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Log in to your account using your username and password.

Once logged in, you will see your main dashboard.

+  Click on the “View Dashboard” button to navigate to your Corporate Purchasing program
dashboard.

MyDashboard ~ SearchCards  Reports~  MyAccount~ {83~

Qspend Demo (Customer Admin) ~

My Dashboard ABC Spend Co- Demo

Corporate Payments Corporate Purchasing Corporate Rewards

P ; dashReward
L) :

Customer Programs
Corporate Purchasing - Mastercard- Spend- No Cash + International- Personalized

View Dashboard

+  You are now in “Roster View.” From here, you will be able to access the following:

- Company vault balance
- Fund requests from cardholders
- Cardholder details and management

- Toggle between active and/or archived team members

g) dash MyDashboard ~ SearchCards ~ Reports  MyAccount~ €3+ (}Speﬂd Demo (Customer Admin) v

Spend Dashboard

ABC Spend Co- Demo

Card Management Vault Manager Category Management Bulk Load/ Bulk Unload Team Transactions
Company Vault Balance: $108.93 Fund Requests: o Roster View:

Ql B Export

Total: 7 Records/page v

NAME CARD# BALANCE CARDHOLDER TYPE CARD STATUS
5552 Gardnolder ACTIVE
254 Cardnolder ACTIVE
1293 Cardhoider READY
8081 Candholder REPLACED

lirights

.




«  From the “Roster View Dashboard”, you can:
- Order and Register cards
- Manage company vault
- Manage categories
- Bulk load and unload cards

- Export consolidated team transaction reports

Under Card Management, you have the ability to order single cards or place bulk card orders.

To order a single card:

+  Click on “Order Single Card” tab

;) dash MyDashboard ~ SearchCards ~ Reports=  MyAccount~ &8~ QSpem Demo (Customer Admin) =

< Spend Dashboard

Card Management

Order Single Card

———— #) dash MyDasnooara  SearcnCards  Reports~  MyAccount~ 3~ ((J)spenaem Gustomer samin) -
STEP10F3 Enter Card Information -

STEP20F3  EnterCardholder Information PRODUCTTYPE : Corporate Purchasing
CardType* Enter Cardholder' personal details Shipping Address (NO PO BOXES)
Physical Card Digital Card St oo Mddle il Same as Residential Address
Preferred Shipping Method® Estimated Shipping Cost Last Name* suftix PR
e cool
USPS First Class o sso
Prone” SSNIAccess Code® s s
oo Emai ity Shotee a
Otner LoagAmount
Enter Cardholder's Residential address
Address Line 2
city: stater zp*

o Enter cardholder details for all fields with a red asterisk. This includes:
- First/last name
- Phone number

- SSN/Access Code

You will need to input a number in this field. This can be a generic, 9-digit access code
such as a tax ID number or employee ID number. If you do not have either of these,
please input a generic number of your choice. This number will be used for identity

verification if/when calling customer service.
- Cardholder date of birth
- Physical address

+  Click “Next Page”, which will take you to a confirmation page to place the order.



- If cards will not be issued under a specific individual’s name, you can use the first and last name

areas to describe the entity in which the card will be used.

e.g. First Name: 123 Main Last Name: Street or First Name: Star Last Name: Management 1,

First Name: Star Last Name: Management 2

- Please note, this is the name that is printed on the purchasing card. There is a 21 character limit

on first and last name combined, including spaces.

To order bulk cards:
*  You have the option to ship cards in bulk via UPStoa single address or ship cards individually via USPS

to multiple addresses.
+  Click on “Order Multiple Cards” tab

+  Click on “Download Template” button at bottom of screen

#) dash MyDasnoosrd  SearchCards  Reports~  MyAccount~ @3+ Qspem Demo (Customer Admin) +

Order Multiple Cards

STEP10OF2 Enter Card Information PRODUCTTYPE : Corporate Purchasing

at first and when account information s available the

MY PAYMENT CARD.
05 arc populated. Any change in the format after tho valuos are

Card Type*

Physical Card Digital Card

- J

+  Open up template and enter the required cardholder information, including:
- First/last name

- Phone number
- SSN/Access Code

You will need to input a number in this field. This can be a generic, 9-digit access code
such as a tax ID number or employee ID number. If you do not have either of these,
please input a generic number of your choice. This number will be used for identity

verification if/when calling customer service.
- Cardholder date of birth
- Physical address
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«  Note: “Fourth Line” is used ifyou would like the card embossed with company name or other

message (character limit is 21 including spaces).
Besure to read through the important notes for formatting.

+  Once you have completed the template, save the file with a unique name then upload the saved file

to the Upload N\ultiple Cardholders Data area to process the order.

Your vault has an established account and routing number that allows you to push funds from an external
source directly into the vault. Once funds are available within your Company Vault you are able to
move funds to cards in real time. Your current vault balance, vault transaction history, and vault account

number can always be found here.

3) dash MyDashboard ~ SearchCards  Reports~  MyAccount~ 83~ Qs;;em ermo (Cumromer Admin) =

< Spend Dashboard
Vault Manager

Balance: $36.77 Vault Account Number

[@ Vault Statements

al From: To: ok 5 = Bexport
& 06/07/2025 & 06/13/2025

Please select an option above to display transactions

-
\-

Vault Account Number X

Use the information below to initiate a transfer from your bank to your Company
Vault

Account Name Routing Number Account Number
ABC Test Master PT 073972181 2538724544808

Virtual

Funds can be loaded onto cards once you have sufficient funds in your Company Vault.
+ In Dashboard/Roster View, you will see all cards listed with current balance and card status.

+  Find the cardholder you'd like to fund and click “Move Money”.



« Click “Load Funds” on the popup and enter the amount you would like to load on the card. Add
comments if needed. These comments can be viewed by the cardholder within the cardholder
application. Comments will also carry over into reporting. Once you click the Move Money button,

money will be moved instantly from your Company Vault to the card.

4 _ N
Move Money to Card x

How much do you want to move?

$1.00

-5332

=$6.00

“Click the arrows to swit money

tovault

Comment

Business Travel

MOVE MONEY

+  Once submitted, you will be taken to the Roster.

g) dash My Dashboard Search Cards Reports ~ My Account ~ @ -

Qspem! Demo (Customer Admin) ~

Spend Dashboard

ABC Spend Co- Demo

Card Management Vault Manager Category Management Bulk Load/ Bulk Unload Team Transactions

Company Vault Balance: $35.77 Fund Requests: NiA

Roster View:

Q ‘ a € @ Expont
Total: 6 Records/page~
NAME CARD# BALANCE CARDHOLDER TYPE CARD STATUS

5332 Cardholder ACTIVE MoveMoney Freeze History

2555 Cardholder READY

1293 Cardholder READY

3238 Caranolder READY

1683 Cardholder READY MoveManey Freeze History

3208 Cardholder READY e Histor

Bulk Load / Bulk Unload allows you to load or unload more than one card at a time.

«  From the dashboard, click on “Bulk Load / Bulk Unload” and then toggle to Bulk Load or Bulk
Unload at the top, depending on the action you would like to take. Download the template and enter

the proxy number that you want to load or unload.

- Note: be sure and lead with an ¢

[}

_”and then the amount you want loaded on the card or

unloaded off of the card. You do not need to add the $ sign.




3) dash MyDashboard ~ SearchCards ~ Reports~  MyAccount~ 83+ Qspend Demo (Customer Admin) ~

Spend Dashboard

ABC Spend Co- Demo

Card Management Vault Manager Category Management Bulk Load/ Bulk Unload Team Transactions
Cornpany Vault Balance: $36.77 Fund Requests: N/A RosterView:
al B Export
Total: 3 Records/page~
NAME CARD# BALANCE CARDHOLDER TYPE CARD STATUS
5332 o Carhoider ACTIVE MoveMoney Freeze History
9565 o Garghoider READY Movel
1203 o Cardhoider READY Mo

®) dash w cnCarss  Reports-  Mysccount- @~ Qo

# dash MyDasnooard  SearcnCarce

Load Multiple Acct p on PRODUCTTYPE : C

PRODUCTTYPE : Corporate Purchasing

ApplyDate

sopiyDate

«  First/last name and comment columns are optional, but this information may be helpful for reporting
purposes.

+  Save the file with a unique name and then upload to the Upload Multiple Cardholders Data area. Your

file will now be processed. Please note, this could take up to one hour for full completion.

For reporting transparency, by default, we have enabled standard categories that cardholders can choose

from after a transaction has been made.

«  These categories are automatically enabled but can be disabled by using the associated toggle button.
There is also an option to add custom categories for your specific business needs. Categories filter back

into business reporting when associated with a transaction.



Category Management x

uter Related

Contractea Services

Dining

The Team Transactions report allows you to pull consolidated transaction history across all cards within

the date range of your choice.

«  Here, you can export this report in either Excel, CSV, or a Quickbooks-accepted format.

g) dash MyDashboard ~ SearchCards ~ Reports~  MyAccount~ £ ~ ( ‘)Spem, Do (Gstomer Admio) &

< Spend Dashboard
Team Transactions

Start Date EndDate* Customer* Customer Program*

No records to display

0 =l ansa a- Sp a es P alized_100620250 O
Dra D Acro
- © 7 B
& [ Fo =
7 s = D
CardholderFirstName Cardholdertast? CardNumber TransactionDate TransactionAmount  Category MCCGroup Description Merchant| MerchantAddre: Merchant; Merchants Merchant: PO}
TIFFANY TEST 5327 05/08/2025 o84 Retail Outlet Services K #
TIFFANY TEST 5327 05/08/2025 "1.33 Retail Outlet Services
TIFFANY TEST 327 05/05/2025 "3.18 Groceries Retail Outlet Services K #
TIFFANY TEST 5327 05/05/2025 5
TIFFANY TEST %5327 04/15/2025 %
TIFFANY TEST 5327 02/28/2025 "14
BRAD ELSINGER 1362 02/28/2025 5
BRAD TEST 014 02/28/2025 .01

Cardholders can keep track of spending and balance, within the MyDashCard mobile app or on a
desktop via MyDashCard.com. Here, they can upload a receipt, categorize a transaction, and leave a

comment against the transaction that will carry through to business reporting.

( )

Download the MyDashCard mobile app from
the app store OR login at mydashcard.com.




el

Request Funds More

UNTAGGED EXPENSES

View All Transactions

FUNDING REQUESTS

Funding Request $1.00
adobe subscription Pending Approval

See Request History

5 H &

HOME CARDS ADDNEW PROFILE SETTINGS

\- —_— J

A user can click an individual transaction to categorize, upload, and comment on the purchase. Once

that information has been entered and saved, the transaction is removed from the untagged expenses

area and the user can click the View All Transactions link to review or make adjustments.

Transaction Details

Card Ending In - 0085

s}

WALMART.COM
-$41.68

Transaction Details

Description PreAuth Trace ID: MPWTHJIMN ;
Type Purchase PreAuthorization
Transaction Date April 17,2024
Posted Date April 19,2024
Status SETTLED
Address

9 o

Bentonville

.Centerton r
/ @

€Maps Lesal
\_

Select Image

Click a picture or select an image from
gallery

OPEN CAMERA

OPEN GALLERY

Transaction Details

Card Ending In - 0085
Category
513001 - Employee Activities

Memo

office expenses

PO Number

LAVETTE PROJECT

Photo Receipt

See back of receipt for your chance
to win $1000

ID 8:  720(25236BA

Walmart >;<

Save money. Live better.

( 916 ) 968 - 2258
MANAGER RENE PUENTES
3451 TRUXEL RD

SACRAMENTO CA 23456
ST# 01234 OP# 567890 TES 23 TR® 03111
PRODUCT SERIAL 8 TH66B3C12Z
HP ENVY 4512 012345678976 E;gg X




A cardholder can request funds from an admin by clicking the Request Funds button in the cardholder

application. The cardholder will be prompted to enter in an amount and reason for requesting the

funds. Once requested, an email will be sent to the portal admin.

Request Funds Confirm Request Request Funds History
Filter
JULY 11,2024
Amount
2 Funding Request $2.00
For What € business supplies Pending Approval
business supplies JUNE 27,2024
?
For What ? Funding Request $1.00
isifess Subplies adobe subscription Pending Approval
$107.05 $109.05
wsace P s
REQUEST FUNDS
p— CONFIRM REQUEST
CANCEL

The company admin will receive an email alerting them of the request. The email will provide details of
the request, as well as a link directly to the admin portal. The admin can approve or decline the request
with a reason. If approved, the card will be automatically funded from the Company Vault. If declined,

the cardholder will receive an alert that the request was declined.

3) da Sh My Dashboard Search Cards Reports ~ My Account ~ @ - QSpend Demo (Customer Admin) +

Spend Dashboard

ABC Spend Co- Demo

Card Management Vault Manager Category Management Bulk Load/ Bulk Unload Team Transactions
Company Vault Balance: $108.93 Fund Requests: 0 Roster View:
Q e c Export
Total: 8 Records/page v
NAME CARD# BALANCE CARDHOLDER TYPE CARD STATUS
5332 0 Cardholder ACTIVE Move Money Freeze History

\ ELIZABETHCOOK 2341 S Cardholder ACTIVE Move Money Freeze History /

3) da Sh My Dashboard Search Cards Reports ~ My Account v @ - @Spend Demo (Customer Admin) ~

< Spend Dashboard

Fund Requests 2 Q
Start Date End Date Select Customer
& 2025-06-29 B 2025-07-30 v

Pending Declined

No records to display




