Remove Llser |
STEP 1: Repart Selection
Reports:
Expenze Report
Wigw by & posting Date (' Transaction Date
Email Motification to Cardholders: I Mo =
Motity Me &t |
STEF 2: Schedule Criteria
= One Time: FromDate [ng + ;|24 | /[2008 =] Dsite Range
* Only required for One
Time Report
To Date l@ ;Iﬂ 12008 = Data available starting:
1002411999
[ ‘wieekly Range: From Day e Wzeks to run I vl
To Day ¥
" Manthly Range: FromDate [+ Months to run I vl 0
To Date - Schedule Offzet (in I vl
darys)
STEF 2: Schedule Description
=l
[

2 Under Step 1: Report Selection, select the report that you want to run.

e View by specifies how the transactions will be selected: by Posting Date or

Transaction Date.

e Use the Notify Me At option to receive an email notification when your
scheduled file is ready to download from the Inbox. Enter a valid email address
in the text box. See "Email Notification for Scheduled Exports and Reports” for

details.

3 If you are scheduling the Expense Report, Cost Allocation Detail Report, or Cost
Allocation Summary Report, you can use the Report Filter to filter transactions

based on review status.
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For example, by selecting the “Cardholder-Reviewed” option, the report will
contain all transactions in the report date range that have been marked cardholder-
reviewed. If a transaction is both cardholder-reviewed and supervisor-reviewed, the
transaction will be included in the report based on its cardholder-reviewed status.

4  Step 2: Schedule Criteria specifies the day and the frequency that the report will be
run. See "Using the Report and Export Scheduler” for details on how to use the
scheduler.

5 Under Step 3: Schedule Description, enter a description that will help you identify
the report in the schedule summary.

6 Click Apply.

Select an entity from the hierarchy. The Schedule Summary displays with your
schedule added to the list.

The Schedule Summary screen displays a list of your active and pending schedules.
When you schedule an item, the Schedule Summary screen displays a list of your
current schedules.

e Active schedules will run on the Next Run Date as displayed on the Schedule
Summary screen.

e Pending schedules are in the processing queue.

e Once a schedule is processed, it drops off the list.



Reports

Note: If you change the
parameters of a monthly
schedule during the schedule
offset period, the dates will be
recalculated and the scheduled
item will run the next month.
For example: A monthly report
is scheduled for the 1st of the
month through the end of the
month and has a schedule
offset of 5. The report is
scheduled to run on June 5th. If
you edit the schedule during
the schedule offset, June 1st
through the 5th, the schedule
will be recalculated and report
will run on July 5th instead of
June 5th.

From the Reports tab, select Schedule Summary.

Changing a Schedule
You can change your “Active” schedules at any time prior to processing. Schedules with
a “Pending” status cannot be edited.

If you change the date range of a schedule, the run dates are recalculated based on

your new dates. After you save the schedule, you will see the new dates on the
Schedule Summary screen.

Schedule Summary e

ROMALD BROWIN

UNIVERSAL COMMUNICATIONS
555 BIHTH AVE

MEW YORK, MY10012-6236L154
RO G0E1514

Detail  Mext Run Date Pre: Run Date Final Run Date Type Fregquency Description Status  Delete
12/08/2004 01/12/2005 Report  Weekhy Merchant D etail Pending
126312004 03/31/2005 Report  Monthly Account Statement Fuctive

,, !

A On the Schedule Summary screen, click the Detail icon. The schedule screen will
display, which will allow you to change the schedule criteria. Refer to the appropriate
section in this documentation for details on how to fill out the schedule screen.

B  The Status indicates whether the scheduled item is in the processing queue
(Pending) or awaiting to run on the next run day (Active).

Deleting a Schedule

You can delete any of your “Active” schedules.

Schedule Summary e

ROMALD BROWN

UNIVERSAL COMMUNICATIONS
555 SIMTH AVE

MEW YORK, MNY10012-6236LI5A
R84

Date Pre W iption
12M08/2004 011242005 Report  Weskhy Merchant Detail

G 1zeiz004 03/21/2008  Report  Monthlv Acsount Statement Auctive ‘ 1)
Microsoft Internet Explorer il

@ Ate you sure you want to delete this schedule?

cocs |

1 On the Schedule Summary screen, click the Delete icon.

2 Adialog box displays to confirm that you want to delete the schedule. Click OK to
permanently remove the schedule.

Copyright 2005 MasterCard International
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Using the Report and Export Scheduler

You can use the scheduler to process reports and exports on a one time, weekly, or
monthly basis. You can also schedule files around billing cycles if that option is
available to you.

Use the following procedures to set the schedule criteria for exports and reports:

One Time

= One Time: From Date o4 =| /01 =||2002 = Transaction Date Range

*Only required for One

Time Export
ToDate [ng ~|;|12 =|[z002 = Data avallable starting:
0172452001

Use the From Date and To Date to select the range of transaction data. If the To Date has
passed, the schedule will be run at the next processing interval. If the To Date is in the
future, the schedule will run the day after the To Date.

Weekly Range

@ Weekly Range From Day | konday vl Weekstorun: |4 VI
ToDay [Sunday -I

e Use From Day and To Day to select a range of transactions. The report will run
the day after the To Day.

e In Weeks to run, specify the duration of the schedule.

Example

You scheduled the Weeks to Processing

item on... From Day To Day Run Date Data Range

Tuesday, June 8 Monday Sunday 4 Monday, June June 7-13
14
Monday, June June 14-20
21

Monday, June June 21-27
28

Monday, July 5 June 28-July 4

Copyright 2005 MasterCard International
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Monthly Range

& Manthly Range:

Frarm Date I] vI

Months torun: [3 vI

ToDate [Eng of Month 7] Sthedule Ofsetin [5 -]

days)

e Use From Date and To Date to select a range of transactions. The schedule will
run the day after the To Date, unless you specify a Schedule Offset.

e Use Schedule Offset to delay processing for up to 15 days after the end of the
reporting period. You might use this option to allow sufficient time for the
transactions to be loaded into the system. An offset of five days is recommended.
When an offset is used, the run date is calculated by adding the number of offset
days to the normal process date (the day after the To Date).

¢ In Months to run, specify the duration of the schedule.

Example
You
scheduled From Schedule Months to Processing
the item on... Date To Date Offset Run Date Data Range
February 10 1 end of the 0 3 March 1 February 1-28
month (29)
April 1 March 1-31
May 1 April 1-30
May 15 1 end of the 5 3 June 6 May 1-31
month
July 6 June 1-30
August 6 July 1-31
Billing Cycle
& Billing Cycle: September 2002 'I
Schedule Offset {in T -
days):
Murnber of cycles to e

run:

e Select a cycle from the Billing Cycle drop-down box. The schedule will run the
day after the last day of the billing cycle, unless you specify a value in the

Schedule Offset field.

e Use Schedule Offset to delay processing for up to 15 days after the end of the
billing cycle. When an offset is used, the run date is calculated by adding the
number of offset days to the normal process date (the day after the end of the
billing cycle). An offset of five days is recommended.

¢ In Number of cycles to run, specify the duration of the schedule.

Example
You
scheduled Schedule Cycles Processing
the item on...  Billing Cycle Offset to Run Date Data Range
August 9 September 5 2 October 4 August 29-September 28,
2002 2002 (September 2002
billing cycle)
November 3 September 29- October 28

(October 2002 billing cycle)
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Scheduling Reports or Exports for Past Billing Cycles

Reports and exports scheduled for past billing cycles are processed during the next
scheduled run times. For example, if a schedule is set up to run for three billing cycles
in the past, the items will be processed during the next three consecutive run times.
The Schedule Offset field, if populated, is ignored. The Schedule Summary will show
the item as scheduled for a past date, although the item will be processed at the next
scheduled run time.

Email Notification for Scheduled Exports and Reports

Copyright 2005 MasterCard International

When you schedule a report or export, you can set up the scheduler to send you an
email notification when your scheduled report or export is ready to download from the
application’s Inbox. This option is ideal for weekly and monthly reports or exports.

To specify email notification

Reporis
Wiew by: « i ate
Motify Me At Irbruwn@ic.cum

On the Schedule Exports screen or Schedule Report screen, enter a valid email address in
the Notify Me At text box (Step 1). Complete the schedule as normal.

To; [Browni@ic.com

From: |EPSreporting@mastercard.cam

[=2:3

Subject: Scheduled T azk |z Complete

=
The following =scheduled task is svailable for vour download :I

Monthly accouht SCatement
=
4 I 3

When the report or export is added to your Inbox (in this application), you will receive an
email message indicating that the file is ready to download. Note that the email message
is sent to your email application (for example, Microsoft Outlook, Lotus Notes), which is
separate from this application.
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Scheduling Reports for Cardholders

The Generate Report for option on the Schedule Report screen allows you to schedule
monthly reports for account users in the company. You might use this option if you do
not enable account users to run reports, but you want each cardholder to submit a

monthly expense report. Once the report runs, the cardholder only has to login to the
application and download the report from their Inbox. As a company administrator, you

will receive a consolidated report of all accounts in the company.

IMPORTANT! You can schedule  Special Considerations

reports only for an account user When generating reports for other users, consider the following:

who has a valid user ID. You
cannot schedule reports for
individuals without a valid user
ID.

e The scheduled report will not be listed in the cardholder user's Schedule

Summary.

e In your Schedule Summary, a red detail icon (&) will indicate that the report

has been scheduled for other users.

* You can schedule reports only for ACTIVE account users. A user ID that has
been locked is still considered active and will receive the scheduled report in

the Inbox.

e You can generate reports only for a monthly schedule or for billing cycles.

e When the report runs, you will receive a consolidated report that contains

data for all accounts.

Scheduling Reports for ALL Cardholders in the Company

Schedule Report

Applyl Discard |

Generate Report for

© CATHERINE RIVARD (CRCQS5000, Cormpany Adrinistratars)
& p Cardholder,
© Individual Gardholder User IDs

User ID | Selectlser |
Selected User IDs Femove Lser

STEP 1: Report Selection

Reports: Account Statement Report
Expense Report

Wiew by @ Posting Date © Transaction Date
Ernail Motification to Cardhalders: IYes hd
Motify Me At |

1 On the Schedule Report screen under Generate Report for, click the All

Cardholders radio button.

Email Notification to Cardholders lets you notify the selected cardholders via
email when scheduled reports are ready to download from the Inbox. Users will be
notified via the email address entered in their user profile (User Maintenance screen).

2 Fill out the rest of the Schedule Report screen as normal.
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Scheduling Reports for Selected Cardholders

Schedule Report

Apply Digcard

Generate Repart for:

 Joe Simmaons (ic33, Cormpany Administrators)
Al Cardholders

o— * Individual Cardhalder User 1D
User ID i

e !]sm\th1234 Select User |——9
Selected User D= [Rrll=Ty thi 514, Accounts) Remove User |'—°

Robert T. Smitt (rsmith2848, A counts)

STEP 1: Report Selection

Reports: Account Statement Report
Expense Report
Wiew by & Posting Date © Transaction Date

E-mail Motification to Cardholders

IYes 'l

|joe_simm0ns@\c.com

Motify Me At

1 On the Schedule Report screen under Generate Report for, click the Individual
Cardholder User IDs radio button.

2 In User ID, enter an ACTIVE user ID.

Click Select User to add the user ID to Selected User IDs. When you schedule the
report, all users listed will receive the report in their Inboxes.

4  Toremove a user from Selected User IDs. Highlight the user and then click Remove
User.

Email Notification to Cardholders lets you notify the selected cardholders via
email when scheduled reports are ready to download from the Inbox. Users will be
notified via the email address entered in their user profile (User Maintenance screen).

5  Fill out the rest of the Schedule Report screen as normal.

Reports
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Report Preferences

Report Preferences allow you to customize the Transaction Amount Summary section of
the Card Program Analysis report.

Transaction Amount Summary

Range Humber Percent

< 0.00 [¥] .0

0.00 - 49.399 162 27.8

50.00 - 99.99 140 24.1
100.00 - 4%9.99 168 28.9
500.00 - 989.399 e 6.2
1,000.00 - 4,989,909 1] 11.7
== 5,000.00 =3 1.4

Total 582 100.0

You can define the range of transaction amounts. When you run the report, the number
and percentage of transactions will be calculated based on your specified range.

To set report preferences

1

2
3

From the Company tab, select Report Preferences.

Report Preferences

Compary Marme: INTERMATIONAL COMMURMCATIONS

Apply | Dizcard

Card Program Analysis Report

From &mount
2 onoo W
3 [s0.00 - [39.99
+ [100.00 - [499.9
s [s00.00 - [399.99
s [1.000.00 - [4.999.99

7 IE,DDD.DD -

Enter values in the From Amount and To Amount fields.

Click Apply to save.
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Supplier

Suppliers provide a way of associating several unique, but similar merchants under one
parent record in order to group transactions and assign data. Suppliers are especially
useful for associating similar merchants that display in the application as distinct
merchants. For example, in the application, ABC Hardware 123 and ABC Hardware 456
belong to the same chain, but are recognized as different merchants. Using a supplier
record, you can form an association between all of the ABC Hardware store merchants
under one ABC Hardware record. You can associate merchants using a filter, such as
the merchant name or using a merchant category code (MCC).

Supplier records contain a GL code that you can use to specify a default GL code to
associate with the supplier. The code is appended to transactions associated with the
supplier. Default codes are applied at transaction load time or when you cost allocate
transactions.

Transaction Summary

Account Codes

Blexd Transaction =

Posting Transaction Transaction

Date Date Amount Description

011202001 0140/2001 96.24 MAIN STREET OFFICE SUPPLY, ATLANTA, GA

Expense Description

| 3l

LOCATION BUSIHESS UHIT COST CENTER PROJECT ID
[aTLanTic 2] [ADMINISTRATION | |Mesassre | [Wreser =]
Project Humber Expense Date

Tax paid Tax exempt

r r

The default Supplier GL Code is
automatically assigned to
transactions, which you can view
on the financial screens.

When a supplier is associated
with a transaction, a link to the
supplier record displays on the
Transaction Detail screen.

Copyright 2005 MasterCard International

MCC GL Code Account GL Code Supplier GL Code Final GL Code

[ [me35078 %31?8952 / [meezsa7s

Beturn to top

r Apply Account Codes to all editable transactions displayed on this page.

apply A Codes on igation to next or previous transaction.

Applyl Discard |

Transaction Detail

Financial Information Other Information
Posting Currency US. DOLLAR Merchant Reference Mumber 02348 0000
Original Currency US. DOLLAR Ship From Postal Code
Proceszing Transaction Date 0172052001 Ship Ta Postal Code
Currency Conversion Date 00000 Destination Country
Currency Conversion Rate 1 0000000 Duty Amount 0.00
Acoirer Reference Number E09841097281188042710074 Freight Amourt 0.00
Adclenclum Count 1} Transaction Discount Amourt  0.00
Transaction Type RETAIL SALE Tz Collected Yes
MCC 5045 - COMPUTERS, COMPUTER Atternste Tax Collected Mo
PERPHERAL EQLIPMENT  SCOFTYWARE
Tax Last Edited By ic33
[ Supplier PCCITY
BOSTON, LSS
Apply Discard |
= Previous Transaction Mexd Transaction =




Supplier

Supplier Implementation

Company Preferences

Set Use Suppliers to “Yes".

Authorities

View Supplier

Allows the user to

¢ View the supplier associated with a merchant
(Transaction Detail screen).

e View a supplier record associated with a merchant
(Merchant Detail screen).

e Run or schedule the Supplier Transaction Detail Report
and Merchant Supplier Summary Report.

Create Supplier

Allows the user to create a supplier record and schedule
supplier association processing.

Update Supplier

Allows the user to edit a supplier record and schedule
supplier association processing.

Delete Supplier

Allows the user to delete a supplier record.

Other Setup

Create supplier records - The company administrator creates supplier records
to define the criteria for associating merchants, set default supplier GL data, and

record supplier contact information.

Schedule supplier association processing - Use supplier association
processing to update existing transactions when you change the supplier-
merchant association of a supplier or when you add a new supplier.
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Supplier records provide the details of the supplier as well as the define how merchants
are associated with the supplier. You can create different supplier records for each first-
level intermediate in the hierarchy. This allows you to assign different suppliers and GL
information to different departments or groups within your organization.

To create a new supplier

1 From the Financial tab, select Supplier Setup. The hierarchy displays.

Supplier Setup

Company: INTERMATIONAL COMMUNICATIONS - GLOBAL HEADGUARTERS

- |1 T ERALATIC o HEATOME— Gl ORAL HEADQUARTERS
T ADMINISTRATION - CORPORATE CONTROLLER
b OIS TRIEC Tt R o T ER
» OPERATIONS - CANTEEN DIVISION PRESIDENT
b SALES & MARKETING - TINO MATINEZ

2 Select the hierarchy entity at which the supplier will be created. For example, to
associate this supplier with all transactions in the company, select the company
entity. You can also create different suppliers for first-level intermediates. Once you
make a selection, the Supplier Setup screen displays.

Supplier Setup

Apphy Discard |

Address Information

Marme

Wendor Mumber

Supplier GL Code

Address 2

|
I
I
Address I
|
|

City hame

State / Province I
Postal Code I

Country Code

Fhone Mumber

Contact Mame

Fax Mumher

|
I
|
|
Ciescription | ;I

Preferred Supplier Mo ™

Taxable Status No v

Tax|D

|
Service Provided |

3 Under Address Information, enter the supplier name and address information to
define the supplier.



Supplier

Supplier - Address Information

Displays in
Supplier
Field Description Reports
Name Name of the supplier. W
Displays on the Transaction Detail screen if the
transaction is associated with the supplier.
Vendor Number A user-defined number used to associate this W
supplier with vendor information.
¢ Available for export: SUP.Vendor Number
e This Vendor Number is not a default code, which
can be applied automatically to transactions.
¢ Vendor Number displays on the Supplier List
screen. See "Supplier Maintenance" for details.
e Displays in the Supplier Transaction Detail Report.
Note: The supplier vendor number has no
relationship to the vendor number entered on the
Merchant Detail screen.
Supplier GL Code A default GL code applied to transactions associated W
with this supplier.
The Supplier GL Code is applied to transactions at
load time or when transactions are cost allocated.
The Supplier GL Code displays on the financial
screens as determined by the GL display options set
up for the company. See "Setting General Ledger
Code Display Options" for more information.
Address/Address 2, City Name, Supplier's address information. W
State/Province, Postal Code,
Country Code
Phone Number Telephone number for the supplier contact.
Contact Name Name of the person who serves as the contact for
this supplier.
Fax Number Supplier's fax number.
Description Description of the supplier.
Preferred Supplier Optional field indicating if the supplier is preferred.
Taxable Status Code Optional field indicating if the supplier is taxable.
Tax ID Optional tax identification number for the supplier.
This field is only for information; it is not applied to
transactions.
Service Provided Information about the service that is provided by the

supplier. This field is only for information; it is not

applied to transactions.

Selection Criteria

Select By & nlerchants StartWith © Associate By MCC
Merchants Start Wyith |

Associate By MCC | j

4 Under Selection Criteria, Select by determines how merchants are associated with
this supplier.
e Use Merchants Starts With to associate merchants with similar names. For
example, to associate all Office Max merchants, use “Office Max” as the filter.
All merchants that start with “Office Max” will be associated with this supplier:
Office Max 1234; Office Maximus, etc.; Office Depot will not be associated. In
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the “Merchants Starts With” text box, enter at least two alphanumeric characters
and a maximum of 255. The text string is not case-sensitive. Text strings must

be unique to each other; otherwise, you will receive an error indicating an
overlapping filter. For example, the strings OFF and OFFICE overlap; the
strings OFFICE D and OFFICE M do not overlap.

e Use Associate by MCC to select merchants based on MCC. Select an MCC from

the “Associate by MCC” drop-down box.

Click Apply to save. The supplier will be associated with new transactions as they

are loaded in the application. To apply the supplier information to existing
transactions, schedule supplier association processing. See "Schedule Supplier
Association” for details.

Creating a New Supplier from the Merchant Detail screen

IMPORTANT! When you create
a new supplier from the
Merchant Detail screen, the
supplier is not automatically
associated with that merchant.
Use supplier association
processing to associate
suppliers and merchants with
existing transactions.

Copyright 2005 MasterCard International

When a merchant is not associated with a supplier, you have the option of setting up a
new supplier from the Merchant Detail screen. If a supplier is already associated with
the merchant, you will see a link to the Supplier Maintenance screen.

To add a supplier from the Merchant Detail screen

From the Merchant Detail screen, click Supplier Setup. The hierarchy displays.

Finanecial : Merchant Detail

Apply | Discard | Supplier Setup
Werchant

erchant Mame PC CITY

Address 34 MONTGOMERY

Address 2

City Mame BOSTON

State fProvince b,

Postal Code

Country Code usa,

Phone Mumbers 6142243535

Select the hierarchy level with which the supplier will be associated. Once you
select a hierarchy level, the Supplier Setup screen displays.

Enter the Address Information and Supplier Selection Criteria information. See
"Supplier Setup” for details.

Click Apply to save.



Supplier

Supplier Maintenance

You can update supplier information at any time to update supplier contact
information, edit the GL code, or change the merchant association. Depending on the
type information you change, you may be required to reprocess existing transactions to
apply new supplier information.

From the Financial tab, select Supplier Maintenance. The hierarchy displays. Select the
hierarchy entity containing the supplier record you want to change. The Supplier List
screen displays the suppliers for that hierarchy entity.

Supplier Maintenance : Supplier List

INTERMNATIOMAL COMMUNICATIONS
GLOBAL HEADQUARTERS

55 BIHTH AVEMNUE

SUITE 130, 50TH FLR

MEW YORK, MY 10012 USA

Search: Search |

Company | INTERMATIONAL COMMUNICATIONS

hame vencar Mumber

BORDERS Mo

HYATT REGEMCY Mo
PC-56789 Yes

Select a supplier from the list.

Modifying Supplier Address Information

If you change the name, city, or state fields, the new information will be automatically
updated on the financial screens. Any reports that are already scheduled will contain
the old supplier information.

Modifying the Supplier GL Code

When you modify the Supplier GL Code, the new code is applied to only future
transactions. Use cost allocation processing to apply a new GL code to existing
transactions. See "Cost Allocation Processing” for details.

Supplier Maintenance

INTERMATIOMAL COMMUMNICATIONS
GLOBAL HEADGUARTERS

45 SIHTH AVEMUE

SUITE 130, 50THFLR

MEWTORK, MY 10012 USA

O— Apphy Discard |

Unassociate bMerchants Delete Supplier Supolier Mairtenance

Address Information

Marme [pc ciry *
Wendor Number |pc.55739

€)—| Supplier GL Code @31739
Address |34 MONTGOMERY

1 Enter the new Supplier GL Code.
2 Click Apply to save.
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Unassociating Merchants

When you unassociate merchants from a supplier record, the mapping between the
supplier and associated merchants is broken, and as a result, the supplier is no longer
associated with transactions (existing or new). The Supplier GL Code will remain
applied to existing transactions until the value is changed on the financial screens either
manually or through cost allocation processing. No additional processing is required.

Supplier Maintenance

INTERMATIOMAL COMMUNICATIONS
GLOBAL HEADGUARTERS

55 5IHTH AYERUE

SUITE 130, 50THFLR

MEW YORK, MY 10012 USA

Applyl Discard |
o—m | Delete Supplier |W

Address Infarmation Microsoft Internet Explorer : il
MName IPC CITY @ Arg yoU sUre you want to unassociate PC CITY? o
vendar Mumber |pc_55?gg
Supplier GLCoce  [seaaizanz _ Corcel |

1 Click Unassociate Merchants.

2 Adialog box displays prompting you to confirm that you want to unassociate the
merchants. Click OK.

Changing the Selection Criteria

The selection criteria defines the mapping between the supplier, merchant, and a
transaction. When you change the selection criteria only new transactions are affected,;
existing transactions will contain the original supplier association until you run supplier
association processing. See "Schedule Supplier Association” for details.

The Supplier GL Code will remain applied to existing transactions until the value is
changed on the financial screens either manually or through cost allocation processing.

See "Cost Allocation Processing” for details.

Selection Criteria

Select By Merchants Start With & Associate By MGG O
Merchants Start With |pc CITY

Associate By MCC | j

e Use Merchants Starts With to associate merchants with similar names. For
example, to associate all Office Max merchants, use “Office Max” as the filter.
All merchants that start with “Office Max” will be associated with this supplier:
Office Max 1234; Office Maximus, etc.; Office Depot will not be associated. In
the “Merchants Starts With” text box, enter at least two alphanumeric characters
and a maximum of 255. The text string is not case-sensitive. Text strings must
be unique to each other; otherwise, you will receive an error indicating an
overlapping filter. For example, the strings OFF and OFFICE overlap; the
strings OFFICE D and OFFICE M do not overlap.

e Use Associate by MCC to select merchants based on MCC. Select an MCC from
the “Associate by MCC” drop-down box.



Supplier

Deleting a Supplier

You cannot delete a supplier record that has associated merchants. First, remove
associated merchants, then delete the supplier record. Additional processing is not
required. See "Unassociating Merchants" for details.

Note: Supplier GL Codes that

have been appended to

transactions will remain Supplier Maintenance

associated with those

transactions until another

Supplier GL code is applied. ?Jggf;g’g’g‘uigﬁ!gg'CAT‘ONS
A5 BI=TH AVERUE

SUITE 130, 50THFLR
MEWVCTORK, MY 10012 USA

Apphy Discard |

Unassociate Merchants

Delete Supplier

Supplier Maintenance

pddress Information Microsoft Internet Explorer: x|
e [Fcomy
endor Number IF’C-SE?SQ @ Are you sure you want to delete PC CQITY? o
Supplier GL Code |56231?852 -
Address [z4 monTEoMERY

1 Click the Delete Supplier button.

2 Adialog box displays prompting you to confirm that you want to delete the supplier.
Click OK to delete.
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Supplier

Schedule Supplier Association

Note: The system will not allow
you (or another user in the
company) to schedule supplier
association if there is already a
supplier association job in the
queue for the same date range
and hierarchy entity.

Copyright 2005 MasterCard International

When you add new suppliers or change existing suppliers, you can update existing
transactions by scheduling the supplier association process.

When to Use Supplier Association Processing

Use supplier association processing to update existing transactions with new supplier
information when you

e Change the merchant-supplier association (Selection Criteria) of an existing
supplier record.

e Create a new supplier.

To reprocess suppliers
1 From the Financial tab, select Schedule Supplier Association.

Schedule Supplier Association

INTERMNATIONAL COMMUNICATIONS
GLOBAL HEADQUARTERS

55 SI¥TH AVENLIE

SUITE 130, B0THFLR

MEW YORK, MY 10012 LISA

Applyl Discard |

Data available starting: 09/19/2000
Fram Date |11 - ;|19 =l ¢|2001 =]

To Date |12v ,r|19' #2001 =)

2 Use From Date and To Date to select a range of transactions to reprocess. Note that

transactions are selected by Posting Date.

3 Click Apply to save. The Schedule Summary screen displays with your processing

job added to the list.



Vendor Number

Vendor Number

Merchant information is
loaded in the application
along with the transaction
data.

Suppliers are created in the
application and are used to
group similar merchants.

IMPORTANT! The supplier and
merchant vendor numbers are
provided only for online
reference or for export. Neither
the merchant vendor number
nor the supplier vendor number
can be assigned to be
automatically applied to
transactions through default
codes or cost allocation
processing.

Two types of vendor number fields are available in the application to allow you to
associate your internal merchant or supplier vendor numbers, as they are assigned in
your accounting system, to transactions in your custom exports. For example, you can
enter a vendor number on the Merchant Detail screen for online reference. When you
export transaction data, you can include that Merchant Vendor Number in your export
file. This allows you to match or tie card transactions from the application to other types
of merchant payments made from your internal system, such as accounts payable.

The Supplier Vendor Number functions in the same way, but is used only with the
supplier records that have been created in the application. The merchant and supplier
vendor numbers are completely unrelated. Each displays on a different screen and each
vendor number is exported as a separate field.

Finanecial : Merchant Detail

Apply | Discard | Supplier Setup
Merchant

Merchiant Name PC CITY

Address 34 MONTGOMERY

Address 2

City Name BOSTON

State [ Province (P

Postal Code

Courtry Code Ll

Phone Mumbers A ‘ B | c [

Merchart Category Cade | 1 |MCH.Merchant Name FIN.Expense Description FIM.Transaction Amount  |MCH.Mendor Murnber

Unique Merchant 1D | 2 |[PCCITY Hardware -1523.53 PC-11245

——— | 3 |PCCITY Software : -E72.71 PC-11245

Aterrate Tax ID | 4 |OFFICE WAREHOUSE  Paper Supplies -56.99 OWY-33245
: 5 |OFFICE WAREHOUSE — Toner -56.88 OWi-33245

Sole Propristor hame {2 4P| E WAREHOUSE  Office Supplies 595,24 OW/-33245

Legal Comorate Name |75 1P oy Monitar 487 .10 PC-11245

& Bradstiesthiunksnffgfil e CITY Software -467.10 PC-11245

Exception Reporting Il |

Type

R e om0 The Merchant Vendor Number

Werchart Minarity Business Type CORPORATION entered on the Merchant

Certification LIKKHNOWAN Detail screen is included in the

C\aS.SIfIC&‘tIDH LIMKMCAAT custom export fl|e

Ethinic Group LIMKMCAAT

Wendor Information

Y |

C-11243
o |

Wendar Mumber Ip

Merchant Vendor Number
e Enter user-defined vendor information on the Merchant Detail screen.
e Displays on the Merchant Detail Report
e Export field - MCH.Vendor Number

e Use the Unassociated Merchant-Vendor Report to identify merchants that have
not been assigned a Vendor Number.
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Vendor Number

Supplier Vendor Number

e Enter user-defined vendor information on the Supplier Setup or Supplier
Maintenance screen.

e Displays on the Supplier Transaction Detail Report and in the Supplier List
e Export field - SUP.Vendor Number

Copyright 2005 MasterCard International



Custom Billing Cycles

Custom Billing Cycles

Custom billing cycles enable users to easily query a range of transactions without
having to know the exact dates for a reporting period. For example, you can set up
billing cycles that correspond to monthly statement cycles, financial quarters or specific
reporting periods. A user can then run reports or export data based on the billing cycle.
All the user needs to know is the billing cycle to run, not the date range. Since the
billing cycles are available to all users in the company, you can maintain a consistent
reporting criteria company-wide.

The Billing Cycle option is available when users:

e Export data (schedule or real-time)
e Run reports (schedule or real-time)
e View transactions

* Process transactions

e Schedule email

Copyright 2005 MasterCard International



Custom Billing Cycles

Using Billing Cycles
TIP: Correspond billing cycles

with your issuer’s cycle Date Criteria: Date Critaria
calendar. Contact your issuer to % gilling Cyele: |March2002 ¥  Billing :
obtain a listing of annual cycle ¢ Dat Range DaTa available starting: 07 14/2001 * Date Range: Dista avalable: starting 07/0d2001
dates, as starting and ending view by Frompate [ =], [ o view by, From Date [0 =] ,[04 =] ,[2002 =]
dates for each cycle may vary € Posting Date @ Pasting Date
© Transaction Date 1° D3 I :[' fl :[' ‘I :I' € Transaction Date |° P |11 'IJIU4 'I: 2002

due to weekends and holidays.

When billing cycles are enabled, users have two options when selecting a range of
transactions: Billing Cycle or Date Range.

Reports : Run Reports : Account Statement Report

Account Statement Report
JILL SMITH &

555 SIXTH AVE =
NEW YORK, NY 10012-6236 USA R
AR RO0E R 2606 Frintable Vewsion

REPORTING PERIOD: Posting Date: 09/10/2001 Thru 1007 200 {September 2001) In reports, the

_ Reporting Period
Reporting Currency: LS. DOLLAR . .
displays the billing cycle

Fun a new Repart details.

ion

09/13:2001 09/11,2001 COMNAUGHT HOTEL RESTALR

LMD,
0971452001 091252001 CHEY GERARD 12751
LOMDCM, Hx
091452001 0941272001 ALBERGINE 76.62
LOMDC,
Billing Cycle Implementation
Company Preferences ¢ Set Use Custom Billing Cycle? to “Yes".

¢ In Date Type, select how transactions are selected for inclusion in the billing
cycle. For example, if you select Posting Date, only those transactions that
have a Posting Date within the billing cycle will be selected. This selection
applies to all billing cycles created for the company.

Authorities Modify Custom Billing Cycles
A standard authority in the “Company Administrator (SYSTEM DEFAULT)"
template.

Other Setup Add Billing Cycles

Billing cycles will not be available to users until at least one billing cycle is created.
See "Custom Billing Cycle Maintenance" for setup details.
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Custom Billing Cycles

Custom Billing Cycle Maintenance

As you add or modify billing cycles, consider the following:

e Date ranges cannot overlap.
e You can add up to 32 billing cycles.

e Billing cycles for historical data must fall within the company's data retention
period. If any part of a billing cycle falls outside of the data retention period,
that billing cycle is automatically deleted.

e Billing cycles for future time periods can span up to two years beyond the
retention period. Potentially, a company can have billing cycles that span a
total of 40 months: 16 months data retention plus 24 months in the future.

e If you create consecutive billing cycles, keep in mind that any gaps between
billing cycles can result in missing data in a report or an export.

From the Company tab, select Custom Billing Cycle Maintenance.

Adding Billing Cycles

Custom Billing Cycle Maintenance Q

Discard |

From Date

A4 ;|D1 'l; 2002 'l |31 VI;IZDDZ 'l IJanuaryE[l[lE

0z =] o1 =] Jzooz =] [0zl [za =] s[zo0z =] [Femany 2002
03 = o1 =] J2002 =] [0 [307=]s[2002 =] [erchzone
|

05 =] o1 =] fJeonzz]  [os =] [31 2l s[e002E]  [eyzone
0—| 04 =] o1 =] [z =] [oa =] [z0 =], zuuzj| il 2002 —e

07 =lsfoz =] [z =] Jos =] Joe =] feo0 2]

Discard |

1 Locate an empty row and define the From Date and To Date for the new billing
cycle. You do not have to add the billing cycles in the correct order. When you click
Apply, the system will reorder the billing cycles by date.

2 In Description, enter up to 20 characters to describe the billing cycle. (e.g. First
Quarter 2001)

3  Click Apply to save.
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Custom Billing Cycles

Modifying Billing Cycles

When you modify a billing cycle, scheduled items with an “Active” status will be
updated with the new billing cycle information. The scheduled item will run with the
new billing cycle dates.

Scheduled items with a “Pending” status will not be updated as they are already in the
processing queue. The scheduled item will run with the original billing cycle dates.

Custom Billing Cycle Maintenance Q

Discard |

From Date To Date De: on Delete
o o] for = Jamz =] [or =] fsr ] 200z 7] envaryeooe
[0z =], Jor =] Jeoz =] oz =] [Jeel=][eone =] [Februany 2otz
[03 =], Jor =] Jeoz =] ozl Js0=],Jz00z =] [arch 2002
| 05 =, [o1 =] Jzo02 =] Jos =] i[5 ] Jzon2 =] [meye0nz |

1  Modify the From Date/To Date and Description as needed.
2 Click Apply to save. The billing cycles will be reordered by date.

Deleting a Billing Cycle

When you delete a billing cycle, scheduled items with an “Active” status that use only
the deleted billing cycle will be deleted. If the deleted billing cycle is part of a schedule
that spans a range of two or more billing cycles and has not yet run, the system will
skip the deleted billing cycle.

Scheduled items with a “Pending” status will be deleted.

Custom Billing Cycle Maintenance 0

Discard |

From Date

[0 =]s[m =] Jzooz =] [or=]uf31 =] Jenz =] [January 2002 [ —
[zl for =], Jeoozz]  Joezlufes =] J2002 2] [Februany 2on2
03 =, [o1 = Jeone =] [o3=]s[50 ] 2002 =] [March 200z
: x|

Jmilzuuz = Im."z @ Are you sure you want to delete this biling cycle? o

Discard |

1 Click the trash can next to the billing cycle you want to delete.

2 Adialog box displays to confirm that you want to delete the billing cycle. Click OK to
delete.
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Exception Reporting

Use exception reporting to track expenditures, monitor spending trends, or manage
preferred vendors. You can analyze expenses by merchant, MCC, dollar amount, or
spending frequency and compile the data in one of three exception reports.

Analyze expenses by merchant or merchant category - Use merchant exceptions to track
merchants that are used the most or to monitor merchants that are “off limits”.
Exception reporting can complement supplier functionality by allowing administrators
to track activity for individual merchants or merchants under a specific MCC.

Track spending activity - Use account exceptions to identify accounts that exceed pre-
defined spending maximums: single, daily, or monthly transaction amounts, number of
transactions per day or month. Customizable settings allow you to track spending
activity for the entire company or just key accounts.

No processing required - Once exceptions are applied to a merchant, MCC, or an
account, transactions are flagged in real time, allowing users to run reports
immediately—no additional processing or waiting is required.

Exception Reporting Implementation

Exception reporting is available by user authority. The exception authorities are not part
of the SYSTEM DEFAULT templates for intermediate or supervisor users, but they can
be added to custom templates.

User Authorities for Exception Reporting

Company Intermediate Supervisor

Authority Administrator User User Description

Modify Exception v Enables the user to modify an exception field
for account, merchant, or merchant category
(MCC) exceptions.

View Exception v v v Enables the user to view account, merchant,
and merchant category (MCC) exceptions.

Print Account Activity Exception v v v Enables the user to print the Account Activity

Report Exception Report.

Print Merchant Exception Report v v v Enables the user to print the Merchant
Exception Report.

Print MCC Exception Report v v v Enables the user to print the MCC Exception

Report.
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Exception Reporting

Account Exception Reporting

Copyright 2005 MasterCard International

Use account exceptions to track spending activity at the company level or just for
selected accounts. For example, track accounts that exceed the maximum number of
transactions allowed per day or single transactions that go over a certain amount. The
Account Activity Exception Report compiles transactions by both company-defined and
account-defined exceptions.

Only merchant transactions can be flagged for exception reporting. Non-card
transactions are excluded from account exception reporting.

Exception Reporting for all Accounts
For a general overview of spending activity, set exceptions at the company level.

From the Company tab, select Company Preferences. Locate Exception Reporting - All
Cardholders.

Exception Reporting - All Cardholders

Single Transaction Amaount |1,5EIU.E|E|
Diaily Murnber of Transactions
Daily Arnount of Transactions
Monthly Nurnber of Trangactions

Monthly Amount of Transactions

Enter the applicable spending limits. Click Apply to save.

Exception Reporting for Individual Accounts
If only a few accounts require unique settings, you can override the company settings
and define exceptions on individual Account Maintenance screens.

Access the Account Maintenance record.

Exception Reporting

Exclude frorm Exception Reporting
Override Company Exceptions:
Single Transaction Amount

Diaily Murnber of Transactions
Daily Arnount of Transactions
Monthly Nurnber of Transactions

Manthly Amount of Transactions

Under Exception Reporting, enter the spending limits that apply to the account. Click
Apply to save.



Exception Reporting

Excluding Accounts from Exception Reporting
Accounts can be excluded when exceptions don’t apply.

Access the Account Maintenance record of the account you want to exclude.

Exception Reporing

( Exclude fram Exception Reparting I
Owverrid i

Singla Transaction Amount l—
Daily Mumber of Trangactions l—
Daily Amount of Transactions l—
Manthly Mumber of Transactions l—
Monthly Amount of Transactions l—

Check Exclude from Exception Reporting. Click Apply to save.
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Account Activity Exception Report

Exception Reporting

Account Activity Exception Report

INTERMATIOMNAL COMMUNICATIONS
HEADGQUARTERS

55 SIXTH AVE

SUITE 130 50TH FLOOR

MEW ORI, MY 10012 USA

REPORTING PERIOD: Posting Date: 08/01/2002 Thru 09/30/2002
Run a new Repart

o— COMPANY REPORTING
Single Transaction Amount Greater Than 1,500.00

Printable Wersion

JILL SMITH HHCHH- R 0H-3523 UNITED AIRLINES, 593 ARPORT ROAD, DALLAS, TH 09/06/2002
JOHN STEADMAR SOOI -3023 LUMITED AIRLINES, 599 AIRPORT ROAD, DALLAS, TX 09062002
MARY SMITH FOOOH O3 25 AMERICAN AIRLINES, AWENIDA DE PORTUGAL, DALLASIFW, WX 08/22/2002

AMERICAN AIRLINES, 539 AIRPORT ROAD, DALLASFW, TX 08108/2002

Daily Humber of Transactions Greater Than 5
NOACTIATY FOR SPECIFIED CRITERIA

Daily Amount of Transactions Greater Than 5,000.00
NOACTIATY FOR SPECIFIED CRITERIA

Monthly Humber of Transactions Greater Than 25
NOACTIATY FOR SPECIFIED CRITERIA

Monthly Amount of Transactions Greater Than 3,000.00

Marith

t Mumber
MARY SMITH

9— ACCOUNTS EXCLUDED FROM EXCEPTION REPORTING CRITERIA

nt Mame Jnit Number

O3 25

Aug 2002

JAMES CLEMENS
FIMBERLY HORTON

G— INDIVIDUAL ACCOUNT EXCEPTION REPORTING

MIKE JOHNSON XXXX-XXXX-XXXX-3723
Single Transaction Amount Greater Than 3,000.04

¥ ant O dtion
HOEHYOM-DORNG | INCH'ON, IN
GAME QUEST, ADELAIDE, SA
HOEHY OR-DOMG, INCH'ON, 1M

STEPHEMES HOREE EQUIPMENT, BRISBANE, QLD

Daily Humber of Transactions Greater Than 10
NOACTIATY FOR SPECIFIED CRITERIA

Daily Amount of Transactions Greater Than 10,000.00

08/29/2002
0812712002

Monthly Humber of Transactions Greater Than 50
NOACTIATY FOR SPECIFIED CRITERIA

Monthly Amount of Transactions Greater Than 20,000.00

HHHH-HRRK-KKKK-3823
HHHH-HRHRE-KHHH-3623

15,430.91
2897273

SALES & MARKETING CORPORATE
QPERATIONS MANUF ACTURING DIVISION PRESIDENT

Amourt
23 427 27

08/2872002

08/28/2002 5931 82
06/28/2002 554545
082712002 1543091

atal

honth
Aug 2002

50,077 .49

A The Company Reporting section of the report categorizes transactions based on
the company exception settings (for all accounts). Transactions are sorted by account

name.

B  The Accounts Excluded from Exception Reporting Criteria section of the report
lists any accounts that have been excluded from exception reporting.

C Individual Account Exception Reporting categorizes transactions based on the

account level exceptions.

Copyright 2005 MasterCard International
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Exception Reporting

Merchant Category Exception Reporting

Use merchant category exceptions to monitor transactions that correspond to a
particular Merchant Category Code (MCO).

Only merchant-initiated transactions are included in the report. Non-card transactions

and adjustments cannot be marked as exceptions.

From the Company tab, select MCC GL Maintenance screen.

MCC GL Maintenance

MCC Table: ADMINISTRATION -
CORPORATE COMTROLLER
Download MCC GL Codes

| Download MCCGLCodes | o |

Upload MCC GL Codes
[ Bowse. | [ UploadMCCGLCodes | @]

Applyl Discard Sart by MCC |

¢ MCC Des
0742 WETERINARY SERVICES

0763 AGRICULTURAL COOPERATIVES |2236981
0780 HORTICLLTURAL AND LANDSCAPING SERVICES |221 7843 [
-

1520 GEMERAL COMTRACTORS RESIDENTIAL AND COMMERCIAL RE7B931

|2298?45 r

Under Exception Reporting, check all of the MCCs that you want to mark as exceptions.
Click Apply to save.

1711 AR COMDITIONING, HEATING, PLUMBING CONTRACTORS
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Exception Reporting

Merchant Category Exception Report

Merchant Category Exception Report

&

|

INTERMATIOMNAL COMMUNICATIONS
HEADQUARTERS

55 SIXTH AVE

SUITE 130 50TH FLOOR

NEW YORK, NY 10012 USA

Printable Wersion

REPORTING PERIOD; Posting Date: 06/01/2002 Thru 06/30/2002 {.June 2002)
Run a new Repart
Merchart Name

GATEWAY CLEAMERS
LOS ANGELES, CA

Jrik Number

AR HHHE-31 26

(125.11)

0672252002 062472002 FRAMNCES MOORE HHRH-HHRRE-HHHH-3127 GATEWWAY CLEANERS 158.23
LOS ANGELES, CA

0B 82002 OB202002  DONALD MORRIS HHHHHHHH MMM 25 GATEWAY CLEANERS 3245
L0% ANGELES, .

Transaction 3 Total Amount: 65.27

Count:
7379 - COMPUTER MAINTENAHCE, REPAIR, AHD SERVICES
Posting Date A

Transaction Date nt hame E Jnt humber hierchart Mame Transaction Amourt
HHRR-RRRR-KHR-3126

06/24/2002 06/26/2002 DOMALD MORRIS ACE COMPUTER: REPAIR: (125.11)
LOS ANGELES, Ca
062212002 06252002 DOMALD MORRIS MMM MM -31 26 ACE COMPUTER: REPAIR 758.13
LOS ANGELES, CA&
06#10/2002 06/ 202002 FRANCES MOORE HHHH- MR- HHRE-3127 QUICKTIME COMPUTER REPAIR 28.95
LOS ANGELES, G
Transaction 3 Total Amount: 561,96
Count:
Total Count: 6 Grand Totak 727.23

MERCHANT CATEGORIES WITHOUT ACTIVITY

7211 - LAUNDRY SERVICES FAMILY AND COMMERCIA

7216 - DRY CLEAMERS

7361 - EMPLOYMENT AGEMCIES, TEMPORARY HELP SERYVICES

A The Merchant Category Exception Report categorizes transactions by MCC, helping
managers and administrators better understand the types of expenses incurred by
the organization.

B  Merchant Categories without Activity lists MCCs that have been marked as

exceptions, but do not have activity during the specified reporting period. This
section of the report displays only for company administrator users.

Merchant Exception Reporting

Copyright 2005 MasterCard International

Use merchant exceptions to flag transactions associated with an individual merchant.
For example, use merchant exception reporting to track spending activity for specific
merchants, providing additional data for contract preparation or negotiations. Or, if a
certain merchant is not a preferred vendor, mark it as an exception for tracking
purposes.

Marking a merchant as an exception will not prevent cardholders from using the
merchant, but if a cardholder charges transactions to that merchant, the transactions will
be identified in the Merchant Exception Report.

Merchant exceptions are based on a unique Merchant ID, which identifies a merchant
based on the merchant name, city, and state. Merchants with the same name, but a
different city and state may have different Merchant IDs. This lets users identify a
specific merchant that might be part of a chain.

Only merchant-initiated transactions are included in the report. Non-card transactions
and adjustments cannot be marked as exceptions.



Exception Reporting

Access the Merchant Detail record of the merchant that you want to flag for exception

reporting.

Finanecial : Merchant Detail

Apply | Discar | Supplier Setup
Merchant

Merchart Name PC CITY

Address 34 MOMTGOMERY

Address 2

City Mame: BOSTOM

State [ Pravince (7Y

Postal Code

Courtry Code Usa

Phaone Mumbers E142245555

Merchart Category Codle 5045 - COMPUTERS, COMPUTER PERPHERAL EGLIPMENT, SOFTWARE

Unicue Mercharit 1D 544400009045967

Merchart Tax ID 341573733

Alternate Tax D 45-4322451

Sole Proprietor Mame

Legal Corparste Name PCCITY

Dun & Bracstreet Mumber 10066

Exception Reporting Ird

Check Exception Reporting. Click Apply to save the setting.

Merchant Exception Report

Merchant Exception Report

INTERMATIONAL COMMUNICATIONS &
HEADQUARTERS

55 GIXTH AVE
SUITE 130 50TH FLOOR
NEW YORK, MY 10012 USA

REPORTING PERIOD: Posting Date: 06/01.2002 Thru 06:30.2002 {June 2002)
Run a new Report

e— MAIN STREET OFFICE SUPPLY - 5943 - OFFICE, SCHOOL SUPPLY, AHD STATIOHERY STORES
LOS AMGELES, C&

0632002 06/ 62002

Printable Version

urt
(235.24)

MR HHH-3126
06/ 452002 06162002 DONALD MORRIS HHHM-HHMK-KHHE-3126 55613
08142002 06162002 FRAMCES MOORE HHHH-HRRRE-KKKE-3127 2385
084132002 06162002 FRAMCES MOORE HHHH-RRRE-KKRE-3127 10877

Transaction Count: 4
Total Count: 4

BISTRO 6 - 5812 - EATING PLACES, RESTAURANTS
LOS ANGELES, CA

OLIVE GARDEM - 5812 - EATING PLACES, RESTAURANTS
LOS ANGELES, CA

Total Amount: 453.51
Grand Total: 453.51

A Any transactions that have been charged to the flagged merchant are listed in the

Merchant Exception Report.

B Merchants without Activity lists merchants that have been marked as exceptions,
but do not have activity during the specified reporting period. This section of the

report displays only for company administrator users.
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