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SpendTrack Overview and Roles
What is SpendTrack?

SpendTrack is an online credit card management solution that empowers businesses to easily manage credit card
accounts online and provides real-time card controls, transaction details, statement access, payment capabilities and
spend analytics for Dollar Bank Business Preferred Credit Card and Dollar Bank Corporate Credit Card customers.

Roles in SpendTrack

Program Administrator — This user can see the entire credit card relationship for the business. As such, they have the
same view as the Primary Admin. There is no limit to the number of program admins a profile may have. Customers can
enroll as a program admin, or another admin can create a program admin user. Certain cardholder or user requests
through SpendTrack must be approved by a program admin. Transactions done by a program admin do not require
approval.

Primary Administrator — The first program admin to enroll will be designated as a primary admin. They have the same
functionality as a program admin.

Reporting Admin — This user can see the entire relationship on the SpendTrack profile. However, they cannot submit or
approve anything. This role is meant for accountants or bookkeepers and is created by a program admin.

User — This is the lowest level of access and would be associated with the cardholder access we know today.
Customers can and should enroll with this level of access to only see their specific card.



Registration

Access: htips://spendtrack.fiservapp.com/dollar-bank/

e You will have two options - register as your program administrator or as a user.
e Prior to registering, please have the necessary information noted to get started.

DellarBank DellarBank:

Registration

What would you like to do?

Register as a program administrator

As a program administrator, you'll need the following
information to get started:

SpendTrack
® Company EIN/Tax ID
= ® Primary company contact phone
& @ Account/Card number
a - Register my card

Before you get started, make sure to have your card within
easy reach.

Passwordless log in

Cookie policy Privacy notice

Equal Housing Lender. Member FDIC. Copyright ©2024, Dollar Bank, Federal Savings Bank

Register as a program Register my card as a user
administrator



https://spendtrack.fiservapp.com/dollar-bank/

User Registration

DollarBank

Cardholder registration

First name * Last name *

ex. John ex. Smith

Email address *

ex. johnsmith01@email.com

Mobile phone number *

-

Card number *@

ex. 1234 5679 9012 3456

Security code (CVC/CW) *@

ex. 123

Cancel

=3

=3

Complete the user registration
Once you register, you will receive an email
to complete the registration process
0 The activation code provided via
email is only good for two days
o If you do not receive the activation
code, please search for an email
from alerts@spendtrack.fiserv.com
with the subject, “SpendTrack
Welcome & Activation” in your
email’s junk and spam folder
o If you did not receive the code,
please call 1-800-242-2265
Follow the prompts within SpendTrack to
complete the enrollment process



mailto:alerts@spendtrack.fiserv.com

Program Administrator Registration

DellarBank

Program administrator registration
Program administrator details

First name * Last name *

ex. John ex. Smith

Email address *

ex. johnsmith01@email.com

Mobile phone number

-

Company details

Company EIN/Tax ID *

Primary company phone number *

-

Account/Card number *@

ex. 1234 5679 9012 3456

(=]

Cookie policy Privacy notice

Equal Housing Lender. Member FDIC. Copyright ©2024, Dollar Bank, Federal Savings Bank

Complete the program administrator registration
Once you register, you will receive an email to complete
the registration process

[0}

[0}

(o}

The activation code provided via email is only
good for two days

If you do not receive the activation code, please
search for an email from
alerts@spendtrack.fiserv.com_with the subject,
“SpendTrack Welcome & Activation” in your
email’s junk and spam folder

If you did not receive the code, please call
1-800-242-2265

Follow the prompts within SpendTrack to complete the
enrollment process


mailto:alerts@spendtrack.fiserv.com

Program Administrator Home Page

With completion of the enrollment process, start using the excellent features that SpendTrack offers small
businesses!

The administrator homepage navigation starts with the Select company and Billing account dropdown
lists. The company name will automatically display in the Select company dropdown.

Select company Billing account

Foleys Flowers - Foleys Flowers (company) v

The Billing account dropdown enables you to see details of separate accounts within a given company for
companies that have designated billing accounts. This dropdown will list all the control accounts available
within a given company. If there are no control accounts, the dropdown will default to the company record.

The Billing account dropdown enables you to view detailed cardholder and transaction information from
the selected company billing account. The administrator can view their full company account record or
multiple billing accounts. From this screen, you can manage payments, view documents and uChoose
Rewards® points.

This is the landing screen when customers
log on. It defaults to the “Company” view.

This means it is at the highest level possible
° l%“arBank view. The balance, transactions, and

cood day Brett! cardholders are reflective of the entire o
messutws e it s o pelationship. .

View statements &
documents

Notice that activity, payments,
FOLEYS FLOWERS statements, and cardholders Latest transactions
atngary are all right here. No searching
for them. o B R

Bl

$ 212,066.00

bl credt § -112,067.00 $99.999

Thetabs on the left will takeusers to a
different screen. There are many
° shortcutsthroughout the site that get:

you to the same place as these tabs.

Cardholders

Cardholders with highest balances i ®050% 85175% @76-100% HB

tea

510628651 apme S 10577969 i so00




Accessing Cardholder Accounts

From the Cardholders tab, the Lock card and Make a payment options are available. Other card
management functions including View transactions or Manage cards are available. The Cardholders tab
also enables an administrator to select the Paperless and Reassign card functions. Clients can also view
the cardholder’s credit limit usage.

The Cardholder tab and Cardholders screens default to tile view. List view is also available.
The following functionality is available on the Cardholders screens:

* Search by cardholder name, email or last four digits of the card number

* Select filter - a dialogue box displays a list of fields that can be applied as a filter

* Select a column heading to sort ascending or descending in the list view




Accessing Cardholder Transactions

Viewing transactions can be done as a company view or at a user view. To view transactions, click the
three dots next to the name, and select View transactions. You can access other options as well.

The Transactions tab defaults to display the eight latest transactions. It also includes a tab to view all
transactions tab. If a company does not have designated billing accounts, the Billing account dropdown
defaults to the company record and lists the eight latest transactions within the company.

*  Starting with the Company level view, customers will see their latest transactions across the entire+!
relationship on the right-hand side of the screen.+

FOLEYS FLOWERS By clicking on “View all transactions” from w

Batance g pyments Ereskdoen oy sy VEFE, USErs will go to a page displaying ALL [

transactions done anywhere within the s A L

business relationship.+
$ 212,066.00

e orecit § -112,067.00 | Credn it § 99,999

Customers can click on the transaction here /
to see more details. That view is shown in

greater detail later in this section.+

Display transactions at the user level

T |

Cutiomary can ok on B CranLIcTon Reve
0 e mare detal, Th view b shows in
ErEae denall Laver B nhB SeOe .

Display traniacmions ot the uler livel

[E= = . ]

—_—

T T # 1onrre




Payments

To access cardholders’ payments from the Homepage, select Billing account — Make a payment.

Cisrvent bl prss
lohn Meel 5 105,779.69
dividual . 1§ -BTRO | Creat e § 80,088
viake a payment
Cardh ....25E0 Manage user profile =l Payment mfarmation
A vour susomanc payment s set for Mimimum D Amosnt on the Des Date of sach month
Requires acti Manage cards
Current bala R — ) . -
Paperless == 5 105.779.69 5 2.116.00 Jan 7, 3024 £0.00
$105,779. ent
]
Payment information
A vourautomatic paymentis set for Minimum Due Amount on the Due Date of each month.
Last statemeant balance Minimum payment due Zayment due dats Fast due amount
5 105,779.69 $2.116.00 Jun 7, 2024 $0.00
Make a paymant Update autopay Add payment account

Make a one-time payment

Set up autopay

1. Select Make a payment 1. Select Update autopay

2. Choose a payment date 2. Choose a payment date

3. Choose an amount 3. Choose an amount

4. Select a payment account from the 4. Choose an account type between checking
dropdown and savings
e Add a payment amount before 5. Enter the routing and bank account

making a payment number

5. Select View terms and conditions 6. Select View terms and conditions

6. Select the checkbox for the payment 7. Select the checkbox for the payment
disclosure disclosure

7. Select pay 8. Select pay

10



Payments — Continued

View Payment History

To view the payment history for an account, select — View payment history.

From this screen account type payments can be viewed. This includes Control account,
Sub-account or Individual pay account:

» Pending payments display scheduled payment on the account
» Past payments display posted payment on the account

Add or Manage Payment Accounts

To add or manage a payment account, select — Add payment account. You will be able to both edit or
remove payment accounts from this screen.

To add a payment account:

* Select Add payment account

* Select the account type

» Enter the routing and account number
* Enter the Name on the account

* Add a nickname for the account

* Select Add payment account

11



View and Redeem uChoose Rewards

Once your account is opened, your account will automatically be enrolled in uChoose Rewards. Accrued
points can be viewed from the homepage for billing accounts within the company.

To access uChoose Rewards for the first time:
e Select the UChoose Rewards icon from the main menu
e You will be logged in through a single sign-on (SSO) to the uChoose Rewards website.
e Review and agree to the uChoose Rewards Terms and Conditions

View and Redeem uChoose Rewards Points

Rewards points can be viewed on the transactions pages. Select the arrow icon next to the points to log
in through single sign-on (SSO) to the uChoose Rewards website and redeem points.

o To view or redeem uChoose Rewards, from the homepage select Bill account — Balance and
payment — Reward points

Accept Terms and Conditions

View and Redeem Reward

)

Dollar Bank Earn Points Redeem Points My Rewrards Choose Rewards

-
l ‘ = Ashley, x4617
- = " s 0

Pay with your uChaose Rewards points with
select hants.

Redeem Your Points

12



Accessing Notifications

Notifications can be found in the navigation pane and are accessible only for primary admins and
program admins. The inbox displays requests from cardholders that are pending approval. Messages
include useful information, including the approval flow and comments.

Select a message in the inbox to display the request details and options.
» Decline: Rejects the request and sends a notification to the requester
» Accept: Approves the request and sends a notification to the requester

+  Clicking on the “Notifications” tab will show the customers anything that needs approved.

[ " "
= Inbex (2)  Cutbonx ) Elizabeth Kylia
Y roe
J Approval Flow
. ' g o [ .

B . - - Curvent pericd Rlagested

Maotifications Parmmgid [rata fenil J4 000 Parmmgra §roit b 13 008
Comments

N

The list of notifications is on the left, clicking it will display more
info on the right. When approving, users will see who made the
request, what the request is for..

* Notifications can be filtered by type, status, and date range. Users can also search by their rep’s

name or email.

Inbox (0) Outbox (2) @ more info

Q, Search by name or email T Filter

o By looking at the “Type” filters we can also get an understanding of what changes require+!
approval from a Primary Admin. If an item is not on this list, then the various users can
perform those functions without approval. For example, lacking one’s card does not reqguire

an approval.
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Accessing Statements

There are two ways to get to the statement and documents screen. The difference being if you want to
see the control statement or an individual statement. We will look at the control statement first.

From the home page, there is a button to click and view statements — this takes customers to
their control account statement

You can access statements for up to 12 months

Clicking on the statement will download the statement to your browser

You will have the ability to save the statement to your device

Good day, Brett! £

Here is what's happersng with your accounts and cardhalders

Splact company Billing account:
FOLEYS CONTRAL ACCOURNT -
FOLEYS FLOWE ([CONTROL ACCOUNT) ' Latest transactions

Badance ard pryment; Breabcdown by category

e

10305100

Cach Advanca
Maw 1 1 Posted

Cash Tranzaction Fas §309153
W . Peciod

redit bmi 5 99,939

recit § «6.267.00

IMPORTANT: When you click here,you will have the
option to “generate” a statement. This can take+
FRE AL R R i considerable time and simply merges the control
statements into one view. To save time use the Control
view to access your statement.+

Billing account

Fs

COMTROL ACCOUNT Has Statement+

FOLEYS FLOWERS [Company] No Statements +v
1 b

CONTROL ACCOURN

<  Statements and documents

Wil can get copees of your statements as FOF:

Statements Cocuments

05-09-2024
B , -
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Manage Cards

To view/update cardholder information, from the homepage, click Cardholders — View all cardholders
— Click on the three dots next to the card — Manage cards.

KenKi X i
- A View transactions
kkirk@: sV Halimat
ndvidu B
Manage user profile
Card: .. Manage cards ard
Requin  anerec

The following functions can be processed under this tab:
e Activate card: Activate your card once received
Update credit limit: Maintain credit limit for the account
Lock card: Navigate to the toggle button and select yes to lock card
Reset PIN: To update the PIN, select the > button. Enter and confirm the new PIN and select submit.
Replace card: Navigate the pop-up window for contact information
Travel plans: Set up travel alert
Damaged: If a card is damaged, verify the shipping address and select done to
order a new card
Close card: Select the > button and select yes to close the card
e Paperless: Click the toggle button, a pop-up window displays
e View transactions: A page of current cycle transactions displays — to view
transactions from previous cycles, use the period dropdown
e Statement & documents: Select the > to display the statement and documents
screen for the selected account type
e Update merchant category: A window displays to the right. Alter the permission between allow and decline
for the desired merchant category group

15



Manage Cards- Continued

Business

lequires activation
Hans Gruber
Card ...2355 exp 01/26

subscoount

View transactions »

B Statements & documents »

Current balance

$0.00

510,000 cradit limit

@ Activate card

I- 5' |pdate credit limit

EI Lock card
C) ResetPIN
{_"':} Replace card
[]Ij[] Travel plans
@ Close card
El,__E- Faperless

Card information

Card controls

Merchant category groups

Merchant category groups

Airlines

Government Services

Hatels and Maotels

Automobile and Wehicles

Transportation

Auto Rental

Protessional Membership and Organization

Personal Service Providers

|_Hilities

Repair Services

Contracted Services

Business Services

Miscellaneous Stores

16




Manage User Profiles

Only the program administrator can add or manage user profiles. To manage the user/cardholder profiles,
from the homepage, select Cardholders — View all cardholders — Click on the three dots — Manage
user profiles.

Profiles can be managed in SpendTrack at an account level. Profiles are now split into two sections:
personal information (SpendTrack user profiles) and contact information. Any profile change will generate
a notification to the administrator. Changes made within SpendTrack are for SpendTrack only.

To manage users, select Users from navigation pane.

Manage and Create User/Cardholders Manage and Create User/Cardholders -cont.

To mangee ugers, select Users from navigation pans, Add New Card

Agmins can do any of the following:

Choose a user (if a new user, must create a new user first], click the three dots, and select Manage

Cards. At the top of this page there will be a box that says Create credit card.

View card transactions: This would be transactions specific 1o the selected candholder.
Reset password: This would send an email to user to reset their password.

Manage user profile: Thas is 5et 10 & view only scceis for all

Manage cards: This will pull up the Manage Card screen for the selected cardholder and will
be what is used if needing to order a cand for a new user.

o Disable User: Changss the status 1o lnactive.

© Reset Password: Frompts the uses to resst the password. ¢ Bdit Profile: Opena the Edit User

Booo

page. AN riguired fiekds 50 maust be ompleted Bong with Beckptince of Terms nd Conditions Before & new
© Card Profile: Opers the Card Profile page. i appkcation can be submimed. When 3 card s added 1o 8 user, 3 cardnholder recond (s created. A
physical card s than mailed 1o the address on file,
Croate a New User
The administrator can creste new users from this page, which is the first step in applying for 3 new Wote: Submitting this form begins the card creation process. After the card is created it can be seen on
card. To create 3 new user, from the navigation pane select Add user. the Homepage.

(=]

1. Enver the email sddress, firit name, and ISt name of the néw uier. The phone

number fields are cptional.

2 Select either Program Administrator or User from the Select Profile dropdown list.

3. Select » department from the Select Department dropdown list. The administrator
manages the list of departments from the Departmaents page.

4_ Select Add User to create a new user record or Add & Invite to create a record

and send the user an invitation email to log in to SpendTrack. The user receives an email with
instructions to log in.

17



Audit Logs and Company Settings

Audit logs display changes made to user records. To view the log, from the navigation pane on the home
page, select audit logs.

View vour audit log

1. Use the filter by dropdown list and the date fields to filter the list by criteria in a date range
2. Select the column headers to sort ascending and descending
3. Select export to CSV to save the data as a .csv file

Make edits to your profile in Settings

1. Select your name in the top right to view a dropdown list
2. Select settings — the settings page displays
3. Select the pencil icon next to change password to update the password

e g

Audit logs

User activity Authentication activity

g Fitter by - (605 W24 = 6-05-2024 ] m

Audit logs
Date Maodifed by Action Changes for Updated valus Previous value
o
Merchant category groups
Merchant category groups
el ren merchiant category groups to Select mewen merchenk cats ! g
am. display your spending on the dashboard
L=
-
. -
= o«
A -
L =
S
= '
Company )
settings
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Analytics and Reporting

This is the first tab on the lefthand menu found underneath the home tab. In this section, customers will see spending
breakdowns based on merchant codes. They can choose a period specific to their needs and will see various graph
breakdowns. These include spending trends, top merchant groups and spending comparison within the separate groups.

Any Voga Shudle & Ml

Analylics

Spencding Trends

Home

al
Analytics

Motifications

=
My cards
—
B

Cardholders Aveoga Btud  Anie

L e Ll
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Connecting to QuickBooks

Transactions

5328.00
-

Bl4eT 00 B I3 000 00 L . 3 - e

Al trandactions

QuickBooks and Export Profiles

When connecting to QuickBooks, ensure that the company that you created in QuickBooks is the same as the company in
SpendTrack.

Step 1: Program administrator will log into SpendTrack under the Company billing account

Step 2: Click on Transactions

Step 3: Once you have clicked Transactions, click on View all transactions

Step 4: Once the page refreshes, click Connect to QuickBooks. This brings you to the QuickBooks login page
After logging into QuickBooks, you will be prompted to one of the following screens:

DIRECTIONS IF NO COMPANY HAS BEEN DESIGNATED IN QUICKBOOKS:

e Enter company name
e Click Create company
e Select Connect

DIRECTIONS IF COMPANY ALREADY EXISTS IN QUICKBOOKS

e Search for your company name
e Click Next
e Select Connect

After selecting Connect, you will be navigated back to SpendTrack where you should select Past period. The following
information will appear:

e Alink to Export to QuickBooks
e The status is Export in progress
o After a few minutes, the application displays the status as Export successful

20



This guide is designed to give the SpendTrack user the
information about how to conduct the basic transactions
such as accessing transactions, users, making payments
and editing user settings. If you have any issues accessing
your account information or have any questions related to
SpendTrack please call 412-261-2587.

21
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