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Introduction

This guide will assist you with navigating through the ActivePay website. This document will walk through your
first login, what to do if you forget your password, as well as detailed instructions for the pages that you will be
frequenting the most. This guide will cover both Cardholder and Approver steps for transaction management.
Your organization may not use all of the features covered in this document. Please refer to the Table of
Contents to skip to the sections that pertain to your organization. If you are unsure, please see your program
administrator for your organization’s policy.

Login

Your program administrator will provide you with your Username, Password and Organization ID or you may have
received two emails containing your login credentials. The Username and Organization ID are not case sensitive.

First time log in

1. Go to www.pncactivepay.com.

2. Enter the login credentials provided to you.

a. Select "Remember me” so the website will save your Username and Organization ID.

3. Request a security code. The security code will be emailed to the email address provided by your
program administrator OR if a cellular number has been provided for your account, you will have the
option to have the security code sent via text.

Enter your password and the security code.

Accept the Terms and Conditions.

Enter and Confirm your new password.

Verify/edit your personal information i.e. first, middle and last name plus email address.

Select and answer your challenge questions. You will need this if you have to reset your password via
the website. We encourage our users to keep their passwords and the answers to their security
questions in a safe place. Click Continue.

© ~No oA

Username

newuser

Password

Organization ID

Myorgid

Remember me

Register Forgot Username Forgot Password
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Forgot your password?

Go to www.pncactivepay.com.

Click on Forgot Password.

You will need to know your Username, email address associated with your username and the Organization ID.
Enter required information and click Verify Account.

You will be prompted to answer your challenge questions.

Enter your answers, click Validate Account.

Enter a new password, confirm new password.

Click Reset Password.

Note: If you are not able to create a new password using this method please contact your program administrator, as they
will be able to reset or create a new password for you.

LNk~

Forgot Username?
In order to retrieve your username you will need the following information:
e Organization ID
e Name on card
e Card number
e Unique identifier
If you do not have all of the above information, please contact your program administrator.

Go to www.pncactivepay.com.

Click on Forgot Username on the login screen.

Enter all of your information, click Retrieve Username.

The application will validate your information and display a log in screen with your username highlighted in
green.

oL~ -

Your username is JAusten
Username
JAusten

Passwoerd

Organization 1D

pncsuper

Remember me

Jegiste orgot Username  Forgot Passwort
Register Forgot Username orgot Password
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Home Page Review

Horme

Hello,

Announcements Cardholder Quick Links
Bcurest  QFes Cand

0.00 USD 0 13
My I_inl(s et Tranws: ("] recened 1 - (]

Reports

pur mast frequently used bnks will appear abaut an
haur after logging in for che frss time

a. Announcements: This is where both your company’s administrators and the bank are able to post messages
to notify you of upcoming deadlines or other information.

My Links: This will populate with your most used pages as you use the website.

Quick Links: This provides you with quick links to pages otherwise found in the main menu across the top.
Reports: Provides links to commonly used reports.

Cardholder: If you have a card(s) assigned to you, it will be displayed in the middle of the page.

e Displays Credit limit and number of transactions.

e Some optional features shown here are Make Payment if you are responsible for paying your own
card balance and “Unreviewed transactions”, if your organization has opted to perform transaction
coding.

o Click on Show More to see your current available balance, the last 7 authorizations and declines, and

a breakdown of your individual spend by merchant category code.

® oo o

314,59 USD

Transactions

f. Hover over your username on the top right hand corner to edit your individual settings and Log Out. Please
note that the application will log you out after 15 minutes of inactivity. You will see a pop-up to refresh your
session prior to the log out.
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Cardholder

Your card based transactions will be displayed in Transaction Management. Please note that a transaction date
and a posting date are different. A posting date is when the transaction was actually processed whereas a
transaction date is the date the transaction occurred (the day you used your card). This document is intended to
guide a user through the basic functions of coding a transaction via ActivePay, using Transaction Management.
This guide is not specific to any one oganization’s configuration but the procedural steps are universal.

Transaction Management

Reviewing and Coding a Transaction
1. There are two simple ways from the home page to access this information. Click the number link within
the Cardholder section of the home page, or click the Unreviewed Transactions link under Quick
Links. This will provide the list of transactions you have not yet reviewed in the last 30 days.

Hello,

My Links

Announcements

Cardholder

Ca

o]

MEON, DARILIS

0.00 USD

0

Quick Links

1
3

Reports

a.

If you have unreviewed transactions older than the last 30 days, use the Transactions link
within Quick Links to navigate to the page and perform a search for a larger date range.

2. If using the unreviewed transactions link, your results will display automatically, however you may also
use the Search Criteria section to further narrow or widen your search results.
Use the Date range drop down to lengthen your search range, or use the Category to add transaction
related specifics if attempting to find a specific transaction or merchant.
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3. One the desired results are loaded, you can click Summary to view the number of transactions and the
total dollar amount. A pop-up containing a summary of the transactions within the defined date period
will display. Simply click Clese to go back to transactions.

Transaction Summary

Summary with Payments Excluded

Currency Reviewed Approved No Sign-Off Total

USD - US dollar 0.00 0.00 3,283.39 3,283.39

Count 0 0 13 13

4. To select atransaction, simply click on it. Once a transaction is selected a series of options will be
displayed at the top of the Transaction Grid.

Transactions

Billing Details Transaction Details Split Transaction Copy Financial Codes Clear Financial Codes Copy Notes Clear Notes

a. Merchant Details allows you to see details like merchant name, phone number, address, and
MCC as passed via the Visa network.

b. Billing Details allows you to see information such as the Billing and Tax amounts associated
with the transaction. If any reference numbers or IDs are passed by the merchant, those will
be found here.

c. Transaction Details will redirect you to the detail page behind the transaction grid, and allow
you to collapse or expand all sections like Merchant and Billing Details, Workflow, and Split
Transactions.

d. Split Transaction will redirect you to the detail page behind the transaction grid directly to
the area for splitting transactions. This is covered in more detail on pages 5 and 6.

e. Receipts will open a pop-up where you may upload a receipt.

f.  Copy Financial Codes/Clear Financial Codes allow you to copy the same coding combination
to all or some of your other transactions on the grid, or remove coding from multiple
transactions. Use the left most checkbox to select which transactions to copy/clear. This is
covered in more detail later on page 4.

g. Copy Notes/Clear Notes allow you to copy the same Note to all or some of your other
transactions on the grid, or remove the Note from multiple transactions. Use the left most
checkbox to select which transactions to copy/clear.
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5. Tobegin reviewing and coding your transactions, click the Reviewed checkbox beside the transaction
you wish to work. Either type or search for a financial code. Please note, some codes may be populated by
default. If there are no changes needed, then simply move to the next code field. To search for your
company’s financial code values click on Add next to the financial code segment. A pop-up with a
search bar appears with a list of your approved codes. Once the correct code is found, simply click the
code. This will populate into the code box and auto-close the pop-up. Repeat for all code segments per
your organization’s configuration.

Financial Codes (Location)

Code = Description Status
01 Pittsburgh, PA Active
02 Columbus, OH Active
03 Newark, NJ Active

H Reviewed Approved PostDate & Transaction Date cct €

1/31/2019 1/30/2019 1280

Department

Add Add

b Account (optionall

Best Practice:

If you have codes that apply to all transactions, such as Cost Center, Location, Department, etc, enter
those codes first. Then use the Copy Financial Codes feature to add those same codes to all
transactions. Select the box to the far left of the transaction you wish to copy to or use the top box to
select all. Then click Copy Financial Codes. This can also be completed for transactions with the same
GL Coding, such as hotels, supplies, airlines, etc. by selecting those individual transactions and
highlighting the transaction you wish to copy.

Bt Gl .
Transaction to copy
l.'\-'tNlti‘I AEmLIr
Lacasien — p— . is highlighted for
e : ' selection.

Copying to the

transactions below.

EPNC



6. Ensure the Reviewed check box is selected by each transaction you wish to mark as Reviewed, then
click Save at the top or the bottom of the page. If your organization uses an Approval process, this will

move the transactions on to your approver.

Cest Cemter

Splitting Transactions

1. To split a transaction, click on Split Transaction at the top of the transaction grid. If you have not yet
saved your other coding, please ensure to do so before leaving the page. This will bring you to the Splits
section of Transaction Details.

2. You may enter the number of splits at the top then click the Split button, or the Add Split button on the
bottom to add one split at a time. You can divide the transaction by amount or by percentage. Choose
your coding the same way, by either entering the value or searching with the Add button to display a
pop-up with your organization’s financial codes.

v Splits

All fields must be completed unless marked (optional)

Splitfransaction A
General Ledger Code (optional) Cost Center (optional)

Add

Notes (optional)

Remaining Amount 0.00 usD 0.00 %
Total @ 750.75 usD 100.00 3

v
< >

8
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3. The Reviewed flag should be checked and the Notes field populated (if required by your organization)
under the Workflow section of the page.

Card Number: XXXX-XXXX-XXXX-3941

Amount: 1,769.58 USD

Transaction date: 1/2/2019
Merchant: CONGRESS PLAZA HOTEL

Reference number: 1022187827546916
Posting date: 1/3/2019

Account transaction ID: 83334139

Collapse All

v Workflow

Sign-Off

Reviewed Approved

Adjustments

exclude sales tax from bill
sales tax amount (optional)

0.00

Notes.

Enter Notes here

4. Save the Transaction Coding.

5. Scroll to the top of the screen and use Next to forward on to the next transaction in the list OR use Back
to Search to see more transactions.

Receipts

*Not every organization uses receipt management in ActivePay, if your organization does, this section contains

instructions on how to upload and view your receipts. For information on your organization’s policy on receipt and
receipt management please contact your Program Administrator.

1. Within the Transaction Grid, select the transaction. Receipts will show as one of the buttons across the top of

the grid.

Al figlds must be campleted unless marked {optianal)

Transactions
Merchant Deaits Billing Details Transaction Details Splic Transaction Copy Financial Codes Clear Financial Codes Copy Notes Clear Notes
< 1> 100 w fide Fmancial Codes
B Reviewed Approved PestDate = TranzactionDate Acct®  MName Employee 1D Merchant Biling Amount  Envelope Receipts  Split  Rejected Disputed  Extracted
113172019 1/30/2019 1280 ROBINSOMN, DARIUS AMERICAN AIRLINES 44478 USD o Yes XNo  XNo Ao X No
Location Department GL Account
Ad
Suly ACcount (oprional)
P
Mot (optiona)
2113019 1212019 1280 ROBINSOMN, DARILS HILTON 592 55 USD X Me XNo  XNo X No * Mo
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2. Click on Receipts and use the Browse button to select the receipt you wish to upload. Please note the valid
types of receipts you may attach and the size limitations. Click Upload Receipt.

Receipts X

Valid types are:.doc, .docx, .pdf, .tff, jpg, .gif, .png, .obmp. Attachments file size total cannot exceed 4096
KBE.

Upload receipt

Browse

| Upload Receipt

3. You will receive a success message once the receipt has been successfully uploaded.
4. After the receipt has been uploaded you may download it in the original format or as a pdf.

Receipts X

File(s) 'Receipt Image jpg' successfully uploaded.

Valid types are:.doc, .docx, .pdf, .tuff, jpg, .gif, .png, .omp. Attachments file size total cannot exceed 4096
KB.

Upload receipt

Browse

Uploaded Receipts

Download as PDF

Uploaded Date = Filename Type Size
2/26/2019 4:26:40 PM Receipt Image_jpg JPEG 24.0 KB (kilobyte)

Upload Receipt

EPNC



Disputing a Transaction

1. Go to Transactions > Transaction Management.
2. Search and select the transaction to dispute.
3. Select Transaction Details.

AN fields must be eompleted unless marked (optanal

== e
Transactions

B Beviewed  Approved PostDate = TrensestionDote Acct@  Neme Employee D Merchang Billing Amouns  Envelope Receipts  Split  Rejected Disputed Extracted

13172019 130209 1280 ROBINSON, DARILS AMERICAN AIRLINES 444 7R USD o Yes XNo XNo XNo X No

Location Departmsent GL Accoang

Sub Account (cgtanal)

Notes jopteanaly

272018 1ImMG 1280 ROBINSON, DARILS HILTON 562 55 USD Mo XNo XHNo XNo X No

4. At the bottom of the page select Dispute. Tip: Once you have clicked on Transaction Details, collapse all
accordions to view your page the way it's displayed below:

Transaction Details

Back to Search Transaction 1 of 18 Next
Card Number: XXXX-XXXX-XXXX-1280
Amount: 44478 USD Transaction date: 1/30/2015 Reference number: 257167788858509
Merchant AMERICAN AIRLINES Postng date: 1/31/2019 Account wansaction |D: 85728473
Expand Al

> Workflow

> Merchant Information
? Billing Information

> Splits

> Comments

3 B S B

9. Your screen will display a dispute form for you to fill out. Please enter all necessary information and click on
Submit Dispute.

Note: You must dispute a transaction no later than 60 days after we send you the first bill on which the error or
problem occurred.

b S PNC



Email Notifications

Notifications can be set up by any user with access to a card. If cardholders/proxies are set up with login access to
ActivePay, they can set up their own notifications for any card accounts that are assigned to them.

1. Navigate to Security > Notifications.
2. Cardholders may set up notifications within ActivePay for their own card. The two notification types of most
use to the cardholder are:
a. Review - This will notify when a transaction has posted and is ready for review and coding.
b. Statement - This will email a statement for the assigned card the day after the billing cycle ends.

Notifications for Card *1280

All fields must be completed unless marked (optional).

Review J Approval  Envelope J Statement

Enable notifications for transactions requiring review (optional)

Recipient email address(es) 2] « @
Email frequency Email interval
Notify me once v Daily v

Attach report to email (optional)

Cancel Save

w

Click on the “Enable notifications for transactions requiring review” checkbox.

4. Enter the email address to receive the notification, cc email address (if desired). You may enter multiple email
addresses by using semi-colon (;) as a delimiter.

5. Email frequency

a. Notify me once - the email recipient will receive one notification. This is the only option for Statement
notification.

b. Notify me until resolved - the email recipient will continue to receive emails at the selected Email
interval until action is taken, i.e. in the case of review transaction notification, the user will continue to
receive email notifications at the selected Email interval until the transaction is reviewed.

6. Email Interval -
a. Review and Approval - Daily, Weekly
b. Statement - At Cycle
7. Click Save. Please note that you must click Save on each notification type in order for it take effect.
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Approver

If your organization has opted to use Approval, there are two ways this can be accomplished. The first is

through Workflow, the second is through Transaction Management.

Transaction Approval
Workflow ltems

1. Whenyou are enabled as a Transaction Workflow Approver, your administrator team will set you up for email
notifications when there are items for your approval. The frequency of these notices are Immediately, Daily,

and Weekly.

2. When accessing ActivePay to perform the approval the number of items pending approval will show in the

right corner beside your username. Hover over the username to access the Inbox > Workflow Items.

Es) = & uiadmin @ virefresh ] ~

Last login: 2/26/2019
Brand: White Label
Inbox

Messages
Settings

Log Out

|j o
(]

3. The default search at the top will take you straight to the items In Progress that you must approve or reject. If

there are many items, you can use additional search options such as First or Last Name, Transaction
Amount, and Date ranges. Further, the headers that are underlined in the grid can be used for sorting.

Workflow Items

Search far

Reguires Acpan

Category

Apprower First Name

Comdraint

Searchierm

Workflow ltems

Select a row to perform an action

HRNE 10 w

Homg = Submitter Empleyce Name Workflow Type Amount Split Amount Billing Cuwrrency Status Last Changes
Conference Trig Sally Adams Sally Adams Transaction | 5255 ushD In Progress 23019 547 AM
DELTA AIRLIMES Cralg Anderson Craig Andersan Transaction E53 78 LS In Progress 2NN 3:49 P
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4. Select an item, two choices are available:
a. Respond and History - used to review the coding and other details.
b. Approve - If you know of the item, you may approve from this screen.

Workflow [tems

Respond and History

5. Typically you will click Respond and History, then Open Transaction Management.

Respond and History

All fields must be completed unless marked (optional)

Open Transaction Management

Billing amount: 893.78 USD; Merchant: DELTA AIRLINES.

Workflow History

Approver Name Start Hierarchy End Hierarchy Status Notes Last Change

Initial Submission HR In Progress 2/12/2019 3:49 PM

6. Scroll to review the transactions and the financial coding. If the transaction is split, there will be a green
checkbox under “Split” on the right side of the page. If a receipt is attached, there will be a green checkmark
under the “Receipts” on the right side of the page.

a. Toview any splits, you must highlight the transaction, then click Split Transaction, or Transaction
Details.

7. Once the transaction coding is reviewed for accuracy, check the Approved box next to the transaction, then
Save at the bottom. If all transactions are correct, then check the top-most Approved checkbox to select all,
then Save at the bottom.

« 1 » 100 £

Reviewed B Approved PostDate =  TransactionDate  Acct@  Name Employee 1D Merchant Billing Amount  Envelope | Receiptz  Split | Rejected  Disputed  Extracted

a [~ ] 2NR20g WD 3309 AMNDERSON, CRANG DELTA ABRLINES B93.78 USD X Mo KMo X No Mo X Ko

Locaran [Jf‘r.AIIII‘(‘I'H GL Accaimnt
1t Add

Sub Azcownt (sptionaly
Mtes [apticial)

a 26 LE2019 1309 AMDERSON, CRAIG HILTOM 563,80 USD X MNa XMoo X HNo X MNao X ko
Locaton “f‘r\:lll'ﬂ\(‘l’!: GL Accaunt

Sub Account (cptional

Notes [aptianall

EPNC



If an item is not correct, it should be rejected. To reject an item, first select it from the list by clicking on it,

then click Reject Transaction.
A pop-up requiring a reject reason will appear. Enter the information the cardholder will need to correct and

resubmit, then click the red Reject button.
Reject Transaction

x

All fields must be completed unless marked (optional).

Reject reason

10. The item will be sent back to the cardholder, and they will be notified via email. Once corrected, they will mark

the item as reviewed and send it back for approval.
11. Once all items are approved/rejected, there is nothing more to do until the next notice is received.

B S PNC



Transaction Management
1. Whenyou are enabled as a Transaction Management Approver, your administrator team will set you up for
email notifications when there are items for your approval. The frequency of these notices are Immediately,
Daily, and Weekly.
2. When accessing ActivePay to approve items, go to Transactions > Transaction Management on the top
toolbar, or click on Transactions under Quick Links.

Hello, approvg,,

Announcements Quick Links

My Links

Your most frequently used links will appear about an hour after logging in for the first time.

3. For bestresults, enter the Search Criteria as follows:
a. Review Type - Equal To - Reviewed
b. Approve Type - Equal To - Not Approved
This will create your working queue of transactions requiring approval.

Transaction Management

Hierarchy

& | withir

My cards

Date range

Caregory Constraint Search term

b Equal Te L

| To. Reviewed B Approve Type Equal To. Not Approved u
]

4. Scroll to review the transactions and the financial coding. If the transaction is split, there will be a green
checkbox under “Split” on the right side of the page. If a receipt is attached, there will be a green checkmark

under the “Receipts” on the right side of the page.

a. Toview any splits, you must highlight the transaction, then click Split Transaction, or Transaction

Details.
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5. Once the transaction coding is reviewed for accuracy, check the Approved box next to the transaction, then
Save at the bottom. If all transactions are correct, then check the top-most Approved checkbox to select all,

then Save at the bottom.

€ 1 > 100 ~ Hide Financial € odes
Reviewed B Approved PostDate = TrensectionDate  Acet @  Name Employee I Marchant Billing Ameunt  Envelope | Receipts  Split | Rejected  Disputed  Extracted
a a 212 13129 3309 AMDERSON, CRANG DELTA AIRLINES X Mo X Ko
Lacanon Der.allll'\(‘m GL Account
Add o Add Ll E
Hlb.l\f.l.ﬂl.lllf"i"'b"’l.l'}
e
Noes (apaional)
-] GRS TS EE] AMDERSON, CRAIG HILTOMN % No % ho
Lacaton nrp—nrnwnz Gl Account

Sub Account (optional)

Notes [aptianall

i

6. If the transaction is not coded properly, follow up with the cardholder for corrections.

PNC and ActivePay are registered marks of The PNC Financial Services Group, Inc. (*PNC")

Bank deposit, treasury management and lending products and services are provided by PNC Bank, National Association, a wholly-owned

subsidiary of PNC and Member FDIC.

©2019 The PNC Financial Services Group, Inc. All rights reserved.
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