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Getting started

Guide overview

Your RBC® Commercial Card Program is a valuable tool for optimizing your company’s payment needs.
Through your program, you have access to online tools and information that will let you issue cards, set
controls, view transactions and more. This guide provides a detailed overview of the features, functions and
ways you can leverage your commercial card portal to maximize the value of your program.

We have also developed a variety of training and information resources for both you and your cardholders.
These resources are available in our RBC Commercial Cards Service Centre. Our Service Centre also
provides key contact details on how to reach our support teams, which are available to assist you with any
questions you may have.
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What is RBC NextLogic?

RBC NextLogic® empowers companies to manage their commercial card program with a host of services we
have brought together, including Visa Spend Clarity for Enterprise (VSCE), Visa Payables Automation (VPA),
Visa Business Solutions (VBS), data integration options and more. The platform is designed to increase
control over employee spend and help save time by curtailing manual work.

Below are some of the key features and benefits of RBC NextLogic that will help you successfully manage
your commercial card program.

RBC NextLogic features

* Manage card limits

* Leverage an easy-to-use, 24/7, online self-service portal to manage your program
- Set up, issue, manage and cancel credit cards for your employees

+ Establish individual card controls on your employees’ credit cards to align your program with
your policies

+ Manage credit card limits including the ability to set temporary increases to support employee
payments

* Access enhanced data, reporting, statements and dashboards to understand program spend,
supplier payments and employee transactions

* Integrate your program data with third-party expense management, accounting and enterprise
resource management (ERP) systems

+ Generate and issue to your suppliers and employees virtual credit cards to digitize payments while
reducing risk

RBC NextLogic benefits

+ Greater control and visibility

+ Ability to identify spending patterns with multiple reporting options

+ Enhanced data offering detailed information such as flight duration, class of travel and destination

+ Dynamic and customizable reporting with statements available at individual and company-wide
levels
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What is a virtual credit card?

Virtual credit cards are digitally generated numbers that let you make credit card payments without
providing a credit card number. Virtual credit cards are intended for limited use where plastic cards are
not required (online purchases, vendor billing, etc.). They provide a secure means of making credit card
payments without exposing your credit card account number, and provide enhanced controls to limit the
chance for fraudulent transactions.

Below are some of the key features and benefits of Visa Payables Automation that will help you successfully
manage your invoice payment needs.

Stay secure

- Single-use virtual credit card: Avoid the risks of giving out a credit card number through non-
secure channels such as email or phone - or of having suppliers hold your card number on file

+ Exact match: Reduce erroneous charges by restricting payments to specific amounts

* Security questions: Help prevent fraudulent use by having suppliers authenticate themselves
before receiving payment

+ Approvals and reporting: Optimize oversight by assigning approvers before payment submission
and accessing audit reports that capture every action taken

Save time

+ Bulk invoice payments: Pay multiple suppliers and invoices at once using a single payment file

+ Bulk supplier upload: Add/edit suppliers at once using a single supplier bulk upload file

+ Automated reconciliation: Automatically match payments to invoices in a single reconciliation
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Logging into RBC NextLogic

As a Program Administrator you have three ways to access RBC NextLogic
+ Through Visa Business Solutions

Through RBC Express®

By directly logging into RBC NextLogic at visaonline.com

Access RBC NextLogic through Visa Business Solutions

1. Access RBC NextLogic by going to the Commercial Cards Service Centre at rbc.com/
corporatecardservices.

2. Click Log in for Program Administrators in the pop-up window.
Reminder: Ensure you have enabled pop-up windows in your browser.

3. Click Continue.

Log in to RBC Next Logic

RBC NextlLogic is a self-serve, easy to use online card management
and reporting tool that helps you manage expenses and card
transactions, 24 hours a day, 7 days a week.

Program Administrator Cardholders

Log In Log In

You will be directed to the Visa Business Solutions page.

VISA Business Solutions English(Us)

Signin to your account

Username

Password

All fields are required

Forgot Username? Forgot Password?
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4. Enter your username and temporary password then click Log in.

If you are a company Program Administrator undergoing the implementation process, your username will
be in the Confirmation Form PDF and your temporary password was provided to you by email.

5. When prompted, change your temporary password and set up four security questions.

Clients with RBC Express single sign-on setup

You will need to log into RBC NextLogic through the Commercial Cards Service Centre for your first login.

For future logins, you can access RBC NextLogic through RBC Express by clicking RBC NextLogic in the
Online Services section.

Logging directly into RBC NextLogic

1. Click the visaonline.com link. This will bring you directly to RBC NextLogic
(the screen will display Visa Spend Clarity for Enterprise).

2. When prompted, enter your username and password.

Once you are logged in, you will be directed to the RBC NextLogic home page.

How to access Visa Payables Automation (VPA)

Please use the following steps to access Visa Payables Automation (VPA):

1. Access RBC NextLogic via the Commercial Cards Service Centre: rbc.com/corporatecardservices.

2. Click Log in for Program Administrators in the pop-up window.
Reminder: Ensure you have enabled pop-up windows in your browser.

3. Click Continue. You will be directed to the Visa Business Solutions page.

4. Enter your username and password then click Log in. If you are a company Program Administrator
undergoing the implementation process, your username will be found in the Confirmation Form PDF and
your temporary password was provided to you by email.

5. Under my Services, select Visa Payables Automation from the drop-down menu. The page will redirect
you to the Visa Payables Automation home page.
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How to grant access to a secondary Program
Administrator

Who can be a secondary company Program Administrator?

The lead Program Administrator is responsible for assigning a secondary administrator based on each
company’s requirements. In many cases, secondary administrators are accounts payable personnel,
bookkeepers and members of your finance or accounting team who are responsible for the reconciliation
and payments of billing statements. Secondary administrators will have access to view transactions and
download billing statements.

Follow the next steps to grant access to a secondary Program
Administrator

1. Follow the navigation path below in Visa Spend Clarity for Enterprise:
Administration > Company Management > Company Setup

2. Click the Employee tab.

Home Accounts Cards Search Reporis v Administration v
Adt
The f
Employees > Company Setup
Accounts and Cards > Advanced Configuration
Company Management > Email Management
File Management > Custom Content
Data Extract Management > Module - Company Unit

Module - Account Hierarchy

3. Click Employees in the hierarchal diagram.

Administration Overview

The following diagram represents how your organization is pieced together. If at any time you require any more information or help, please contact your main administrator or help desk.

l —
Employee Organization
Employees
Report Groups Suppliers

Reports
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4. The Employee Search window will pop up. Don’t see the pop-up window? Check your browser settings to

ensure your pop-ups are enabled.

Employee Administration
View your organization’s employee details

Please define a search for the employees you wish to view

Add new employee

Search

Back

5. Click Search to display all the employee profiles. In the pop-up window scroll down to the bottom left and

change Top 20 to All.

VISA Employee Search

Employee 1D

Manager Details

Employee First Name

Manager First Name I

Manager Last Name

|
|
Employee Last Name [
|
|

=l Management Level [

Group & Role Memberships

it Login Disclaimer Acceptance

Date Ranges

Additional Fields & Sort Order

Usermame

Company Unit [All

Account Number [

(Last 4 Digits)

Account Holder With [

System Login Rights

O Yes O Password Expired

() No () Exclude Account Locked
@ Al

Lock Status

[0 Locked by Date

) Manually Locked

[JJ Forgotten Password

Return Resuits [An ~
Group by Company Unit O

Selected Unit Only a

Export mode ful

6. Click Search.

Search

7. Follow the “Grant Access to RBC NextLogic” instructions to complete granting access to a secondary

Program Administrator.
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Grant access to RBC NextLogic

Create a user profile
1. Scan the employee listing to verify whether the employee already has a profile.

2. Click Add New Employee (bottom-left).

Employee Administration Search
View your organization’s employee details Back

Please define a search for the employees you wish to view

Add new employee
Fill in the following details in the Insert Personal Details window:

VISA insert Personal Details

i i [ ] Group and Role Membership -
First Name [ |
Last Name | | charge Group [ v
Middle N

s E iy | | Report Group [ v
Email Address [ |
Email Address 2 | |
Phone Number | | Manager Details -
Company Unit | |
Home Country Code | v| e -
Date Terminating _‘]I:l User Details -

Undg Save

+ Employee ID
+ First name
¢ Last name
+ Email address
3. Open the Group & Role Memberships tab on the right side.
4. In the Report Group drop-down menu, select Administrator Reports.
5. Open the User Details tab.
6. In the username field, enter the user’s email address.

Optional: Need to link the user to another commercial card product? Simply email rbccommercialcards @
rbc.com to request multi-instance access.
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7. Click Save. Within two hours the employee will receive system-generated emails, one with their new
username and one with their temporary password.

VISA Insert Personal Details

Employee 1D » [ ] Group and Role Membership -
First Name [ |
Last Name | | Charge Group [ v
Middle Name

| | Report Group [ v
Email Address [ |
Email Address 2 | |
Phone Number | | Manager Details -
Company Unit [ |
Home Country Code | v| REkgawn -

Undo Save

Complete your authentication by entering your password.

VISA Authenticate %

# Enter your password

Password | Verify ‘

Allocate administrator rights

1. Select Search on the right side of the employee search screen.

2. Search for the newly created employee by entering the account details OR by selecting Search.
3. Scan the employee listing and locate the newly created employee profile.

4. Click the employee details icon under Actions on the right side of the row.

Employee Administration searcn
View your organization’s employee details Back

Employees matching search criteria
() Employee Name Access Level Last Login Actions

[J Antanetie Matiheiss Administrator 09/13/2023 14:21:01 =5 ¥ AT

5. Complete your authentication by entering your password.
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6. The Personal Details Report window will pop up.

Personal Details Report
Antanette Mattheiss

Report Groups | ‘ Reports

Personal Details z

_ Personal Details

Antanette Mattheiss - Personal Details Edit
Username vscepJMadmini

Company Uit Headauartrs
Email Address user@demo.com

Date Modified 08/05/2022
Date Terminating -

Manager Details

Manager - Edit .
Manager 2 o Edit .
Manager 3 - Edit
Manager 4 - Edit .
Manager 5 - Edit .
Manager 6 - Edit

Remove Employee Record 2.

7. Select Access Rights from the left-side menu.

Personal Details Report
Antanette Mattheiss

Report Groups | ‘ Reports

Personal Details
Employees

Access Rights

Administration

Remove Administrator Rights

Administration Overview Access

Admin - Employee Administration
Admin - Export Charge Code Interface File
Admin - Report Groups
Admin - Reports
Admin - Supplier Management
Administration Access
Admin - Card Account Management
Admin - Data Analysis
Admin - Data Download
Admin - Email Services
Admin - Employee Setup Assistant
Admin - Refresh Interfaces
Admin - The Vault
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8. Click the Allocate the Administrator Rights link.

! ‘ Report Groups | | Reports |

Access Rights

Audit History Administration
Security Allocate Administrator Rights
General System Rights
User Right - Centralized Travel Management O
User Right - Delegate Cards O
User Right - Editable Reports O
User Right - Enable Report Scheduling 0
User Right - Manage Company Expense Templates O
User Right - Manage Company Report Templates O
User Right - Multi-instance Access - Self-enroliment (]
User Right - Reports Not Restricted a

Please note you may not have the required access level or rights to view all the rights associated to this employee

Optional: Uncheck the first box - Admin - Employee Administration - if you do not want the user to see the
Employee Administration page or manage employee access.

9. Click the red “x” in the top right to close the window.

Assign access rights in Card Management (optional)

1. Return to the Employee Administration page and locate the newly created employee profile.

2. Click Employee Details on the right side of the row. Now that the user is set up with administrator rights,
Card Management is available to them.

3. Select Card Management from the left-side menu.

4. The Card Management Rights 2.0 section will open; choose the options you would like to give the new
user access to by clicking the adjacent slider name. You have the option to set the account threshold by
populating the fields with a value.

VIEW ONLY: If you intend to grant view-only rights in Card Management, then you need to check the
following:

* Manage Accounts (mandatory to access the Card Management section)
* View Card (to view current balances and pending authorizations)
+ Refresh Card

* View Authorization/Declined Transactions

5. Click the red “x” on the top right to close the window.
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in Card Management

Access Rights

Description

Create Card Account

Users can access the Create Card Account screen and
order a card.

View Card Account

Users can view the list of cards on the Card Management
Search Results screen.

Update Card Account — Account Information

Users can edit cardholder information at the individual
level or for multiple accounts.

Update Card Account — Account Limits

Users can edit Account Limits at the individual level or for
multiple accounts.

Update Card Account — MCC Group

Users can limit access to certain merchant types
(Merchant Category Code (MCC) Group).

Close Account

Users can cancel an individual or multiple cards and view
the account status code.

Refresh Card Account

Users can access the details on a card in real-time.

View Authorized/Declined Transactions

Users can view a summary of authorized or declined
transactions.

Manage Card Accounts

The Manage Card Accounts right must be granted if an
employee needs access to view transactions, order or
update cards.

Manage Card Controls

Users can manage and view cardholder card controls.

Delegate accounts

The Account Delegation Report serves to delegate

1. Follow the navigation path from RBC NextLogic:
Reports > Company Administration > Account

2. Click Search.

3. Check the boxes on the right for each account li

Note: You may only check up to 20 cards at a time.

users to view all or as many accounts as required.

Delegation

sted that you intend the user to be able to view.

4. Scroll down and click Delegate Selected Accounts.

5. Search for the user by their first name, last nam

6. Click Search.

e or employee ID.

7. Locate the user in the table and click the icon to assign the employee to view the corporate account.

8. Click the red “x” in the top right to close the window.
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Two-factor authentication

Summary of two-factor authentication

Two-factor authentication is a method of verifying a user’s identity by requiring them to authenticate using
two components (i.e. factors), each of which must be from a different authentication category. The two
factors must be independent of each other such that if one of the factors is compromised, the reliability of
the other factor is not.

The authentication code is generated via any of the following channels:

+ The Visa Spend Clarity Enterprise mobile app
+ An email sent to the email address specified in the user’s profile

+ Athird-party authentication application of the user’s choice that supports the Time-based One-Time
Password (TOTP) algorithm such as Google Authenticator, Authy, Duo Mobile, LastPass Authenticator
and others.

First-time registration for two-factor authentication

1. Open a web browser and go to https://enterprise.spendclarity.visa.com/.

2. On the Welcome to Visa Spend Clarity for Enterprise page, enter your username and password, then click
Login.

3. Ifthis is your first login you may be prompted to enter your “memorable word” prior to proceeding to
register for two-factor authentication.

Note: If you forget your memorable word, click View Memorable Word Reminder. It will show you the
question you’ve chosen to help you remember your answer. After three tries, you will be locked out and will
need to reset your password and memorable word.

WVISA Spend Clarity | Enterprise kel

@202 Wisa A rights reserved Terms of Use Privacy Policy
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Set up two-factor authentication — Visa Spend Clarity Enterprise mobile app

After your username and password are accepted, the Enable Two-Factor Authentication window will appear.
This is where you choose the authentication method to use when accessing the application. In this case,

it suggests the Visa Spend Clarity Enterprise mobile app. If you have not done so already, download and
install the mobile app.

If you’re using a mobile web browser to set up two-factor authentication:
1. Open and log into the Visa Spend Clarity Enterprise app on your mobile device.
2. Tap the Options menu.

3. Tap Authenticator. An authentication code will appear in the mobile app for 30 seconds, then a new one
will be automatically generated.

4. Tap the code to copy it to the mobile device clipboard.

HELPFUL TIP

A small stopwatch icon in the upper-right corner of the Authenticator
screen shows how long the code is still valid for. The authentication
code will turn red when it is nearing expiration.

Enable two-factor authentication

€Y Grace wicor

& Accounts

E Expenses @ i

mhmz_n:
H Receipls gy | = Authenticator
A o o
@ Contact
& Settings 983 780 = Authenticator
[= Logout Tap to copy A tic st ’
983780

Tap tocopy

If you're using a desktop web browser:

1. Click Continue.
2. Enter the authentication code currently displayed in the mobile app.

3. Click Verify.

Your registration for the Visa Spend Clarity Enterprise mobile app is now complete.
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Set up two-factor authentication — Email

Email delivery of authentication codes is also a supported option for 2FA in RBC NextLogic.

If your bank has configured Email as the default method for retrieving authentication codes, after your
username and password are accepted, the Enable Two-Factor Authentication window will appear, informing
you that an authentication code has been sent to the email address in your profile.

1. Open your email and copy-paste or type the authentication code in the text box on the login screen.
Emailed codes are valid for 10 minutes unless a new code is requested, or your login session times out.

2. Click Verify.

Your registration by email is now complete. For all future logins to RBC NextLogic, you will be asked to enter
your username and password, and repeat the steps above.

HELPFULTIP

If you haven’t verified a code after 1 minute, click the link
to have the email resent.

Troubleshooting two-factor authentication — Email method ONLY

1. Select Contacts from the options on the left side of the Gmail Inbox.

S 2. Select Create Contact from the top menu.
mai
3. Enter do-not-reply@enterprise.spendclarity.visa.com in the primary email box.
4. Select Save.
1. Open the email from do-not-reply@enterprise.spendclarity.visa.com.
Tkl 2. Inthe toolbar options at the top, click the Safe Lists drop-down menu.
Note: This is located in the Junk Email section.
2003/2007/ _ , o
3. Addthe sender’s domain (do-not-reply@enterprise.spendclarity.visa.com) to the
Express Safe Senders List.

4. Click OK.

1. Open the email from do-not-reply@enterprise.spendclarity.visa.com.
Outlook.com 2. Click the three dots, and then click Add to Safe Senders.
3. Click OK.

1. Click do-not-reply@enterprise.spendclarity.visa.com in the header of the message
Apple Mail you’re viewing.
2. Click Add to finish.
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1. Open the email message from do-not-reply@enterprise.spendclarity.visa.com.

Click Add to Contacts next to do-not-reply@enterprise.spendclarity.visa.com.

Yahoo! Mail
In the Add Contact pop-up, add additional information if needed.

AW

Click Save to finish.

Employee entered the authentication code sent by email and could not log in - Login failed message

If an employee received an authentication code but could not log in, the employee account could be locked
due to inactivity or repeatedly inputting the wrong password/authentication code.

Check if employee account is locked:
1. Access Spend Management > Administration > Overview > Administration Overview > Employees.

2. Search for the employee user profile.

3. If the lock icon is red, click the icon to unlock.

If the account is not locked and the employee could not log in, review the security record to check if an
invalid password was entered:

1. Access Spend Management > Administration > Overview > Administration Overview > Employees.
2. Search for the employee user profile.

3. Click the icon on the right > blue Security tab on the left.

4. Alist of login attempts and statuses will appear.

Resetting employee password:

1. To reset the employee’s password, return to the RBC NextLogic screen.
2. Click the key icon beside the employee profile.

3. Enter a new password and click Save.

Note: Different logic is used to generate the codes sent via email than for those generated in the mobile app.
The authentication code delivered by email will always be an eight-digit numeric code rather than a six-digit
numeric code.

If you prefer not to use email to authenticate, click Use Other Authentication Methods to select the Visa
Spend Clarity Enterprise app or a third-party authenticator app, then follow the on-screen instructions.
Whichever method you register with will be the method used for future logins to the desktop application.

Change your two-factor authentication method

You can change the way you receive authentication codes by resetting two-factor authentication. This
deletes your current registration method and allows you to choose a different method.

1. Click Profile menu > Personal Settings > Two-Factor Authentication. On the Two-Factor Authentication
screen, you will see displayed your current two-factor authentication method.

2. Click Reset.
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Personal Settings
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3. You will be required to confirm the reset by entering an authentication code from your currently registered

method. Click Verify.

4. When the authentication code is confirmed, you will be required to log out to complete the reset.
Note: If you do not click Log out the reset will be incomplete, and you will not be prompted to re-register.

5. After you log out to complete the reset, you may then re-register for an alternate method by following the

instructions above.

Administrator reset of a user’s two-factor authentication

Administrators may reset a user’s method of two-factor authentication as needed. This can prove useful in
the event a user has lost their currently registered mobile device, or in multiple other circumstances.

1. Access the Employee Administration section of Administration Overview.

2. Inthe Employees search results, find the relevant employee and click the shield icon.

Employee Administration
View your organizaticn’s employee details

Employees matching search criteria
Employee Name

e ws.a rarelre— = 5 » 2
2 ]
& htips:
Reset two-factor authentication ®
This will reset the two-factar authentication for the employes. After the reset, the employes is E
fequired Lo register again for wo-factor authenlication to be able 1o log in.
Reset
¢ 8]
L =

Add new employes

3. Click Reset.

Search

Back

2 .P.r

L
I Y
1P w

Exportio; Excel POF

4. The user can now re-register for an alternate method by following the instructions above.
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Ongoing usage of two-factor authentication for login

Step 1: Enter your username and password

1. Open a web browser and go to https://enterprise.spendclarity.visa.com/.

2. On the Welcome to Visa Spend Clarity for Enterprise page, enter your username and password, then click
Login.

VISA Spend Clarity rprise s

Terms of Use  Privacy Palicy

& 2021 Visd. Al righls reserved

Step 2: Enter your two-factor authentication code

1. After entering your username and password, you will be presented with the code verification screen for
your chosen authentication method.

Two-factor authentication

rF

-

B Remember me

Two-factor authentication
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2. Open the chosen method to retrieve the authentication code and enter it in the Code text box on the
desktop application login screen.

3. Click Remember me to have the application remember your browser+device combination. This will
allow you to authenticate using only your username and password for subsequent logins within a 45-day
grace period.

4. Click Verify.

5. 1If you selected Remember me, a confirmation message will appear on screen informing you that you have
successfully registered the browser+device combination. Click Continue to complete the login process.

Two-factor authentication

© You have successfully completed verification and trusted this device for future use.
You may be asked for verification again if you clear your cookies or make updates to your
browser or operating system.

HELPFULTIP

You will also be notified by email about your
device being registered. The email includes
the operating system and the browser you
selected the Remember me option in.

Future logins within the 45-day grace period will only require your username and password. After the grace
period expires, you will be prompted for a 2FA code on your next login and will have the option to remember
your browser+device combination again.

22 RBC NextlLogic Program Administrators Guide



Back to Table of Contents

Generic functions

Card Management menu

1. Go to Administration > Accounts and Cards > Card Management

VISA Spend Clarity | Enterprise

) I
Home Cards Search Reports v Administration

Employees > Account Management
Accounts and Cards } Card Management

Company Management >

File Management >

Period Management >

Data Extract Management >

Navigation sidebar

2. A navigation sidebar is located in the left frame of the Card Management screens.
When you hover over an icon, the sidebar and icon will expand.

3. Click to go to the screen:

+ Create Opens Card Management - Create Card Account screen.

Opens Card Management Summary screen, with a summary of
cards, sorted by account status.

B Summary

B SearchResdits Opens Card Management screen, with the list of search results.

@ Card History Opens the Card History screen.
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Summary

The Summary screen is the default home page for Card Management functions.

VISA Spend Clarity

Home Accounis Cards Search Reporis v dministration v

=+ (reate ]
Card Management

= Summary Hera's a summary of what's happening with your cards

@ Search Results

DEF Financial

You are managing 358 cards

@ Card Histary

Cpen

Closed

0o B

Expired

Search Results

The Search function can be accessed by clicking Search in the top right corner. It is also available on the
Search Results page.

VISA Spend Clarity

Homa Accounts Carcs Search Reporis v Administration v

+ Create

Card Management

— Summa ry Hera s a summary of what € happaning with your cargs

0 SearchResults

DEF Financial

You are managing 358 cards

@ CardHistory

0o @

You can search by card account or employee information.

Note: A card must be linked to an employee in the expense management tool in order for the employee
details to show.
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Company dashboards

What are company dashboards?
Company dashboards are designed to provide the Program Administrator a comprehensive overview of their

company spend through insightful data and visual representation of key portfolio spend analytics.

Program Administrators have access to eight dashboards — each providing strategic data and intuitive
controls for easy filtering and drilldown capability across your company:

* Merchant Spend View — See how much money your company has spent on different merchant categories
and groups in the last 12 months.

+ Department Spend View — Understand department spend patterns and gain insight into spend volumes
and transaction counts in granular detail during the last 12 months.

+ Transaction Details View — Get a breakdown of overall spend by transaction type and currency at a
company, department or cost-centre level during the last 12 months.

- Employee Spend View — Get a detailed view of spend by individual employees and their managers during
the last 12 months.

- Company Transaction Details for 36 Months — Detailed totals of standard transaction types across the
company.

+ Company Employee Spend Details for 36 Months - Spend and transaction totals by employee in the
company.

- Company Department Spend Details for 36 Months — A company-wide view of spend and transaction
counts for each company unit that has been configured.

+ Company Merchant Spend Details for 36 Months — A visual analysis of spend for merchant categories
and groups across the company.

Date ranges

+ The Merchant Spend View, Department Spend View, Transaction Detail View and Employee Spend View
dashboards present data for the past 12 full months.

+ The 36-month dashboards allow you to select custom date ranges based on periods of up to three years.
Options include Financial Year Start, Year, Quarter and/or Month.

Note: Please note dashboard access must be assigned by the lead Program Administrator to an assigned
user. There is one dashboard license assigned to a company; the dashboard license may need to be
reassigned when a user requires dashboard privileges. Additionally, once the license is transferred, the user
must log out and log back in to see the dashboard feature.
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How to access and view the dashboards

1. Select Reports from the top menu.

V’SA Spend Clarity Enterprise

Home Accounts Expenses v Cards Search Repors w Administration w

Dashboards. > Spend
Scheduled Reports *
My Information >

Expenditure Analysis >

2. Select Dashboards then Spend.
The Dashboards screen will display all the accessible dashboards.

Dashboards

e W Em

Merchant Spend View Department Spend View Transaction Detals View

;-4.: i E

Employee Spend View

2
VIS »
I-———_‘ Illl I- L n A
Company transaction detalls for 36 months Company employee spend details for 36 months Company department spend details for 36 months Company merchant spend details for 36 months

3. Double click on the dashboard where you want to enter the dashboard data.

How to extract information
1. Select the information you wish to have extracted and the file format.

Home  Cards  Search  Reporis ¥  Administration v e A Luayv

Merchant Spend View @

Export CAD ¥ Selectdashboards ¥

o1 (% g Merchantcat... Merchant cat... Month
s B 6| s & Aineamaacce. @ ogme e
ransaction court pend volum Average spen verage mercnan: categon) spend
Merchant category group Merchant category Month ke m"l e 5‘1 EE;I.C;E 1‘3’2 ;é AHFIREE I 1 34“;’6’5” =
Spend by merchant category group Merchant category group spend by month Spend volume vs transaction count by merchant cate...
Merchant category Spend Transaction L 150~ I
group = volume count Average spend » Al
@ 100 1004 B
Totals 13426 1 134.26 £
Airlines 12426 1 134.26
50 s0
oL N T T T T T
& 0 02 04 05 08 1 12

Transaction count
Merchant category spend Spend volume vs transaction count by merchant cate...

Spend Transaction LS
Merchant category = volume count Average spend ’
Arlines and Air Carriers
Totals 13426 1 13426
100
Airines and Air Carriers 13426 1 13426

26 RBC NextLogic Program Administrators Guide



2. Select Export.

Home  Cards  Search  Reporis ¥  Administration v

Merchant Spend View @

Back to Table of Contents

° A Lueyv

Export ~ CAD ¥  Selectdashboards v

o1 % 5 Merchantcat. @ Merchantcat.. @ Month
5 E 3 M O e G, © oom o
f e NBE = NBE Transaction court Spendvolume Average spend ‘Average merchant category group spend
Merchant category grouj Merchant categor Month
‘ o | = ‘ 1 134.26 134.26 134.26
Spend by merchant category group Merchant category group spend by month Spend volume vs count by b cate...
Merchant category Spend Transaction e i
group = volume <count Average spend 5 . ‘ | ‘ ‘ o
1 1 o 100 S -T 1
Totals 12426 | 1] 13426 £ E
Ailines 12426 | [ 13426 = =
" T 50 5
= &
&
) 0
50
o 0 02 04 06 08 1 12
Transaction eount
Merchant category spend Spend by merchant category Spend volume vs ion count by cate...
Spend Transaction =0 + T
Merehant category = velume count Average spend 13
i Airlines anj Air Carriers
Totals 134.26 | 13426 100 | TR
Airlines and Air Carriers 134.26 1 13426 g 5
H s
. i e
&
= 0
&
&F 0 05 1 15
bk L a—
Home  Cards  Search  Reporis ¥  Administration v ° A Ly
x Export
Graphorable v
Spend by group
[Eap— i
Mk

3. Open and save the file.
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How to find the dashboard license

1. Select Administration from the home menu.

o Cats Sumy eV Asmnsaten v © & Luov

2. Select Company Management.

Tome  Cuts  Semch  Repors  Adminsraion ¥ © A& tu~

3. Select Company Setup.

© A 1w

Administrati

(1 ]
Employee Organization
5. Select Search on the right-hand side.
Employee Administration Seach o

View your organizations employee details
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6. Select Group & Role Memberships.

VISA Employze Search

Employes 1D

[ | Manzger Details -
Employes First Name [ ]
Employes Lest Name [ ] Group & Role Memberships -
Usarname | | Charps Group [ v
Campary Unit [A0 W Repart Group [ |
[ Apgiraval Rl I =2
Management Level [ |
Account Holder With [ |
Rale Grous [ ]
Syatem Login Rights Login Disclaimer Acceptance -
Date Ranges -
Additional Fields & Sort Order -
Lock Status
[ Locked by Dale
0 Lacked
O golten Password
Returm Resulis [Tap 20 W |
Growst by Company Unit (]
Sedecied Unit Only [}
Exporl mode ]
7. Select Report Group then Standard Dashboards.
VISA Employee Search
Eipioyealy [ | Manager Details -
Emplovee First Name [ ] -
Eripkiyee | st Hae [ | Group & Role Memberships =
Usemame [ | Charge Group [ ~ |
Company Unit [1a v | Report Group [ Standard Dashboards v |
fuetatms St [ Approval Role [ ~ |
(Last 4 Digits)
Management Level [ ~ |
Account Holder With [ v
Rate Group [ v |
System Login Rights Login Disclaimer Acceptance =
O Yes () Password Expired
X Date Ranges -
O No (O Exclude Account Locked
@ Al Additional Fields & Sort Order -
Lock Status
[ Locked by Date
] manually Locked
[] Forgotten Password
Return Results [Top 20 ¥
Group by Company Unit (]
Selected Unit Only O
Expori mode O
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8. Click Search.

VISA Employee Search

Employee ID

Employee First Name

Usemame

[
[
Employee Last Name |
[
[

Company Unit Al

Account Number I:|

(Last 4 Digits)

Account Holder With [

~

System Login Rights

) Yes _ Password Expired

& _) Exclude Account Locked
@ Al

Lock Status

[CJ Locked by Date

[C] Manually Locked
[C] Forgotten Password

Return Results [Top 20

~

Group by Company Unit O
Selected Unit Only O

Export mode O

Manager Details

Group & Role Memberships

Back to Table of Contents

If the dashboard license is assigned, the user information will appear.

Employee Administration
View your organization’s employee details

Employees matching search criteria
[ Employee Name Access Level

[ Mary Lou Administrator

Add new employes

Charge Group [ v
Report Group | Stangard Dashboards ~ |
Approval Role [ ~ |
Management Level [ v |
Rate Group [ v
Login Disclaimer Acceptance -
Date Ranges -
Additional Fields & Sort Order -
Search
Search
Back
Last Login Actions
10/18/2023 17:53:42 B LA4

How to assign the dashboard license

Exportto: Excel PDF HR Format

1. Once the user’s profile appears, select the employee details card on the right-hand side.

Employee Administration
View your organization’s employee details

Employees matching search criteria
[J Employee Name Access Level

0 Mary Lou Administrator

Add new employee

2. Click on Employee Details.

Employee Administration
View your organization’s employee details

Employees matching search criteria
[J Employee Name Access Level

O Mary Lou Administrator

Add new employee
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Last Login

10/18/2023 17:53:42

Search

Back

Actions

B 2A4

Exportto: Excel PDF HR Format

Search
Back

Actions
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3. Select Dashboards Access.

! ‘ Report Groups ‘ ‘ Reports

Personal Details 3
Personal Details

T
Mary Lou - Personal Details
Username amartinrbc
Dashboard: Phone Number e
ARSI x B Email Address ashleigh martin@rbe com
Date Added 07/24/2023

Date Modified 09/19/2023
Date Terminating -

Manager Details

Manager Cleodis Sorsby
Manager 2 Antanette Mattheiss
Manager 3 z

Manager 4

Manager 5

Manager 6

Edit

Edit
Edit
Edit
Edit .
Edit
Edit .

Back to Table of Contents

4. Under Dashboards Access, you will be able to toggle the access on and off. This will deactivate the license

for the selected employee.

l Report Groups ‘ ‘ Reports

Dashboards Access
i User Right - Access Dasnboards [l |

!

To reassign the dashboard to another user:

1. Close the Employee Details window.

2. You can either search for the employee by entering the employee details or select Search, which will

display all the employees.

| Reporl Groups Reports

Dashboards Access
e User Right - Access Dashboards @l |
Audit History

Sccurily

Mobile Devices

Dashboards Access

5. Turn the User Right — Access Dashboards option on. It will turn green.
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6. A pop-up window will appear that says, “License allocation to complete the reassignment”. Select Allocate
License.

License allocation

When you enable Dashboards for a user, a
license is allocated to the user from your
company's licenzse guota.

Allocate license Cancel

7. The user who just received access to the license will have to log out and log back in to be able to see the
dashboards.

How to access the mobile app

What is the Visa Spend Clarity Enterprise app?

The Visa Spend Clarity Enterprise app offers cardholders the ability to access their RBC NextLogic accounts
on their mobile device. The app provides the functionality to access the following details at your fingertips:

< Credit limit
« Available credit
< Transactions and authorizations

« Card account details

Note: The Visa Spend Clarity Enterprise app is for cardholder use only. Program Administrators are unable
to action any administrative functions in the mobile app. All account management activities must be
processed through the desktop application.

How to download the app

. On the right-hand side, the username will appear beside the following icon: l Click on the name and a
drop—down menu will appear.
m Cards  Search  Reporis ¥ Administration v @ A Ry

gt s ADMINISTRATOR il Announcements Language

Personal Setiings

# Pinned Transactions. 09101202310 09302023 Account Management Unmapped  Active Issiig} Messdog Password
We will never ask youto provide credit
[— | Requisitions T2 0 card details. password credentials, or any B .
v ‘ ; Memorable Word
Requisitions personal information in an email o over
Dashboards Big Bank 1 (5] 14 the phone. If you do receive a request like Help
e— p— crest (USD) this please report t immeclately to your
Spend Administrator .
1 500.00 0.00 Confact
Visit Visa Oniine N
il tr2nz action summary Mobile App
Important Note Log Out

We will never ask you to provide credit
card defails. password credentials, or any
personal information in an email or over
the phone. If you do recsive a request ike
this please report it immediately to your
Administrator
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2. Select Mobile App.

VISA NobieApp %

Spend Clarity Enterprise

Manage your spend on the go with Visa Spend Clarity for

VISA o

£ Download on the

@& AppStore P> Google Play

Scan the QR code below to log in to your account.

This code is available for five minutes

3. Select your mobile device’s app store and continue the downloading process according to your
mobile device requirements. Additionally, you can use the QR code provided to download the app or
search for the Visa Spend Clarity Enterprise app in your app store.

4. Once the app is downloaded to your mobile device, you can use your RBC NextLogic credentials to login.

33 RBC NextLogic Program Administrators Guide



Back to Table of Contents

Adding an employee to RBC NextLogic — with no
card assigned

Create a new employee profile in RBC NextLogic

1. Select Create Employee.

2. Fill in the details for the new employee. Required elements are marked with a red asterisk (*). You can pick
and choose the settings according to your company policy.

Note: If you want to give the employee online access, fill in the username field with a distinct ID such as an
email address. Then, select Individual Reports from the Group and Role Membership dropdown menu.

Ifyou leave the username field blank, the employee will not have online account access and you will not be
required to select from the Group and Role Membership drop-down menu.

* Creala Employee

fijones@campeny.com

Bl Group and Role Membership

®.  Manager Detaile

© Add Manage

&t Delegation

3. Select Next. A message in the lower-right corner will confirm your successful profile creation, and the
Create Card Account form will be displayed with the details of the newly created profile.

4. Complete the card order portion of the form by manually filling in all the required data (fields marked with
a red asterisk).

34 RBC NextlLogic Program Administrators Guide



Back to Table of Contents

Card management

Create a card account (plastic card)

1. To access the Create Card Account screen, click the Create button in the left-hand side menu.

VISA Spend Clarity

Home Accounts Cards Zearch Reports w Administration v
+ (Create
Card Management
B Summan Hera's & summary of what's haopening with your cards
3 ummary

] earch Results g =
G s ast DEF Financial

You are managing 358 cards

[ 324
Clo: o
@

@ Card History

2. You will be prompted to search for an existing employee (with a profile in RBC NextLogic) you wish to map
the card to. If an employee does not yet have a profile in the system, you can choose Create Employee to
add one. This step will also map the new card account to the employee you create. You can also create a
new card account without mapping to any employee profile by selecting No Employee.

Create employee No employee

Note: Program Administrators who do not have permission to create or manage employee profiles will skip

past this step. For new cardholders who do not have an employee profile yet, we recommend you choose the
Create Employee option.
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Create Card Account screen

The Create Card Account screen will be in “create” mode, ready for you to enter the data required to create
a new card account. If you chose an existing employee profile or created a new employee profile in the
previous step, the relevant details will be pre-populated in the form.

= Croais Cand Aaoour

Hh pidas ' Laad Semplate

1 Cardhnldar Detads
e Carlgari

e

AR @A T T T2 1200
THRTSg | kmtiis Erons
e e =t & mibricsd o 7
i | I5ibza gihysicsl ard?

o i - e

CASHBACK MWF ¥75 157 TARD

i

Lt

0 Acrount infa

ropalay e+
aEas

B Account Limirs

B & Limit,

# MCC Groups Seloc

DT g

SavE Termglabe et
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Card account information

Card Management [TJ

Search By: fEJCardAccuumlnfurrnahnn L;I Employee Information

Account Status

Open

‘ Last Updared From (dd/mm/y... = ‘ Last Updared To (dd/mmi/yyyy) ‘ = ‘ Account Hierarchy v “ | Reset |

The search date range must be ne more than 90 days

Card Account Last Name Card Account First Name

Card number (last 4 digits)

Employee information

Card Management -~
SearchBy: () Card Account Information ; Employee Information

Card humber (last digits) [ g;::!n: . » | ‘ Employee Last Name [ ‘ Employee First Name

Last Updated From (dd/mm/y... (Eﬂ | ‘ Last Updated To (dd/mm/yyyy) B ‘ Company Unit v ‘ Employee ID

The search date range must be no more than 90 days

Reset

The Card Management screen will display the following card account search results:

+ Cardholder name

+ Card account number
+ Credit limit

* Account status

+ Last updated
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The displayed columns can be changed using the Select Columns button. The selected options are saved
under the administrator’s profile and will be displayed each time they log in.

. 7
Select all 7 Results Total elect Columns | | < | > ‘
Select Cardnoider Name Card Account Number Credit Linit Account Siatus Last Updaled « |_| Card Account Mumber Dealls
i o Jared Dupont ' T 10000 =0 2900812018 05:30 | [ S Detalls
|_| Card Typs
[} e Grace Wilcox e 018 10000 23/08/2018 05:30 X Detalls
[:| Account Hierarchy
[a m Matthew Boyd sttt 2 )12 10000 29/08/2018 05:30 - Details
| | Employes D
[ o Jasmine Reese s sens s 007 10000 Open 20/02/2018 05:30 (7] Employee First Hame Details
| Employes Lazt
i o Jamie Mccarthy sees_zeea 2er )00 10000 umsnmigosap | || Emeloyes Last Name Details
o [T Company Unit
J o Jimmy Diaz e 111 10000 [open 201082018 05:30 Details
(7] Plastic Count
m e Bruce Hodges ras_sane i )17 10000 Dpen 20/08201905:30 i Detals
[ ﬂgﬁ Juan Lopez w009 10000 29/08/2018 05:30 petalls
w oY jibson e s 00 5 10000 Doen Q02018 050 ey
Bvron Gib

Completing the Create Card Account screen

1. To use a saved template to pre-fill relevant fields, select the Load Template link in the upper right-hand

corner.
X Create Cand Account
L Edéé& 1 - Load Template

2. Fill in the cardholder details, taking care to complete all mandatory fields marked with an asterisk (*).

1 Cardholder Details

Fret Mame * Lasx Maitss *
Azron Carison
EAPSISET NEmE a
R P omporry Name on Card
E Scaress * riigue Employss iC
abcarlsoniSoompiany. com ST 0%003
Wark Phane * Masile Prane
hesoue: Troe i |19 this a physical card?
B
Mumibesr of ards reguectsd ® Twpe of card requased = .
1 CASHBACK AMF €75 15T CARD
Language *® b
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3. Addresses are validated using an API. First, select the country (e.g. Canada) from the drop-down list.
Then, begin typing an address in the Address Search box. The system will provide a list of matching
addresses to choose from. Selecting an address from the list populates the remaining address fields. After
the fields are populated, you may edit them, if necessary.

77 King 5t W, Toronto, ON, Canada

4. Set the Account Info, if necessary, and assign account limits. The maximum credit limit that you can set
for a card depends on:

+ Options determined by your financial institution
* The corporate limit set in the company profile

* Your individual threshold as defined in your permissions

You may choose to add a single purchase limit or other velocity limits for the card account you
are creating.

& el Lo

5. You may assign Merchant Category Code (MCC) Groups by selecting them from those defined in the
company profile.

OUPS  Select
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6. You may add free-form comments (up to 500 characters) by typing in the text box. These comments will be
saved and visible in the Audit Report.

Return to the Summary screen

To return to the “home” of the Card Management functionality, which is the Summary screen:
1. Onthe Create Card Account screen, click the X at top right of the frame.

2. On the Card Management and Card Search — Results screens, click the Summary button in the
navigation panel in the left frame.

+ Creame

Validate mandatory fields

Mandatory fields are marked with an asterisk (*).
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If you click Submit, any blank mandatory fields will be highlighted in red and an error message will be
displayed.

Validate individual fields

Validation occurs when you change the “state” of a field. This means no validation occurs if you click in and
then out of a field without adding or removing anything. However, if you enter incorrect data, or enter data
and then remove it from a mandatory field, validation will occur.

Validation currently occurs in the following cases:
* Length and format of phone number fields are incorrect
* Invalid email address format
+ Invalid characters
+ Credit limit values:
+ Cannot be more than the company’s credit limit
+ Cannot contain decimals
+ Cannot be blank
+ Invalid date format or outside date range
When selecting dates using the calendar tool, the range of dates is restricted according to rules applying

to the date (e.g. start date cannot be earlier than today’s date and end date cannot be earlier than one day
after the start date).
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MCC Groups

What are MCC Groups?

Merchant Category Code (MCC) Groups are four-digit numbers assigned to businesses by credit card
companies to identify the types of goods or services they provide. MCC Group information is set up when a
card account is created but is not updated until 24 hours after the card is successfully created.

Note: The MCC functionality is available on the Create Card Account screen and the Card Management
Edit screen.

There are three different types of MCC Groups

+ Default MCC Groups - There can be one or more default MCC Groups set up for a company. These MCC
Groups are applied automatically to a new card account when it is created, but the properties of these
groups, such as the single purchase limits and velocity settings, cannot be updated by the Program
Administrator. These groups will not be visible to the Program Administrator if they are correctly set up by
the bank administrator for the company.

+ Custom MCC Groups — These are MCC Groups that have been set up for the company and can be assigned
to card accounts by the Program Administrator.

+ Unknown MCC Groups — Sometimes MCC Groups are set on the card account by the processor, but they
are not part of the MCC Groups set up for the company, nor are they the default MCC Groups. These
groups cannot be edited by the Program Administrator, but they can be removed from the card if they do

not apply.
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How to add an MCC Group

1. On the Create Card Account pane, scroll to the MCC Groups section.

= reate Card Accourd

F MO Groug: E Selent

3. Choose the desired MCC Group Action from the drop-down list.

& MCC Groups e O

Herrne

ks

4. Select the type of limit you want to add from the Add Limit drop-down list.

B
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Note: When an MCC Group has been selected from the drop-down list, it is no longer available when you set
up the next group. A new MCC Group section, displaying the name of the selected group in the header row, is
displayed below the existing group.

How to delete an MCC Group

1. To delete an MCC Group before the card has been submitted, in the lower-right corner of the group that
you wish to delete, click the Remove button.

Harmmoine

Note: There must be at least one authorization control/MCC Group associated to the card. The last active
control cannot be deleted. After a card has been successfully created, on the Card Management - Edit
screen, you can remove existing MCC Groups by clicking the Remove button beside the group.

2. When a group is deleted, the group name is returned to the list of groups available for selection.
Submit a new card account application

= Create Cand Accoiinl

xS afl Templaie
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When the user clicks Submit:

+ The screen locks in read-only mode.
+ The buttons are greyed out to prevent multiple submissions of the same form.

+ A “toaster” message informs the user that the request has been submitted for processing:

+ The Create Card Account form is reset to allow you to start creating another card account without
going back to the Card Search screen. This returns the screen to the original employee mapping/
creation pane, then through to the clean “create” state by clicking Submit.

 The user can return to the Card Search screen by clicking the X in the upper left of the pane, or by
selecting the Search Results button at the left of the screen.

View and update card account

On the Card Management screen, you can view and update card account details, refresh, request a plastic
card and close an account.

Select a card to update

1. Use the search functionality to locate your card.

2. Click Details on the right of the desired record row on the Search Results screen to select the card.

a1 ot

S My & O frem v Inlerarien Cre zaa ket
. -
.
| = [FERLEE = Frodd L < r A =weh Sy
e ot A EUCT TE N R el Y it L #
i [
ﬂ Jdarwz Duparc L o = RN 05 3 iy
@.i'.ﬂ.:.‘ltm ==y 2 I AHE MEINTFIOS W i cec ki
([} manitew Do A3 e T T 3
u SFETE TR HE e gy 13 1w e 4 o
ﬂ. daree Mot oy 0 i E TR 3 .
ﬂ.'rlrl--'l-.l? s . " - ALK O B e
ITh mirs Hanas

45 RBC NextLogic Program Administrators Guide



3. The Card Details pane will appear in read-only mode.

B
Bccound Nemiber 2 e A
Firsi Name Jorartuar
Last Mams
Carahaider Mams SOPATIAN JONE S

Compary Mame on
Care

Emai dddiens e arigi s G
Unique Employee 0 3621913001
Cowmy poren

Rodrans |iss |

Addvast Line §

ok Plione JRASETIETY

Mot Phoss

¥ is 4 physcal
cand?

Humbar of canis
dnuealed

Mumbar of cards 1
v

Laiw Prowince

NP Poadal Code LECTEE

Refresh card details

Click Refresh to retrieve the latest details for the card account. This will synchronize the screen with

the processor.

and Details - MaliFew Boyd

Edi S efreeh 2 rinry

Update card details

Note: Remember to refresh a card account before making any changes.
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Click the Edit button to change the screen to edit mode.

+ The Edit and Refresh buttons will be replaced with Submit and Cancel buttons.

+ The applicable fields can now be edited.
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Submit changes

Once all the required fields have been updated, click the Submit button to send your changes for processing.

+ The screen will lock in read-only mode.
* The Submit and Cancel buttons will be replaced with the Edit button.

+ Asuccess message will be displayed when the application has passed the initial validation and can be
accepted for processing by the system. This message does not indicate that the updates have been
applied at the processor end.

Your application has been submitted for processing
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Card controls

What are card controls?

Card controls allow the Program Administrator to control physical cards in real-time to help manage your
company’s spending policies and ensure compliance with your company’s purchasing policies. You can apply
card controls to individual cards or groups of cards in your commercial card program.

How to add controls

1. Select Cards at the top of the screen.

Home  Cards  Search  Repois ¥ Administration v @ A v
i Report Outoox ADMINISTRATOR =il Announcements
# Pinned Transactions 0970172023 1o 09/30/2023 Account Management Unmapped  Active Issuer Message
We will never ask you to provide credit
Reports ot Requisitions 12 0 card details, password credentials, or any
Requisitions ¥ | personal information in an email or over
Dashboards Big Bank 1 6 14 the phone. 11 you do receive a request like
cistbona: Debil (USD) Cred (USD] this please report it immedately to your
Spond 1 500.00 0.00 Administrator

Vist Viza Online
B View 1ulltransaction summary

‘ Fecerc Important Note

cPeriods
09/01/2023 w0 00/20/2023 v |

We will never ask you to provide credit
card details, password credentials, or any
persanal information in an email or over
the phone. If you do receive a request like
this please report it mmediately 1o your
Administrator

2. Select Cards on the left side of the screen.

Home  Cards  Search  Reporsv  Adminisiration v ® A L~
Cards
Unmapped cards Unused cards Cards at 80% of spend limit Cards expiringin 4 weeks
@ Overview
L 6 @ 0 9 11 ® 0
B Cards
| view | | view |

Cards status summary

Closed o >

@ Expired 0 >
Open 20 >
@

@ other 0o >
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3. Search and select the card you would like to add controls to. Select the arrow under Details to open the
cardholder details.

—
Home  Cards  Search

Reports ¥ Administration v

Cards g o
@ Overview
Cardholder
B Cards . RaeFolaron
0011

Account type

Corporate account

Creditlimit  Card type Status

@ A Luayv

Last transaction date Detalls

4,400.00 USD  Corporate Card Open 09/11/2023 >

4. The cardholder details will appear on the right side in a different screen. Select Card Controls at the top

of the scree

Home  Cards  Search

n.

Reporis v Administration v

Cards Q. Gpen
o Overview
Cardholder Status
B Cards w Rae Folaron &
pen
0011
o Antanette Mattheiss P
0003
Tead Acerno
™
0002 S
Zenith Crock
c
0012 vt
& :;(n)c:eGmns s

Cleodis Sorsbv

Detalls

>

© A 2L

RF Rae Folaron ##+# #xs #k+s.0011

Details Card controls Transactions

No card controls added

5. Click the Add Card Controls button to add the card controls.

Home Cards Search Reports v Administration v
Cards Q Open
@ Overview
Cardholder
5 Cards 4 RaeFolaron
0011

Antanette Mattheiss

0003
Tead Acerno

n
0002

L Zenith Crock
0012

o Heidie Goins
0009

o Cleodis Sorsby
0001

o Estanislado Hannaford
0020

 Jarred Karlovec
0019
Vernice Seda

s

« 0007
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Status

Open

Open

Open

Open

Open

Open

Open

Open

Open

Details

@ A Ry
RF Rae Folaron *+ s iitigo)

Details Card controls Transactions

No card controls added

|| + Add card controts




6. Once you have selected all the required card controls, select Submit.

Details

Card controls

Transaction controls

Block all transactions over specified limit

Transaction limit *

‘ + Add card controls ‘

How to remove controls

1. Select Cards at the top of the screen.

Home Cards Search Reports v Administration v

W Report Outhox ADMINISTRATOR

# Pinned Transactions
Reports [ e = ‘
Requisitions
Dashboards
Transactons Detit (USD)
Spend
(& View full transaction summary
Recent Periads ) ‘

09/01/2023 10 0973012023
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Transactions

@ Remove

@ Remove all
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=l Announcements

Issuer Message

We will never ask you to provide credit
card details. passwiord credentials, of any
personal information in an email or over
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Administrator

Visit Visa Online
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2. Select Cards on the left side of the screen.

Cards
Unmapped cards Unused cards Cards at 80% of spend limit Cards expiring in 4 weeks
@ Overview
2 6 e 0 0O M 2 0
B Cards
(e (]

Cards status summary

@ closed o >
@ eopire o >
@ open 20 >
@ other o >

3. Search and select the card you would like to remove controls from. Select Details under Action for the
card to open the cardholder details.

VISA Spend Clarity .
—_— Bani
FOIe MY SEEND W Caids Sesich Repoils™  AOmsiiEion v s
oF OCR—
Card program Q. Gpen - o Juhn Bale B2
Details Cang Controts Tiargacmons
& Card Stana Action

& Owerview
Total spend (USD)

g Andeow Philigs " yatails

B Cards o071 FEe

i o Ealance
Michasi Becker s el 227082
Lk = s

Hyile= Jshnston
0072

Mapped user Urenag

\anesza jones s
0075 ¥ o . Jute Bale

Sarah Smith
007a

Jhn Bale

or > Detals
faan Card details

4. The cardholder details will appear on the right side in a different screen.

VISA Spend Clarity BigBank
—
Fome MY Spend Y Gas Sesich HEposY  AdnmsbEion v X e
x oF srtees mrees mag)
Card program Q open - John Bale 5280
Details Cart Cantreds Transacmns
~ Card Stana Aiciinn

& Owerview
Total spend (USD)

g Andeow Philips il

B Cards 0T R

Bulance Ermek hesic.
o Z Tetals 227082 5000.00
® oz Crer Detsls ) ' .

Hyiles |nhnston

" e o
T w2 HE—
Mapped user Urenag

4 Vanesajanes _——

0075 e ey

Sarah Smith s
= ita e i
nr Jehn Bale Den Details

fasn Card details
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5. Select Card Controls at the top of the screen.

VISA Spend Clarity Fre BigBank

—_—
Home My Spend ¥ Canls  Seans  RepodsY  Adminstaion ¥ A soon
w tmise
Card pragram Q. dpen i SR
G Owerview s - i
g Andrew Philips o Dieard
R S . Detals
s Michael Becker N
L e o
y  Mrilee johrston _— el
o7z o o
\ Vanessa jomes &
nors e = o=
o=
; Li—
o Sarah Smith 2 Detate
nora e . Mo card control opticns added
[ Bl -
or = i
Hasn - Pt

6. If you would like to remove a certain card control, click Remove.

Card program Q- Open %
Locaion ks
o o Cart e Actian
- .
andrew Philigs
- 0 Details
= Cards a7 v sLail
iy Wicheel Becker .
o e et
Kyiles Johnsion
K e Dt
a7z &
4 Vanessafones il
0075
sz
) SISt oo Details o
oa7d .
john Bale
= e e
G o Dt
'
Pete Irving,
. - Dt
i - el
. Christogher jores
1 . Details
= tead elails
a Jatail
P s
e Duvict Pl - netall
7930 L -
s Michelie picharican e - [ B "

7. A separate menu will appear to confirm the deletion. Click Remove All.
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Account limits

If you set the Account Info, the Account Limits section will appear.

1. Enter the credit limit you would like to set for this particular card.

2. If your company has a spend control policy such as a single purchase limit, which is the most a
cardholder can spend on one purchase, or a daily amount, which is the most they can spend in one
day, you can enter a dollar amount and apply it to all card transactions. The limits will be applied to all
transactions, regardless of any spend control set for a merchant type.

Spend controls for all card transactions:

* Single Purchase Limit: Maximum amount for a single purchase

+ Cycle Amount: Maximum amount that can be purchased in one billing cycle

* Cycle Volume: Maximum number of transactions in one billing cycle

* Daily Amount: Maximum amount that can be purchased in a single day

* Daily Volume: Maximum number of transactions in a single day

* Monthly Amount: Maximum amount that can be purchased in a month

* Monthly Volume: Maximum number of transactions in a month

* Other Amount: Maximum amount that can be purchased in a custom-defined period

+ Other Volume: Maximum number of transactions in a custom-defined period

You can specify the time period as well:

* Based on Number of Days: Number of days for which the user-defined controls apply (the count of the
number of days starts from the request submission date)

+ Based on Date Range: Date range (between a start date and end date) during which the user-defined
controls apply
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3. You can choose the type of limit you want to set in the screen displayed below.

x Create Card Account

@ Account Info T
Er |~

B Account Limits

[crmunr: . 1[ﬂr¢nnrmum ]
Cycle Limit  Remove
lrmunwme “Mm)'unlt ]
Monthly Limit  Remave

e i |
© Add Limit

# MCC Groups Select
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Temporary credit limit

Set a temporary credit limit

As part of the update functionality, you can set a credit limit that takes effect on the specified effective date
and is restored to the original on the expiry date, if set.

To set a temporary credit limit:
1. Onthe left-hand side select Administration > Accounts and Cards > Card Management > Open > Details.

2. Populate the following fields in the Account Limits category of the screen and click Submit:

Home  Cards  Search  Reporls Vv Administration v A 2 asten v
+ Create
Card Management Q searcn
s Summary Here's a summary of whal's happening with your cards

6 searchReslts Royal Bank of Canada

. >
You are managing 2 cards
@ Card History
pen )
——
Home  Cards  Seach  Reporis ¥ Administrafion v A 2 snenny
+ Create
Card Management
B Summary searchBy: () Cara Account Information () Employee Information
Card number (last 4 digits) Accoumi S o i ‘
Search Results i die open v nt Last Narm z a
@  Card History =] Last Updated To {dd mmm yyyy) =] Account Hierarch v Q Search Reset ‘
i 90 days.

Select All 2Results Total | 52 Select Columns < > ‘

Select Cardholder Name Card Account Number Credit Limit Account Status Last Updated~ Details
W Q Cavind Patone 4865.04%+++4.5694 50 Open 15/11/2023 19:55 Details

* Temporary credit limit
* Effective date

+ Expiry date (optional) - This date cannot be earlier than the day after the effective date.

Cardholder Address
Country Canada City Guelph
Address Line 1 37 Doyle Drive State/Province ON
Address Line 2 ZIP Code N1G 566

Account Limits

Credit Limit 10

Temporary Credit Limit
Current Balance 0.00

Effective Date
Available Credit Limit 10.00

Expiration Date

55 RBC NextLogic Program Administrators Guide



Back to Table of Contents

3. On the effective date:

* The temporary credit limit will be applied as the credit limit on the Card Management screen.

+ 1f an expiry date is specified, a message will be displayed: “The credit limit of (original limit) will be
restored on (expiry date)”

Cardholder Address

Country Canada City Guelph
Address Line 1 37 Doyle Drive State/Province ON
Address Line 2 ZIP Code N1G 5E6

Account Limits

Credit Limit 10

Temporary Credit Limit
Current Balance 0.00

Effective Date
Available Credit Limit 10.00

Expiration Date

4. On the expiry date (if specified), the permanent credit limit will be restored automatically.

Remove a temporary credit limit

If you wish to make changes to a temporary credit limit before it goes into effect, simply access the Edit
screen, and update the fields in the Temporary Credit Limit section.

To delete a temporary credit limit before it goes into effect, simply clear the amount field in the Temporary
Credit Limit section and click Submit.

After the temporary credit limit has gone into effect for an account, you cannot edit the temporary credit
limit fields. However, you can remove the temporary limit and restore the original credit limit.

To do this, on the Card Management - Edit screen, click the Remove button in the Temporary Credit Limit
section and then click Submit.

= Criadhi Limit
Temporzry Credit Limin

Current Anlanca (0]

& Earines Dals fddimmiyyeyd

Feamlatie Coedil LmA 08
Lgmratizn Dals |dedrmmiysyy |

Tay croset et ot S Wil be rastomess on IR

Hrmous

When you submit the changes, the original credit limit will be restored, and the temporary credit limit fields
will revert to blank.

56 RBC NextLogic Program Administrators Guide



Back to Table of Contents

How to close an account

1. To close a selected account, click the Close Account button at the top of the screen in read-only mode.

Card Details - Jonathan Jones Last updated: 21/01/2022 1424 %
r Eﬂ ], Refresh History Authorization Summary Close Account

2. Add a Comment, if needed, and click Submit to send the closure request.

VISA Ciose Account - ™-*""*_7653 ixi

‘You cannot report an account lost/stolen within this website. Please call the 24x7 customer
service number at the financial institution if you need to report an account lost'stolen,

Account Status Code

CL

Comments

4

500 characters left

Submit | Cancel

Your request will be submitted for processing.

Your application has been submitted for processing.

VISA Suppliers - Top Spend o

Report mode: Employee @ Account

Account Issuer Royal Bank of Canada v

Currency & Amount -

Statement Period 15/03/2016 to 14/04/2016
Account Type [Al Types] v Additional Fields -
Hierarchy Node 2] v
Merchant Group v Hepoitiempeieg
Merchant Category

Airline Report

Scheduled report test
Start Date =
End Date =

® Posting Date () Transaction Date

Sort Report By
® Total Spend
Supplier Name

Save Tempiate Delete Template

Transaction Count

Rank Suppliers Top 10 Supphers

Selected Node Only

3. An automatic email will be sent when the report is ready.
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Multiple card creation (bulk)

Multiple card creation allows Program Administrators to create multiple cards through a single request.

Multiple card creation is helpful when there is a need to create more than 5-10 cards at once. Please
remember that it takes about 24 hours for the card creation process to be completed.

Multiple Card Creation (MCC) Interface file

Multiple cards are created by uploading and processing a valid interface file (of interface type — MCC).

The contents and format of the file are described in detail in the Multiple Card Creation (MCC) Interface
Import guide.

Example of a multiple card creation (MCC) interface file in Excel
spreadisheet format.

A B C | D E F G H | J
1 |Template Name First Name Middle Name Last Name Email Address Date Of Birth Employee ID Work Phone Home Phone Company ID
2 |Standard Fred John Smith fred.smith@samplecompany.com 1569-01-01 Emp_01 6491526000 6491526001 2191919
3 |Standard Amy Wood

Processing the interface file

To create multiple cards upload the interface file to the Vault (Administration > File Management > Refresh
Interfaces). The new interface type will be added to the list.

MCC - Multiple Card Creation interface type option

[ ;
4 B iz IneslLimk Spens Managemest - Google - o 4

| B i it wr - Hhee e tramdam-test . oom, sor

Please select the interface type

Flsnars fhjan 00 <=

lleriace Thige | |
HA - Empiosea Celaks L
0 - Charpe Godas

L - Lleatr Losga
FX = Foiwgn Excliamys Hilee
4 - Compamy Urk
07 - DalacE Coding

| VAT - MAPipeS [ni Cemohin |

T

When processing is complete, the card accounts are queued up and sent to the processor at the next
available processing time.

Note: Processing bulk files occurs during non-peak hours, so it may be 24 hours before the file is processed.
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Error messages
Multiple card management is not enabled for the company

Message: “Your company is not set up for multiple card management, therefore you are unable to process
this file.” 1f this message appears, please contact RBC NextLogic Navigational Support at 1-877-334-9938

or by email: rbccommercialcards@rbc.com.

Interface Processing

Your data refresh is being processed, please be patient as this can take a few minutes

Interface Results

d Your company is not set up for multiple card management, therefore you are unable to process this file.

Card administrator does not have card creation rights

Message: “You do not have access to create card functionality, therefore are unable to process this file.”
If this message appears, please contact RBC NextLogic Navigational Support at 1-877-334-9938 or
email: rbccommercialcards@rbc.com.

Interface Processing

Your data refresh is being processed, please be patient as this can take a few minutes

Interface Results
-.__] You do not have access to creale card functionality, therefore are unable to process this file

Number of cards exceeds allowed limit

The maximum number of card records allowed in a file is 1,000.
Message: “Too many records loaded in imported file. (number of files) received, which is more than maximum
of 1000 records.”

Interface Processing

Your data refresh is being processed, please be patient as this can take a few minutes

Interface Results

J Too many records loaded in imported file. 1006 received. which is more than maximum of 1000 records.
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Multiple card maintenance (bulk)

Administrators can now update or close up to 25 cards at a time. Multiple card maintenance is helpful when
there is a need to update more than 5-10 cards at once. Please remember that it takes about 24 hours for the
multiple maintenance request to be completed.

Selecting multiple accounts
1. Click Select All to select all the accounts listed on the current page.

Click the check box next to a cardholder’s name to select an individual account.

2. When all the check boxes are selected, the Edit Selected Cards button appears. Clicking the button
opens the Update Accounts pane, where changes can be made and submitted.

Note: Only accounts selected on the current page view can be multi-card managed because visual
confirmation of all the accounts selected is necessary. When you move to a new page or change the sort
order of a column, the Update Accounts pane closes.

Example of the Card Management screen with multiple accounts selected
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Update fields and close multiple cards

Update Accounts pane

Exdnt Cartd Dhelads - 4 Solached

ardholder Details

Company Kame or Car

Aidras
Cousiry S an ogken - Cily
Addmas Search " | SizraTrovinrg
Address Lina 4 TP FPosial e

AiESs Line 3

Acrount Limess

Credid Lime

Comments

Ted CRONGDS SLOATHIED N0 vl N1 D3 PR, YDUT SEPRCaan Wil o SCTwB Ed T07 pReoessing

1. Populate one or more fields that need to be updated for the selected accounts
and click Submit to schedule the changes.

2. Click Close Accounts to schedule the accounts closure.
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How to view transactions

Two types of transactions in RBC NextLogic — authorized and posted
transactions
What are authorized transactions?

Any transaction made with your RBC Commercial Credit Card is authorized before being posted. Authorized
transactions are transactions that still need to be settled by a retailer or service provider. The transaction
amount is held against your available credit while we wait for the merchant to send us confirmation of the
transaction.

What are posted transactions?

Posted transactions are completed transactions that have been settled by a retailer or service provider.
These transactions will subsequently appear on your statement with the post date.

Viewing authorized transactions

This feature is helpful when you need to see authorized transactions before they are posted.

1. Access Card Management by clicking Administration > Overview > Card Management.

HELPFULTIP

Hover over Card Management and click the pin
icon to create a shortcut to the home page.

2. On the Card Management Summary screen, click Open.
3. Click the Details button beside the card you want to view.
4. Click Authorization Summary.

5. To view the details of an authorized transaction or investigate why a transaction was declined, click
Details beside that transaction. The Authorization Details panel will appear.

HELPFUL TIP

Confirm the reason for the decline and reference the Common Decline
Codes document in RBC NextLogic in the Commercial Cards Service
Centre (rbc.com/corporatecardservices) for details on viewing posted
authorizations.
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Authorization Details

6. Log into RBC NextLogic.
7. In the Transactions section on the RBC NextLogic home page, click View full transaction summary.
8. The Transaction Search — Company pop-up window will appear. Select the statement period or date

range then Search.

Note: The default displays a summary of transactions by account. To obtain a detailed list of transactions
at the corporate customer account level, click the radio button beside Transaction list (see the lower left
corner of the pop-up window).
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How to view account balances

Viewing corporate customer account balance

Note: Only users that are mapped or delegated (linked) to the Corporate Customer Account will have access
toit.

1. Loginto RBC NextLogic.

2. On the home page, you will see the Corporate Accounts section.

3. Click Get latest balance to view the real-time available credit.

Note: The available credit is in real-time and includes authorized transactions. The current balance is based
on posted transactions and may not include all authorized transactions.

Viewing individual cardholder account balance

If your user profile is not mapped or delegated (linked) to the cardholder account
1. Loginto RBC NextLogic.

2. Access Card Management by clicking Administration > Overview > Card Management
Tip: Hover over Card Management and click the icon to create a shortcut to the home page.

3. 0On the Card Management summary screen, click Open.

4. Click the Details button in that card’s summary row.

5. On the Card Details screen, click Refresh.

6. Scroll down to the Account Limits section to view the available credit limit and current balance in real-

time based on posted transactions.

Quick access to cardholder accounts that are already mapped or
delegated (linked) to your profile
1. Loginto RBC NextLogic.

2. On the home page, click the Accounts tab.

3. Click on the card of interest.
4. Click the Refresh button to obtain real-time available credit (includes pending transactions):
A card mapped to your profile will appear under the My Accounts icon in the left menu.

* Acard delegated to your profile will appear under Delegated Accounts.

To delegate other cardholder accounts to your user profile

1. Click Reports > Company Administration > Account Delegation.

2. The Account Delegation pop-up window will appear. Enter the employee information in the field(s) or
click Search to obtain a full list of cardholders.
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3. Check off the box beside the cardholder account of interest, then click Delegate Selected Accounts.
4. The Employee Search window will appear. Enter their first and last name and click Search.

5. Your search results will display the employee’s user profile. Click the [l icon beside the user’s name to
delegate the account.

How to view statements

Statements can be viewed for both the cardholder and the corporate customer account in RBC NextLogic:
1. From the RBC NextLogic home page, select the Reports link at the top of the page.
2. Select Company Administration > Statement Manager.
Tip: Hover over and click on the pin icon to create a shortcut to the home page.
3. Search for a specific statement from the drop-down lists:

i) Inthe pop-up search window, select the desired statement period in the drop-down list and click
Search.

if) On the results page, click the red square pdf icons to download the official statement.

Note: You can access up to 25 months of eStatements and 2 years of transactional data. If you
need additional historical information, please contact RBC Commercial Cards Client Support at
rbccommercialcards@rbc.com or 1-877-334-9938.

How to generate a report

RBC NextLogic includes a suite of powerful reporting tools that harness business spend data and
insights.

1. Loginto RBC NextLogic.

VISA Visa Commercial Serwc Engish(US) v

User Name  ismythe@abccompany.com

Password ki

Forgot User Name? | Forgot Password?
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2. Select Reports at the top of the screen.

V’ s Visa IntelliLink ~ &
Spend Management Picture in picture ) rBC A
Home Administration v Reports v xPAJayne v

8 Report Outbox Currently there are no items to show as you have ne mapped or delegated = Announcements
accounts with recent activity.

# Pinned Important Note
ADMINISTRATOR Account Statements will be available on the

15thof e month
To show your favorites here, try pinning of oveny

items in menus by clicking % Traitsackions RBC
150472016 to 141052016

No transactions for this period
{20 View ful ransaction summary

Recent Periods ~

Accounts Unmapped Active

Royal Bank of Canada 10 1"

3. Select which report is applicable from the list.

‘v’s Visa IntelliLink . 3|
Spend Management Picture in picture ™ rBC

Home  Administration v Reports v 3 rPasayne v
Scheduled Reports > Transaction Search - Company
Expenditure Analysis 2| Enhanced Data Analysis
‘Company Administration > Suppliers - Company
Usage and Menitoring > Suppliers - Top Spend

Analysis - Company
City Pairs Report

Environmental Impact

Accounts Unmapped Active

Royal Bank of Canada 10 "

Terms of Use
4. Depending on the report, select, review and define the search criteria.

5. Select Search.

Note: You can also create a report template.
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Alerts and messages

Card creation email notifications
Once the administrator receives the email, they can locate and view the newly created cards using the
normal Card Management search functionality.

In addition to the card creation status, each email includes the following information:

« Company name
- Interface file name

+ Datetime stamp when the file was uploaded

All cards successfully created

2 &
W] Visa Intellilink Spend Management <da-nct-rephy@intellilink spendmanagement viza.com

Mumtiple tard creaton prooess completed

T Gaswrd TEsmsrades

CaaFani WVisa
Capaniewmai Jind by ghax Gle updoaded gt 18402017 223324 am (TS o creale rrdiple cade has been processed
1 cand have been oeated successhuly. Pleass log n e hilpsdinisiok spendmanagsmenlyizacom o view te delals of thess cands

Vi mbcsand whin the sehodhiled crsen of MGE groags for Sess cants has been penoessen youl will be nofified inoa sepambe smal

Fis 1% & sysi=m gererated emal - do ret reply,

Some records failed

The email provides the total number of cards that were created successfully, and for each failed record, lists
the following details:

+ Line number

+ First name

* Last name

+ Status reason

+ Error description

All records failed

The email provides the total number of cards that failed, and for each failed record lists the following details:

+ Line number
+ First name

¢ Last name

+ Status reason

+ Error description
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All records failed due to an invalid template name
The email provides the total number of cards that failed and the template name that was used.
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MCC Groups email notifications

As per the single card creation process, after the scheduled period, usually 24 hours, the default Merchant
Category Code (MCC) Group is loaded onto each of the successfully created cards. When processing is
complete, an email is sent to the Program Administrator who uploaded the interface file.

The body of the email depends on whether all cards were successfully updated or some or all cards failed to
be updated.

Each email includes the following information:

« Company name

+ Datetime stamp when the file was uploaded
All cards successfully updated

Wl Visa IntelliLink Spend Managemant <do-not-reply @iatellilink spondmanagement visa.com

Multiple card update process completed

WISA, Company
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Some or none were successful

In case some records failed, the email provides the total number of cards that were updated successfully,
and for each failed record, lists the following details:

« Account number
« First name

¢ Last name

* Status reason

+ Error description
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In-tray notifications

The in-tray will only appear if there is an error notice for the Program Administrator. An icon with the number
of messages is displayed to the left of the username icon.
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L5 11.620,32 Ll 33
Loom ol Leg
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Note: The in-tray is enabled by default. However, this option can be disabled per the company’s request if
needed.

1. Click on the icon to display the notifications.

o 1 CM_Admin v

[4 Create card request for Paulmi Test
i failed

More Information

2. Click on More Information for a detailed description for that notification.

Create card request for Paulmi Test failed X

Fieose quole ralzrence number. CMAI5S006Ib- 196041 Fe- 6040 3 da b ofice

The card you reguested for Pavim Tost an 20250017 22-04-07 faiied Tre crzating1her cand
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Example notification causes include:

+ Credit limit change fails due to internal errors
+ Credit limit change fails at the processor

+ Create card failed

+ Update card failed

+ Update card request timed out

+ Close card request failed

+ Request plastic failed

Authorizations and declines

Information on authorized and declined transactions for a card account can be accessed using the
Authorization Summary button.

IV 1M B

anatha s =t ppdated: 214

Ecil Safresh Hzor suthozation Summer Close Acooun

The Authorization Summary screen will appear, listing all authorized and declined transactions for the
selected card over the last 14 days. The information is sorted by the most recent transaction first.

An Export All button allows the Program Administrator to export all the Authorization Summary results of a
search as a .csv file. The file includes all columns displayed on the screen.

Note: The file name includes the last four digits of the account and the date and time of the export
(e.g. AuthDeclines_1234_20180524_112500.csv).
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Select a transaction to view additional information. This is displayed on the Authorization Details screen,
which appears on the right of the screen.

The Account category is always expanded. Other categories are:

+ Compliance
+ Decline

* Parent

+ Merchant
* Process

+ Referral

+ Source

« Diversion

Scroll down and click anywhere on the bar for the category to view the details. The previously expanded
category will collapse.

Note: A listing of all transaction decline codes can be found on our Commercial Cards Service Centre page.
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Templates

There can be a lot of repeatable data that need to be entered during card creation. For example, when
new cards are ordered for employees, they may all be delivered to the company office and then handed to
employees in person. This information can be saved to a template and reused in the future.

Save a template

All the templated fields will be saved to the template. Some field values that are unique to a cardholder are
not saved in a template. Namely:

+ First Name
* Last Name

+ Employee ID

o LT

m

Note:

* You are able to save a template with the field validation errors. Only the valid values get saved in the
template. When the template is loaded, the valid values get populated on the Create Card screen.

+ There are no validations for the mandatory fields to save the template.

+ Read-only (default) fields are not templated.

+ The Save Template button is available on the Create Card Account and Edit screens for an existing card.
+ The template name must be unique.

* When entering a template name, any existing template names starting with the same characters are listed
below the field.

+ Alphabets, numerals, white spaces and special characters are allowed in the template name.

+ The template name is not case insensitive.
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Load a template

Once a template has been saved, for any new card you are creating, you can click the Load Template button
to access the list of templates.

To apply a template, select the template you want to use from the list.

The Load Template pane will close. The Create Card Account screen will be populated with the data saved
in the template.

Delete a template

You can delete a template by clicking the trash can icon beside the template name.

Note: Deleted templates cannot be recovered. Any user with access to this functionality can delete the
templates created by another user.
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Auditing and card history

There are two views that can be used to obtain the history of changes to a card account:
Company view

Card account view

The following actions are captured as part of the card history:
Create card
Update card
Refresh card
Request plastic
Close card account
Scheduled MCC Groups
Scheduled temporary credit limit
Authorization (approved/declined) summary

Authorization detail

Each event is recorded as:
Succeeded - Both the request and the response web service calls have succeeded.
Failed — The request or the response web service call failed.

In progress — The request web service call succeeded, but the response has not yet been received.

Company level history

1. Click the Card History icon in the navigation bar on the left.

2. The Card History search screen will appear. Select the search criteria and click Search.

Note: After the initial search has been performed, the card search panel collapses automatically. The
visibility of the search panel can be controlled using the Expand and Collapse buttons.

Search results are presented in the table below. By default, all columns, except Hierarchy Node 1D and
Comments, are displayed. Program Administrators can change the displayed columns by using the Select
Columns button. The selected options are saved under the Program Administrator profile and will be
displayed each time they log in.

3. Click Details to the right of the record on the Card History screen to open a side pane displaying the full
details of the request. The details pane also displays the field-level history of a request if the Request
Type is one of the following:

+ Update

* Multiple update

+ Scheduled temporary credit limit
+ Scheduled MCC Groups
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The pane shows the original value and the submitted (new) value for the fields that had requested updates.
The information in the pane can be copied to the clipboard for later use (for example, the details can be
pasted into an email).

Note: The card history shows the request and does not guarantee that the card account details have
changed. It is important to check the Request Status to determine if the request succeeded or failed.

4. The Export button allows you to export all returned results in the Results Total field as a .csv file. The file
is saved to your local Downloads folder. It includes all columns in the record, regardless of which ones
were selected to display on the screen.

File name format for company-level history exports

+ CardHistory_Company_{yyyyMMdd_hhmmss}.csv

+ Example: CardHistory_Company_20180427_110540.csv

Card account history

While working with a specific card account, a Program Administrator can view the last 90 days of its history
by clicking the History button.

Note: To view the card’s history beyond 90 days, search for the card number and date range using the card
history on the company level screen.

Default columns displayed:
* Request Date

* Request Type

* Request Status

+ Actioned By

- Reference ID

* Last Error Description

The displayed columns can be changed using the Select Columns button. The selected options are saved
under the Program Administrator profile and will be displayed each time they log in.

Clicking on a record on the Card History screen opens a side pane displaying the full details of the request.
The details pane also displays the field-level history of a request if the Request Type is one of the following:
+ Update

* Multiple update

+ Scheduled temporary credit limit

+ Scheduled MCC Groups

The pane shows the original value and the submitted (new) value for the fields that had requested updates.

The information in the pane can be copied to the clipboard for later use (for example, the details can be
pasted into an email).
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Note: The card history shows the request and does not guarantee that the card account details have
changed. It is important to check the Request Status to determine if the request succeeded or failed.

The Export button allows you to export all returned results in the Results Total field as a .csv file. The file is
saved to your local Downloads folder. It includes all columns in the record, regardless of which ones were
selected to display on the screen.

File name format for card-level history exports
+ CardHistory_{AccountLastFourDigits}_{File yyyyMMdd_hhmmss}.csv
+ Example: CardHistory_1234_20180427_095332.csv

How to make a payment

Please access the payment instruction portal through Paying Your RBC Commercial Credit Card. We provide
multiple options to make payments to your RBC Commercial Credit Card.
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RBC Commercial Cards Key Contacts

Please carefully read the list of our service support options below
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Type of Inquiries

Contact Details

Hours of Operation

Program
Administrator
Support

(Administrators only)

Phone number: 1-877-334-9938
Website: Commercial Cards Service Centre - RBC Royal Bank

Day to Day Servicing: Select Option 1
Email: rbccommercialcards@rbc.com

NextLogic Navigational Support: Select Option 2
Email: rbccommercialcards@rbc.com

Virtual Card Navigational Support: Select Option 3
Email: rbcvpa@rbc.com

Mon-Fri 8:30 a.m.
to 7:30 p.m. EST

Cardholder Support

(Account & Payable inquiries)

Card Activation and
Replacement

Report lost / Stolen Cards

Avion Rewards Travel

(Company Points Owners/Designates for RBC Rewards)
Insurance Inquiries

International Calling
(Outside of Canada and U.S.)

Travel Emergency Insurance
Coverage Support
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Phone number: 1-888-ROYAL-34 (1-888-769-2534)
Website: Commercial Cards Service Centre - RBC Royal Bank

Phone number: 1-888-ROYAL-75 (1-888-769-2575)

Phone number: 1-888-ROYAL-34 (1-888-769-2534): Select Option 3

Phone number: 1-888-773-7057
Website: avionrewards.com

Phone number: 1-888-ROYAL-34 (1-888-769-2534): Select Option 6
Website: Credit Card Documentation - RBC Royal Bank

Phone number: 1-705-522-7437

Phone number: 1-800-533-2778

24-hr support, 7 days a week

24-hr support, 7 days a week

24-hr support, 7 days a week

Mon-Fri 7 a.m. to Midnight
Weekends 7 a.m. to 9 p.m.

Mon-Fri 8 a.m. to 10 p.m. EST
Weekends & Stat Holidays
9a.m.to5p.m.

24-hr support, 7 days a week

24-hr support, 7 days a week


mailto:rbccommercialcards@rbc.com
mailto:rbccommercialcards@rbc.com
mailto:rbcvpa@rbc.com
http://avionrewards.com

® /™ Trademark(s) of Royal Bank of Canada. RBC and Royal Bank are registered trademarks of Royal Bank of Canada. vesiie24 130324 (11/2023)
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