Cards OnLine A User Guide for Cardholders

aonother

Cards OnLine to work for you.

WO U Save time, check your statements online.

With The NatWest Cards OnLine service, you don’t need to wait for a statement in the post to

view your transactions. You can view up-to-date card activity at any time, 24 hours a day,

MOke _the mOSt Of COI’dS OnLine 365 days a year, through password-controlled access to Cards OnLine. The service is quick,

convenient, paperless, easy to use and above all free to NatWest Commercial Card customers.

With Cards OnLine you can:
View your statements online, any time
Receive an email alert for your latest monthly statement
See the latest transactions on your account
Get instant access to statements for the past 13 months

Download transaction details into money management and
spreadsheet programmes

View your current terms and conditions.

M

Use this guide with the Cardholder demo ot www.natwest.com/cardsonline

NatWest
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Introduction

This Cards OnLine User Guide is designed for Cardholders as a reference tool.
By following it, you should be able to understand easily how to access your card
account transactions and download your card statements.

To get the most from this guide, you should use it in conjunction with the Cards OnLine
Cardholder demo which is accessible vio www.natwest.com/cardsonline You’ll then
soon be able to log into Cards OnLine, view transactions on your account (including
how to download statements), update your Cards OnLine user profile and, for
Purchasing Card customers, retrieve Cardholder Transaction Reports.

It is important to us that you find this quide, and the online demo tools, both
useful and easy to follow. If you have any comments or suggestions regarding
this guide or the Cards OnLine service in general, please send your feedback to
commercialcards@natwest.com

www.natwest.com/cardsonline




Log in

Welcome to Cards OnLine

Step 1.

This is the homepage for Cards OnLine. You wil
account information.

NatWest

‘Welcome to

User Harme

Meed to Enrol
Access Now!
Enter your 16 d
Account Num

Already Enrclled?
Skan on to manage your account onling:

Account
Services

Review
Transactions

| need to sign on each time you access your

Cards OnLine

Cards OnLine! WMessaoes

Important Notice for registered
Cards OnLine users

Your Terms of Use are about to
change with the addition of Clauses
21, 22 and 23. 1If you currently
recelve Mansgement Information
reports by post or E-Mall, these will

Submit

Set up Online Account
coase, but you will be provided with
an online version, which can be
retrigved via the Cards Online
service.,

it credit card number
fer

Submin

FAQ | Termsof Use | Privacy Policy | Contact Us

[ 18 et

To enrol, please enter your 16-digit
company account number in the box
marked ‘Account Number’.
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Once enrolled, the next time you access
Cards OnlLine, you simply need to enter your
user name (in the User Name box) as defined
by you at enrolment. You will NOT need to
re-enter your 16-digit company account
number again.

Log in

Account
Services

Review
Transactions

How to sign on in the secure Cards OnLine environment

Step 2.

This is the sign on screen where you will be prompted to enter the following:

NatWest

- 3 characters from your PIN
number and

3 characters from your
password.

Sign On

Enter Internet PIN and Password - These were created
during your enfolment.

The first time you entes your Tntemet PTH and Password
correctly, you will be asked to enter your Maller Authentication
Coces o the: following page. If you have not yet recelved your

Mailes Authentication Code, you can still enter your Internet
PIN and Password to have "view only® services.

Internet PIN* : Entes only the feurth, second and first
characters

Eargothen your Internet FIH or Password?

Password*® : Enter only the second, fifth and fourth
charmctens

Entaitten your Antecnet EH o alamend?

Submi - Cancel

FAQ |f Terms of Use | Privacy Podicy | Contact Us

Your PIN and password will have been
provided at the enrolment stage. If you have
forgotten your PIN or password, click on the
‘Forgotten your Internet PIN or Password?’
link for assistance.

NB - You will be asked to enter your PIN and password characters in a specified order. You will
never be required to give your password or PIN in full - unless you change your security details.

www.natwest.com/cardsonline




Account
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Review

Login Transactions

Entering your Mail Authentication Code
Step 3.

Once enrolled, you will receive a letter from NatWest containing a Mailer Authentication
Code (MAC). This unique code provides you with full and secure access to your account
information through Cards OnLine.

NatWest

Cards OnLine

= Slgn. oil

First-time Sign ©On with Mailer
Authentication Code

You will need to enter your Mabler Authentication Code to have
full access bo your account services.

1 you have not received your Mailer Authentication Code yet,
you can still have "view only® access to the system, Select *View
only' access below.

"View Only' access expiry date:

Enter your Mail Authentication Code® m

Lost your Mail Authentication
Code?

Bequest pew Mall Authentication
Code:

Submit  View Only’ Aceenn

EAQ | Terms of Use | Privacy Policy | Contact Us

leipenw [T 18 0 it

You will only be required to enter your MAC
once. You won't be required to complete this
step again when you next sign on.

By entering your MAC, any future postal
statements will only be available
electronically via Cards OnLine.

A User Guide for Cardholders

Log in

How to review your transactions

Step 4.

The left navigation section allows you to:

Mussages | rom Bank

(Mussages From Company
& Duma

Download Centre

6 £ Bromrioad Fes Inbox

INE
51

el

E-Mai: caricrineen

I Uipdate Drofis

Account
Services

Review

Transactions

Cards OnLine

Review Update Account

Transactions Profile Services

Review Transactions »-Sign.ofl
+ Wiew Cardholder Transaction Reports

Select period to review: Review Pending

Select statement cycle to Transactions:

review Select  Select

[Cumert period 3] + G Type Duration
| Approved ¥ | 1 day 'I e
| Transaction Summary |

Trans Transaction T
Bike DovctipHon Debits Credits

No current transactions have been posted to your account.

EAQ | Tesmsof Use | Privacy Policy | Contact Us

ieite
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- View messages from NatWest Commercial Cards and any messages from

your Company Card Administrator

- View your credit limit and your available credit

- View details of your last payment and when the next one is due (if you are

individually billed)

- Update your online profile.

www.natwest.com/cardsonline



. Review Account
Log in

Loa in Review Account
Transactions Services 9

Transactions Services

How to view old and new statements
Step 5.

View your selected statements
Step 6.

The Review Transactions screen provides a full, up-to-date breakdown of your account By clicking on the E-Statements link a new window will open to show you a copy of your
usage for the past 13 months. statement for the selected period.

This can be printed and will be in the same format as statements you have formerly
received in the post.

Cards OnLine

Review Update Account
Transactions Profile Services
Review Transactions « Slan off
+ View Cardholder Transaction Reports
Select period to review: State.

E ments
ement cyche to rview  You can eview your
#| ' Go

monthly statements on-line.
atement fod pesioc displa el

iy ¥

Sorry, but the Terms & Conditions for your
account am not currently avallable online, Mease
contact us using the "Contact Us' link,

Adede|

Past Statement Summa
i PrFvoiE Ralince £24.10 Oviless ik £0.00 Total Mutpen i0.00
Payment Dus 10 Oce 200% Late Fae £0.00 Tors! 6 £0.00
10000 AT Papsant Beosved £0.00 Cthar Faes ol C wih Autvarcet £0.00
Aarears Smount .00, Interest on Purehases otal Adjustmants £0.00

o Endng Balance £3181 Intwrest on Cash

Up to 50 transactions at a tme display onling
transactions select the dropdown box bedg

. -
BATI DA mEFERENCE veum ner TSN EESCIETION

adwant

ax
AT

MARKETING MESSAGES

You can view your previous statements by 4 statements are provided in PDF format and

selecting a period from the drop-down list. you will need Adobe Acrobat Reader installed k
This shows your activity for the period on your computer to view these statements. S Tm—— -
selected and will provide you with a link to If you do not have Adobe Acrobat Reader

an electronic version of your statement. installed, you can download it free from

This link will show within the www.adobe.co.uk A link to this site is

“E-Statement” box. shown within the “E-Statements” box.

NB - If you previously received poper statements in the post, you will now only be able to
retrieve these electronically via Cards OnLine.

A User Guide for Cardholders

www.natwest.com/cardsonline
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How to download transactions

Step 7.

Review Account

Transactions

Services

Within the Transaction Summary section on the Review Previous Transactions page,
you can easily download transaction information into many different formats.

Online

Account
Services

= Slan off

Review Update
Transactions Profile

Download Files Inbox

Transaction File
To download a fike, click the Statement Period link. Files are
available for only 5 days from the mequest date.
Size

Request

File Name

Report File
To download a file, click the Report Hame link. Files are
available for uul 5 days from the equest date.

EAQ | Temmsof Use | Privacy Policy | Contact Us

To download a list of transactions,
simply click on the format that you
would like.

A message will then be displayed
indicating that the list of transactions

is downloading. In addition, an email is
automatically sent to your email address
when the download is complete.
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T

The status of downloaded files is visible in
the Download Files Box, via the link on the
left-hand navigation panel.

Log in

How to update your profile

Step 8.

Review Account

Transactions

Services

You can update your profile through the link on the left-hand navigation bar or at the top

of the screen.

OnLine

Account
Services

Review Update
Transactions Profile

Update Profile
*Requiresd fledd
E-Mail Address® A ths.c0,uk

i‘zﬂml
Internet | ‘I:o‘w Puu]wrd
Verity N [
ey
| Wit was the firs? foraign courtry you visiled? |
| |
Verify Security |

. E-&amnu ane available to view online through the Review

page. We will E-Mail you to advise that your E-
Statement Iuvullul!eunlm for viewing. 11 you requine help
please see Contact Us.

Account Nickname*

CardsOmLine

Ssbmit « Resel

This screen allows you to update
your email address (the email
address to which your email
notifications will be sent) and
your security details.

[ 18 o i

In addition, you can give each of your
accounts a nickname for easy reference.

www.natwest.com/cardsonline
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Cardholder Transaction Reports

Step 9.

Purchasing Card cardholders only”.

NatWest

Larst Siga On:
CardsOnline{S003)
ol an Account

Account
Services

Review

Transactions

Online

Update
Profile

Account
Services

Review
Transactions

View Cardholder
Transaction Reports

g + Betum to Beview Transsctions
(Mussages From Bank
Select period to review:
Select statement cycle to
[Messages From Company review m_m&
cars Orine bama : e Reach
: [Currert pericd 5] + G
cards riine ema 2
¢ View al messages
Download Czn le Reports Cycle)

[Eddrs3 Creie
Eaymant Dus Dats
M. Parpmesnt Dusm

7]
10 Oct 2008
X £0.00
rrwars dmount 0.0
Last Statement Dats 03 Oct 200"
Last Paymart Date 04 5usg 2009

e 1o place a report in your Download Files Inbox, click the

TesT appropriate link for the format of your cholce, PDF format files
are readable by Adobe Acrobat software (free), TXT files are
readable by all computers and portable devices, Files are

(2 atie Crodt 100 avallable for only 5 days rom your request date,
0

Search Cardholder Transactions Report Results

TBOOG3E CARDHOLDER 12-Oct-

2 JTRANSACTION REPORT

EAQ | Tenmsof Use | Privacy Policy | Contact Us

gitens /
If you have a Purchasing Card, you can

view all your transactions on your

account for a given period by clicking

on the drop-down menu for ‘Select

period to review’. By selecting a

statement date, a Cardholder

Transaction Report can be retrieved.

[ [ it

You can only retrieve the Cardholder
Transaction Reports if you currently receive
a paper-based copy. A confirmation email
will automatically be sent to your email
address when the file has been downloaded.
The report will be available in your Inbox

for 5 days.

* Only available to customers with Cardholder Transaction Reports activated.
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Account
Services

Log in Review

Transactions

How to retrieve Cardholder Transaction Reports

Step 10.

s OnLine

Update
Profile

Account
Services

Review
Transactions

Download Files Inbeox

Transaction File

To download a file, click the Statement Period link. Files are available for
only 5 days from the request date.

Status Statement Period _ File Name Size (KB

o fikess available for download

« Sign off

Report File
To download a file, click the Report Hame link. Files are available for only
5 days from the request date.

Status Report Name File Name

Last ParrantDane 04 g 2009
My Profile

(CARCHOLOLE DEMO

£-Mad: carmionaneen

+ Update Profis

EAQ | Termsof Use | Privacy Policy | Contact Us

[T (80 ikt

The Cardholder Transaction Report can be retrieved by clicking the preferred
format, which in turn places the file in your Download Files Inbox.

For further information, please visit www.natwest.com/cardsonline where you

can access a comprehensive list of FAQs, online demonstrations and contact details.
Alternatively, contact the Cards OnLine Helpdesk on 0870 909 3702.

www.natwest.com/cardsonline
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