
Corporate Cards Online Portal 

ASEAN FOR YOU 
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Overview 

Corporate Card Portal- BizFuse 

Web-portal for Corporate and Bank back-office users 

Administer corporate card settings, view card balances, statements, 
etc.  

Make payment to merchants 
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Overview 

Company Program Administrator 
(CPA) to administer account on 
behalf of the corporate 

CPA is able to make payments, 
reset password, create users, 
view reports, upload billing files 
to merchants, etc.  

Corporate Account Cardholder Account Merchant Account 

Cardholders will be able to 
manage their own account, view 
statements, view account 
information, etc.   

Allows merchant to upload billing 
file and manage its distributors for 
effectively 

Corporate Cards Online 
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Login Page 

Enter User ID 
Click here to reset 

password via 

phone number 

registered 

Enter password 

Click here for first 

time login 

Switch to Smart 

Data Portal 
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New User Registration 

Enter User ID received via 

email for first time login 

1 

Request for Verification Code 

2 

Enter Verification Code 

received via SMS  

3 

After submitting activation code, the system will prompt the user to create new password 

4 
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Forgot Password 

Enter existing User ID to reset 

password 

1 

Request for Verification Code 

2 

Enter Verification Code received 

via SMS 

3 

After submitting activation code, the system will prompt the user to create new password 
4 
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Home Page 
Select viewing option 

Select Cardholder 

view 
Select Corporate view 
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Section 1 

Corporate Cards Online Corporate View 
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Account 

 

The function of the Account tab is to grant the user an overview of overall information on cards created. User can also access  card-specific information 
according to each corporate account created 

Tab Name  Function 

Information  User can view total number of cards and total transaction amount for selected period by card type 

Balance  User granted access to view Credit Limit and Available Credit Limit and Current Month and Last Month Balance.  

Authorized Transaction  Authorized Transaction history customizable by:  
 Date and Time  
 Card Name  
 Card Type  

Posted Transaction  Posted Transaction history customizable by:  
 Date and time  
 Card Name  
 Card Type  

Payment Generate file to upload onto Bizchannel to make payment for Corporate Card outstanding amount 
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Account 
Information 

 

Select corporate 

account to view 

information 

Information of 

specific hierarchy 

level 

Select corporate 

account to view 

information 

Quick view of total 

transaction amount by card 

types for specific period 

selected 
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Account 
Balance 

 Total credit limit 

Total credit limit 

granted for each 

corporate level in 

the hierarchy  

Total credit limit not 

yet drawn down 
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Account 
Balance 

 Current month balance 

Displays current month 

balance for each 

account entity 
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Account 
Balance 

 Last statement balance 

Displays your last 

statement balance 

for each account 

entity 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjxi8rm46XKAhUGA44KHQ-_DnYQjRwIBw&url=http://www.pmhub.org/&bvm=bv.111396085,d.c2E&psig=AFQjCNGtFUrWH076PGB0Xn54ip3emRbfAQ&ust=1452739827337533
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVxc-R5KXKAhWDU44KHdO8Be0QjRwIBw&url=http://simpleicon.com/user.html&bvm=bv.111396085,d.c2E&psig=AFQjCNFHtUVcXg1a2Fa00KCldb9qhajmwQ&ust=1452739888572463
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwik4dW75KXKAhVNbY4KHXdaCs8QjRwIBw&url=http://freeflaticons.net/ecommerce-flat-icons/shopping-cart-trolley-free-e-commerce-shopping-flat-icons&bvm=bv.111396085,d.c2E&psig=AFQjCNFCx22ateBKQvK1AebtCjmGst6o6w&ust=1452740020729727


14 

Account 
Authorized Transaction 

 

After making a transaction, the transaction will appear under the 

Authorized Transaction Screen to be processed by the bank.  

 

This tab allows the Corporate to view all authorized transactions by date, 

card name or description. User is able to export transaction information by 

clicking the Export Tab. 
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Account 
Posted Transaction 

 

After a transaction has been authorized, 

transactions will appear in posted 

transaction screen. User is then able to 

view posted transactions and export file in 

Excel format 
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Account 
Payment 

 

Generate a monthly payment form of which will be uploaded onto 

Bizchannel to make full repayments for the Corporate account 

 

In the foreseeable future, auto repayment can be done via Bizchannel 

without having to upload Payment file 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjxi8rm46XKAhUGA44KHQ-_DnYQjRwIBw&url=http://www.pmhub.org/&bvm=bv.111396085,d.c2E&psig=AFQjCNGtFUrWH076PGB0Xn54ip3emRbfAQ&ust=1452739827337533
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVxc-R5KXKAhWDU44KHdO8Be0QjRwIBw&url=http://simpleicon.com/user.html&bvm=bv.111396085,d.c2E&psig=AFQjCNFHtUVcXg1a2Fa00KCldb9qhajmwQ&ust=1452739888572463
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwik4dW75KXKAhVNbY4KHXdaCs8QjRwIBw&url=http://freeflaticons.net/ecommerce-flat-icons/shopping-cart-trolley-free-e-commerce-shopping-flat-icons&bvm=bv.111396085,d.c2E&psig=AFQjCNFCx22ateBKQvK1AebtCjmGst6o6w&ust=1452740020729727


17 

Statement 

 

The function of the Statement tab is to view, summarize and download card statements, tax invoices and card summaries. Users can also edit email 
recipients of card statement.  

Tab Name  Function 

Card Statements  View card statements linked to a selected corporate account, refine search by card name or type, summarize by 
date or number and download statements into PDF format 

Tax Invoice  View tax invoices linked to a selected corporate account, summarize by tax invoice date or card number and 
download statements into Excel format 

Card Summary  View and download Corporate Card Summary statement displaying all card statement balance and transaction 
details by card 

Statement Emailer  Add and/or remove email recipients of card statement 
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Statement 
Card Statement 

 

Search for historical card 

statements by card name 

and/or card type 

View card statements 

found and/or select card 

statements to download in 

PDF format 
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Statement 
Card Statement 

 Sample Statement of Account 

All cards of the same type 

(i.e. Travel & Entertainment 

Card) will receive State of 

Card Account on the same 

date.  

 

Individual cardholders will 

receive its own Statement of 

Card Account for reference 

while the Corporate will 

receive a Card Summary 

Statement stating net 

payable amount. 

 

Note: All statements are 

retrievable on the portal. No 

physical statements will be 

sent. 
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Statement 
Tax Invoice 

 

Search historical tax invoice 

statements by card name or card 

type to view and/or download in 

PDF format 
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Statement 
Tax Invoice 

 Sample Tax Invoice 

Tax Invoice statement 

provides information on the 

fees and charges that are 

imposed by the bank on the 

Corporate 

 

 

 

 

 

 

 

 

 

 

Note: All statements are 

retrievable on the portal. No 

physical statements will be 

sent. 
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Statement 
Card Summary 

 

Search Corporate Statement Report by 

date to view and download in PDF 

format 
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Statement 
Card Summary 

 Sample Corporate Statement Report 

Corporate will receive 

monthly Corporate 

Statement Report, 

summarizing transactions 

made by each card and net 

payable amount.  

 

All payments due are 

payable by the Corporate 

and not the Cardholders. 

 

 

 

 

 

 
Note: All statements are 

retrievable on the portal. No 

physical statements will be 

sent. 
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Statement 
Statement Emailer 

 

Edit email 

recipients of card 

statements  
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Statement 
Statement Emailer 

 

CPA can add/edit/remove recipients for specific card 

statements on a monthly basis. Search for specific 

card number or card type to change recipient. All card 

statements will be sent via Email 
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Statement 
Statement Emailer 

 Edit statement recipient 

Displays existing statement recipients for a 

particular card. Add and/or remove email 

address as recipients accordingly 
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Card Management 

 

The function of the Card Management tab is to manage cards be it existing cards or apply for new cards.  

Tab Name  Function 

Card Members Displays the entire sub-hierarchy of a selected corporate account including credit limit and information of each card and account 

Change Card Limit Request to change card limit for specific card number (subject to approval) 

Control Transaction Create transaction controls for specific cards  by setting a transaction limit for specific merchant categories (i.e. airlines) 
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Card Management 
Card Members 

 

Search for card name/card type to view the entire 

sub-hierarchy and information pertaining card 

including credit limit at each hierarchy level 
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Card Management 
Change Card Limit 

CPA may submit request to change card limit (within granted 

credit limit) for specific card number, subject to the approval of 

the approver (i.e. department head) 

 

CIMB will make necessary changes should the new credit limit 

fall within the company’s overall credit limit 

 

Should the new request fall beyond the company’s overall 

credit limit, credit assessment will be done on the cardholder 
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Card Management 
Control Transaction 

Select specific card to control transactions. 

CPA is able to limit transaction amount for a 

particular time period (i.e. 2 weeks) for 

specific merchant category (i.e. restaurants) 
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Card Management 
Control Transaction 

View all control 

history made for 

specific card  

View control history 
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Billing 
Billing File Upload 

The function of the Billing tab is to upload and view billing files of which will instruct the bank to make payment accordingly to respective 
merchants 

Tab Name  Function 

Billing File Upload Upload billing file be it a single merchant or multiple merchants of which will be processed and made 
payments to the respective merchants 

Upload History View historical billing files uploaded 
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Billing 
Billing File Upload 

CPA will upload a file of which will instruct the bank to make payment 

to the respective merchants 

 

Merchants will not be able to view file uploaded but will however be 

able to view the transaction when the amount has been paid 
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Billing 
Upload History 

Allows CPA to historical 

displays billing files that 

have been uploaded 
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Report 
View Report 

The function of the Report tab to view and download reports generated from Corporate Cards Online for monitoring purposes. 

Tab Name  Function 

View Report View and download all reports generated from corporate level including  Statement Summary, Spending 
Report, Spending Report by Industry to better analyze company’s spending trends 
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Report 
View Report 

View particular report type for a 

specific time period and download 

in PDF format 
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Tasks 
Pending Task 

The function of the Task tab to 

Tab Name  Function 

Pending Tasks View all tasks that are currently pending (i.e. request to change credit limit) 

Approval Matrix Allows to view, edit, and create approvers for selected actions (i.e. apply new card) 

Task History View all historical tasks and status be it pending or declined 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjxi8rm46XKAhUGA44KHQ-_DnYQjRwIBw&url=http://www.pmhub.org/&bvm=bv.111396085,d.c2E&psig=AFQjCNGtFUrWH076PGB0Xn54ip3emRbfAQ&ust=1452739827337533
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVxc-R5KXKAhWDU44KHdO8Be0QjRwIBw&url=http://simpleicon.com/user.html&bvm=bv.111396085,d.c2E&psig=AFQjCNFHtUVcXg1a2Fa00KCldb9qhajmwQ&ust=1452739888572463
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwik4dW75KXKAhVNbY4KHXdaCs8QjRwIBw&url=http://freeflaticons.net/ecommerce-flat-icons/shopping-cart-trolley-free-e-commerce-shopping-flat-icons&bvm=bv.111396085,d.c2E&psig=AFQjCNFCx22ateBKQvK1AebtCjmGst6o6w&ust=1452740020729727


38 

Tasks 
Pending Task 

Displays information of all 

pending tasks according to 

search requirements  
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Tasks 
Approval Matrix 

Assign and edit users 

as approvers for 

requests made 
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Tasks 
Approval Matrix 

Assign and edit users 

as approvers for 

specific requests 

made 
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Tasks 
Approval Matrix 

Edit first and second 

approver for specific 

request type 
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Tasks 
Task History 

View all historical tasks and 

information pertaining the 

request (i.e. status, request 

type) 
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Quick Tab 

Tab Name  Function 

Corporate Displays current view. Users are able to switch view by clicking it (if applicable) 

Inbox View and search messages in inbox 

My Profile View and change information pertaining account (e.g. email, contact number) and reset password 

Access Control Create new role with customized viewing options in all views and edit existing roles 
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Inbox 

 

Search for messages 

by date or message 

type 

Unread messages 

will be highlighted 

Displays messages 

in inbox 

2 

Message display after 

selecting specific 

message to view 

3 

1 
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My Profile 
 

View and edit current user 

profile and change account 

password 
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My Profile 
Edit Profile 

 

View details 

of profile 
User is able to edit 

profile by clicking this 

button 

Save changes 

System will prompt 

for confirmation of 

changes 

1 2 3 

4 
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Change Password 
 

User is able to change 

password without the 

approval of the 

Company Program 

Administrator 

New password will be 

effective immediately 

after submission 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjxi8rm46XKAhUGA44KHQ-_DnYQjRwIBw&url=http://www.pmhub.org/&bvm=bv.111396085,d.c2E&psig=AFQjCNGtFUrWH076PGB0Xn54ip3emRbfAQ&ust=1452739827337533
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVxc-R5KXKAhWDU44KHdO8Be0QjRwIBw&url=http://simpleicon.com/user.html&bvm=bv.111396085,d.c2E&psig=AFQjCNFHtUVcXg1a2Fa00KCldb9qhajmwQ&ust=1452739888572463
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwik4dW75KXKAhVNbY4KHXdaCs8QjRwIBw&url=http://freeflaticons.net/ecommerce-flat-icons/shopping-cart-trolley-free-e-commerce-shopping-flat-icons&bvm=bv.111396085,d.c2E&psig=AFQjCNFCx22ateBKQvK1AebtCjmGst6o6w&ust=1452740020729727


48 

User 

 

The function of the User tab is to allow the CPA to create new user account for employees, manage existing user accounts and view user activity report 

Tab Name  Function 

User Creation Create new user account and assign it to specific card numbers and corporate accounts 

User Management  Manage existing user accounts, edit information or change roles 

User Activity Report Similar to an audit trail, it displays to activities of the Account user (i.e. reports or requests made) 
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User 
User Creation 

 User Profile 

Enter all mandatory 

fields for new user Assign one or more roles to the new user whom 

which will have varying accessibility on the portal 

depending on the latest configurations made.   

CPA is able to create more roles and make changes 

to existing roles under Access Control 

1 2 
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User 
User Creation 

 User Profile 

Each division/department/unit will have its own 

account number. Assign user to a specific account 

number 

3 

Assign new user to a specific card number 

as nominated (if any) 

4 
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User 
User Management 

 

Select user to edit 

profile (e.g. change/add 

role), reset password or 

disable account 

Enter existing user 

name to search 

1 

2 
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User 
User Management 

 

Search existing 

user name Select tab that you 

wish to edit 

Edit User 

Save changes made to 

user profile 

1 

2 
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User 
User Activity Report 

 

Specify date to 

search user activity 

report 
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Access Control 
Role Management 

 

The function of the Access Control tab is to allow the CPA and IPA to create new user roles and manage existing roles created on behalf of the corporate 

Tab Name  Function 

Role Creation Create new roles to assign to users such as Cardholder, Approver, etc. with customized viewing options and 
accessibility on the portal 

Role Management Manage existing roles created and edit accessibility in different viewing options 
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Access Control 
Role Creation 

 

Create new role name 

Customize 

viewing access 

on Corporate 

Menu 

Customize 

viewing access 

on Merchant 

Menu 

Customize 

viewing access 

on Cardholder 

Menu 

Submit to create new 

role 

1 

2 3 4 

5 
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Access Control 
Role Management 

 

Select action to 

view, edit or delete 

role 

Search for existing role name to 

view, edit, and delete 

1 

3 

Displays the number of users 

that have been assigned to 

particular role 

2 
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Access Control 
Role Management 

 

Existing access for 

searched role on 

Corporate Menu 

Edit accessibility of 

existing role for each 

menu  

3 
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Help 
Tips 

 

Help provides brief 

description to assist user 

on the section 
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Section 2 

Corporate Cards Online Cardholder View 
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Account 
Information 

 

View information on 

card selected 
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Account 
Information 

 

Registered card 

information by 

user 

Displays all general 

information related to the card 

selected 
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View card transactions 

within a specific date 

range 

Account 
Transaction 
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Account 
Transaction 

 

Search for a date 

range 

1 

Submit search 

2 

Displays all transactions found 

for card within searched range 

3 
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View card 

statements 

View Statement 
Card Statement 
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View Statement 
Card Statement 

 

View card statements 

searched or select specific 

card statements to download 

In PDF format 

3 

Search for historical card 

statements by date 

1 

Sample Statement of 

Card Account 

4 

Cardholder may unsubscribe 

from receiving Card Statement 

and  

re-subscribe thereafter 

2 
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View card tax 

invoice by date 

View Statement 
Tax Invoice 
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View Statement 
Tax Invoice 

 

Submit search 

2 

Select specific invoice and 

download in PDF format 

3 

Search for historical 

tax invoice by date 

1 
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Card Management 
Request New PIN 

 

System will prompt for 

confirmation for new PIN 

request 

4 

Choose PIN  

delivery method 
Submit request 

3 2 

Enter card number for 

new PIN request 

1 

Cardholder will receive 

new PIN via specified 

delivery method 

5 
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Section 3 

Corporate Cards Online Merchant View 



70 

View basic 

information of 

merchant and sales 

history 

Account 
Information 
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View basic 

information of 

merchant 

Snapshot of sales 

amount (gross and net 

sales) for specific 

period 

Account 
Information 
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Account 
Statement 

 

View historical 

merchant statements 
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Account 
Statement 

 

Search for historical 

merchant statements by 

date 

View merchant 

statements found within 

date range searched 

1 

2 

Select merchant statements to 

download in PDF format 

 

Statement will be stored in a 

zip file 

3 
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Account 
Statement 

 

After selecting file to download, Merchant 

Statement will be stored in a ZIP file in 

PDF format 

 

Displays information such as: 

 Sales amount 

 Amount of returns 

 Payment amount 

 

4 

Merchant Statement Sample 
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Account 
Tax Invoice 

 

View historical tax 

invoices billed to the 

merchant 
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Account 
Tax Invoice 

 

Search for historical tax 

invoices by date 

View tax invoices found 

within date range 

searched 

1 

2 

Select tax invoice to download 

in PDF format 

 

Statement will be stored in a 

zip file 

3 
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Account 
Statement 

 

After selecting file to 

download, Tax Invoice will be 

stored in a ZIP file in PDF 

format 

4 

Tax Invoice Sample 
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Inquiry 
Authorized Transaction 

 

View all authorized 

transactions of the 

selected merchant 

account 
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Inquiry 
Authorized Transaction 

 

Search for specific 

authorized transactions  

Displays transactions that 

satisfy search criteria 

including card number 

involved, amount and 

authorization date 
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Inquiry 
Posted Transaction 

 

View all posted 

transactions of the 

selected merchant 

account 
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Inquiry 
Posted Transaction 

 

Search for specific 

posted transactions  

Displays transactions that 

satisfy search criteria 

including batch number, date 

posted, amount and 

settlement date 
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Billing 
Distributor List 

 

View a list of 

distributor linked to 

the merchant 
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Billing 
Distributor List 

 

Search for distributor 

by distributor name or 

status 

List of distributors that 

meet the search criteria. 

Displays distributor name, 

card number status and 

available credit limit 
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Billing File Upload 

 

Either the Distributor (Corporate Account) 

or Merchant may upload the Billing File 

(subject to the agreement between both 

parties) 

 

The Billing File acts as an instruction for 

bank to make payment to the Merchant 

from the Distributor’s account 
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Billing 
Billing File Upload 

 

Merchant to upload the Billing 

File of which will instruct the 

bank to collect payment from 

the Distributor 
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Upload History 

 

View historical billing files 

that have been uploaded 

be it successfully recorded 

ones or failed records 
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Billing 
Upload History 

 

Search for billing files by 

upload date to view file 

name, when file was 

processed and uploaded 

Download historical 

files uploaded in 

Microsoft Excel format 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjxi8rm46XKAhUGA44KHQ-_DnYQjRwIBw&url=http://www.pmhub.org/&bvm=bv.111396085,d.c2E&psig=AFQjCNGtFUrWH076PGB0Xn54ip3emRbfAQ&ust=1452739827337533
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVxc-R5KXKAhWDU44KHdO8Be0QjRwIBw&url=http://simpleicon.com/user.html&bvm=bv.111396085,d.c2E&psig=AFQjCNFHtUVcXg1a2Fa00KCldb9qhajmwQ&ust=1452739888572463
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwik4dW75KXKAhVNbY4KHXdaCs8QjRwIBw&url=http://freeflaticons.net/ecommerce-flat-icons/shopping-cart-trolley-free-e-commerce-shopping-flat-icons&bvm=bv.111396085,d.c2E&psig=AFQjCNFCx22ateBKQvK1AebtCjmGst6o6w&ust=1452740020729727


 Thank you 


