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Introduction

This guide explains how you (the cardholder) use the Business Cash Card portal to manage your
transactional activity and perform functions relating to your card.

Logging in under a cardholder profile allows you (the user) to:

3K Activate cash cards and check your card details.

View card transactions over daily, weekly or monthly time periods.
Download transaction reports.

Keep track of approved and declined transactions.

Change username and password.

View PIN and unblock card.

Report cards as lost/stolen.

%k Xk k X k Xk

Order replacement cards.
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Registration for the Business Cash Card portal

Navigate to the appropriate portal page for your card and click on the Log on
dropdown in the top righthand corner of the web page:

» www.rbs.co.uk/business/cards/cash-card.html

Follow the below steps to register yourself on the portal:
1. Go to the Business Cash Card portal login screen

2. You need to select Cardholder as your role from the available drop down
under register and click Continue

3. You then need to enter your 16-digit card number and click Continue

4. You are further required to fill out your details and such as :
¥ a) security phase as appeared on the screen
* b) your date of birth and
¥ c) expiry date of your card. Click Continue
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Welcome to the
NatWest Business ’
[Cash card ] \

Self Registration

Please Nl oul your aetais Delow

Card No

oo

Self Registration

Please fill out your details below

Enter Security
Phrase *

Date of Binth
DDMMYY)
Expiry Date
(MMAYY)
[ oo
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Registration for the Business Cash Card portal (Cont.)

Notice
5. Click Accept in the Notice dialog box to proceed further.

You are required to register for Muiti Factor Authentication in order to continue using this Online Card Management application. If you have any
questions, please contact your Administrator.

Accept Decline

Self Registration

6. An OTP (One-time password) is sent to your registered email Id, which you
need to enter in the OTP text box and click Continue

OTP sent to your Email Address:

Enter the OTP you received

Note: The OTP is valid for 15 minutes only. e 2

7. You are prompted to enter a new password of your choice in the next screen.

Enter the same password in both the text boxes below and click Continue. .

Please enter your new Password

Please confirm your new Password

8. Your account is now successfully registered and activated. Your username is

Cancel
displayed on the screen. You should remember your username since you need D =

© Your account has been activated.

to log on with this credential every time you enter the portal.

Your User Login is

. . . . . . . Please remember this user name as you will need it 1o log into the service
9. You will receive an email with instructions from RBS Business Cash Card on

Your password will be sent to you by email. When you receive your password
foliow he instructions
how to access your account.

Use it in combination with your user name 10 10g into the service
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Login

Follow the below steps to log on after you have self-registered successfully into the Business Cash Card portal:
1. Go to the Business Cash Card portal Login screen and enter your Login
username. For existing users

Username

self2s

Forgotten Password?
Forgotten your username?

N

Enter your password that you had set up during registration
3. Enter the OTP (One Time Password) that is sent to your registered email
address and click Login.

Y

. NatWest OTP <noreply@MatWest.com> =)
% Note: The OTP is valid for 15 minutes only. To: Wed 20-Sep-23 2:06 PM

Your passcode is:
= Reply «* Forward

4. After the successful log on and from this point onwards, you would need
to use your username and password for each subsequent log on. Login

For existing users

OTP sent to your Email Address:

Enter the OTP you received

5. An OTP is requested again in addition to your username and password if ! o
you a) do not log on for 30 days or more b) log on from a new device c)
OR have cleared your bowser cookies. Did not receive an E-Maif? Resend in 37 seconds.

-
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Forgotten password

1. Enter your username, email address and 16-digit card number and o
CliCk Continue' Piease enles your Usemame Please enter your Email Address

Forgot Password?

Please enter your Card Number
@ Leave blenk If you don't have & card

Cancel

2. Enter the OTP (One Time Password) that you have received on your R G e

registered email ID.

Please fill out your detalis below.

OTP sent to your Emall Address:

Enter the OTP you received

@ Dio not receive an E-Mall? Resend In 57

Cancel

Your session will time out in 14:57

3. You are then prompted to enter a new password of your choice.
Enter the same password in both the text boxes and click Continue. Forgot Password?

Piease til out your cetalls below
Please enter your new Password

Please confirm your new Password

4. Your new password is updated successfully.  contnwe |
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User Preferences
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User preferences
Cash Card portal Header

The portal allows you to amend your login details.

Business Cash Card

You can change your username and password by following the below steps.
Figure 1

1. Log on to the Business Cash Card portal.

2. On the top right corner of the portal your username is displayed. Click on it.

(See figure 1 for example)

3. This opens the User Preferences. aA LEONARDO
(See figure 2 for example) " =

Jser Preferences
4. User Preferences has options to Change Username and Password. Clicking on IEONARDO
these let’s you change both login details.
Role: Cardhoider
Company:
N Ot e: Structure:
* Usernames must be unique and at least 3 characters long. If the portal advises Timezone - Europe/London: Greenvich Mean Time
username 0|re0dy exists you will have to choose another. Email nofifications for Card Request changes - One email for each action
Change Username
6 o . Change Password
+ Existing password also needs to be entered before portal will let you enter new

one. Figure 2

There are also options to change the time that is displayed and E-mail notifications
that the user receives.
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Change password

For changing password you have to follow these steps:

1. From the User Preferences click Change Password. Change Password
. Password Rules: Current Password
2. Change Password Pop-Up Box will appear. 1. The tmar s arsd pesewand carmot be e e
(See figure 1 for example) 2. The password must be a minimum of 12 characters long

3. The password must contain the Solowing New Password

3. Enter your current password. a. Spocial Charactsr( Characters allowsd I@¥S¥AB"
b. Uppercass lathes

& Lowsrcase Letter Confirm Passwond

d. Number

4. Enter new password.
4. The password cannal contain any Spaces

5. You cannot use any of your previous 14 passwords
5. Confirm new password.

Cancel

6. Click Update.

Figure 1

7. Password will be confirmed as changed.

Password Rules:

The portal only accepts passwords that meet the rules listed in figure 1.
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Change username

For changing your Username you have to follow these steps:

1. From the User Preferences click Change Username.

Change Username X
2. Change Username pop-up box will appear.
(See figure 1 for example) Current Username:zanel

Your Username
3. Enter your new username.

4. Click check username.

Note: 4 Be at least 3 characters long
) & Mot already be in use
portal does not allow you to use usernames already in use by other users.

portal does not allow you to use usernames less than 3 characters in length.

5. portal will then confirm whether you can change to that username. o U

6. Click update and username will be change. Figure 1
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Dashboard
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Dashboard

The Dashboard Screen is the first screen you will see when you access the portal. It
gives a summary of portal and card activity.

(See figure 1 for example)

You can also access it from any other screen on the portal by clicking E .

To access the Dashboard screen, click El

Dashboard layout is divided into 3 sections circled in red in figure 1:

aA STYB1ADDC2FN (U]

Business Cash Card

* Profile - this displays username, card number, login time, cash withdrawals and Deshboerd

refresh periods for withdrawal limits.

\ / Total Withdrawals Per Month \ Recent Activity

x* Total Withdrawals Per Month - this displays a bar chart that shows the total of
withdrawals made in the given month.

STYB1ADDC2FN STYB1ADDC2LN

Last Logged in - 15

Recent Activity - this gives a list of recent transactions. You can click on each
transaction to see more detail about them.

The dashboard can also be set to show these details for different cards.

Conlact Us Privac Terms & Conditions FAQ Previous Version

Next to the Dashboard header you will see a dropdown box that allows you to select  Figure1

different cards based on last 4 digits .

Selecting a new card by clicking on this will cause the 3 sections to show details
relating to that card.
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Transactions

¥ The transactions screen allows you to view card transactions for any
time period covering months, weeks and days.

>k Please note you can only see transactions made using your own cash
card. Company administrators can see transactions for all cards.

K You can access the transactions screen by clicking . To access the Transactions screen, click

Business Cash Card

Transaetiths WFilers  Quick Search Only x

v Transaction Date: (M/07/2023 - 19/07/2023 m
= &l TRANSACTION DATE & POSTDATE ¢ CARDHOLDER ¢  CARD & DESCRIPTION < TRANSACTION AMOUNT < TRANSACTION COMMENTS C  TRANSACTION TYPE &

18/07/23 18/07/23 LEONARDO it s termid01 00.00 GEP Withdrawal

O LEONARDO termic01 Withdrawal

O eomes 1 LEONARDO rmid G Withdrawa

O 18/07/23 18/07/23 LEONARDO T 0GB Withdrawa

Show 10 = Rows 1-40f4 1 & Output

The table on the screen gives details of transaction dates, who made
payment, Card number used to make payment, transaction descriptions,
amounts, comments and type i.e. withdrawals and deposits.

It also allows you to search for a specific transaction using the filter and
search options. How to do this is covered on next slide.
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Filtering transactions

On the transactions screen you can filter the table to show transactions based on
criteria such as dates, amounts, transaction type, description etc.

1. To do this navigate to the transactions page Bl

Business Cash Card

2. ClICk Fi|ters ¥ Fillars

~ Transactions Quick Search Only X
(See figure 1 for example)

3. It will then show a range of criteria to filter on. Figure 1

(See figure 2 for example)

4. Tick the boxes of the criteria you wish to use. Then press apply.
5. The table should then show the transactions that meet that criteria > || |Contain '
OPtionoI tools: Autosize All Columns ' |

In the headers of the transactions screen table, you can click “ to sort and hide
columns. Blank

HRCRCHCHCH<H<H<IRE

You can also save filters to use in future. To do this press Save button | s [

Figure 2

Once saved they will be available in a drop-down box going forward v

Y Transaction Date: 01/07/2023 - 19/07/2023 m

Figure 3
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Searching transactions

On the transactions screen you can also search for transactions based on key words.

To do this follow these steps:

Business Cash Card

1. To do this navigate to the transactions page [E]. Transactions ¥ e [M x ]

Figure 1
2. In the top right hand corner there is a Quick Search Only box @ s o ol

(See figure 1 for example)

3. Enter a keyword into this box and press Enter.

4. The table should then display all transactions containing the keyword in their description.
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Transaction details

The transactions screen also allows you to look at transactions in more detail.

To do this follow these steps:

Business Cash Card

1. To do this navigate to the transactions page [E].

Transactions YFilers  Quick Search On %

Transaction Details B

2. Find the transaction you want to view details of in the table. ¥ Db ont) 1R

B TRANSACTION DATE &

1 rows selected

(this is done using filter and search which were explained on slides 14 and 15) CARD HOLDER &

Transaction Date 180723

. . . LECNARDO ZANE ] .
3. Click the box in the far left column for the transactions you want to see the — . S
details for (1. . a A
0O s LEONARDD Description temid0l
4. The box will then be ticked & and the transaction details tab will then appear sow 0e romi-sars - [ PSP p—
for that transaction. Comments =

(see figure 1 for example)

The transaction details tab gives dates, cardholder name, transaction description
and the amount that the transaction concerns.

Figure 1
It will also allow you to enter comments about the transaction. To do this:

3k Type your comment into the comments textbox.
> Click Add Comment
3K Comment will then be saved to transaction.

You can exit the transactions detail screen by clicking .
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Transaction reports

The transactions screen lets you export a report of transactions to an Excel
spreadsheet. This report shows transactions you have made using the card.

Business Cash Card

To do this follow these steps: Pl Transactions WFiers  Quick Search Only x
Y Transaction Date: 01/07/2023 - 19/07/2023
1 . To do this nGVithe to the trc nsactions page . ; -] TRANSACTION DATE ¢  POST DATE © CARD HOLDER ¢ CARD ¢ DESCRIPTION ¢  TRANSACTION AMOUNT < TRANSACTION COMMENTS & TRANSACTION TYPE <
18/07/23 18/07/23 LEONARDO MECEREA R SATLS: termid01 Withdrawal
2. Find the transaction you want to include in the report by filtering and B famny || eesieo T— |-
secrching on tcble- w 18/07/23 18/07/23 LEONARDO e termid01 00.00 GBP Withdrawa
(this is done using filter and search which were explained on slides 14 and 15) O | eorrs bl g e || et o el
Show 10 ~ Rows 1-40f4 1 & Output

3. Once you have found the transactions showing in table click the Output Figure 1
button & oupu

(see figure 1 for example)

4. This will open the Output Settings pop-up screen. Output Settings X

(see figure 2 for example) ]
Which columns would you like to output

@ Visible Columns
O All Columns

5. On Output Settings select either Visible Columns or All Columns. =
(visible means if the column is hidden it will not be included in the report) Output File Formatt Excel (xls) v \
\\‘
6. Set Output File Format to Excel (xlIs) ewioe . Cancel
Figure 2

7. Then Click Output File B2 -

8. Excel report will then be downloaded to your desktop.
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Card summary

The card summary screen contains the details held on your business card.

(see figure 1 for example)

You can get to it by clicking =}

The screen gives details for:
K Business site address - this is the business address attached to the card.
¥ Residential address - this is the cardholders home address.
¥ Contact details - this is the cardholders contact details.

¥ Misc Card Details - this is details such as status of card, withdrawal limit and limit
refresh periods.

It also includes options on the right to view card shipping address, authorisations and
declines, order replacement cards, report cards as lost/stolen and unblock or view your PIN
no.

You can set the screen to show these details and options for different cards.

1. To do this just click this drop down and select new card based on last 4 digits
of card.

2. The screen will then change to show details for the different card.

The options on the far right will be explained on subsequent slides.

Document classification: Public

To access the Cards Summary screen, click

Business Cash Card

card Suss
i
= NARD Card Summary
— Business Site Address| Contact Details
View Plastic Sh Add
Address Line 1 Email Address e
View Auths and Deciines
Address Line 2 Wark Phone CARD MAINTENANCE
ity Ty Order a Replacement Card
Report Card Lost/Stolen
S PIN MANAGEMENT
Postal Code unoieck PIN
View PIN
Country
Residential Address Misc Card Details
Address Line 1 Card Status
Address Line 2 Cash Withdrawal Limit
city Cash Withdrawal Limit Refresh Period
County
Pastal Code
Couniry
Figure 1




Activating card

Once you have logged on to the Business Cash Card portal you can use it to

activate your business card. — Business Cash Cord
B Dashboard My Card 0813 =
To do this follow these steps: Profile Total Withdrawals Per Month
=
1. To do this navigate to the card summary page B8. Welcome
Allison Cameron No records found

Last Logged in - 1201724

= Business Cash Cord aA  Allison Cameron (D
Bl Card Summary My Card - 9613
R ALLISON CAMERDN Card Summary
2. On the far right there is an option called Activate My Card. P usiness site Address Contact Details
Address Line 1 MMM CARDS TESTING TEAM Emad Address RESUATTESTERAL+NW58R2CH1@( St D L
View Auths and Declines
. . . . . Address Line 2 GROUND FL R Work Phone 01702370195
3. Click Activate My Card and this will activate the card. pa——r
City WESTCLIFF ON SE Mobe Phone 07929758327 e
Ordar a Replacernent Card
County ESSEX
X ) ¥ PIN MANAGEMENT
You should then be able to use the card to make withdrawals and deposits at I Unbkock P
both ATMs and at the post office. -
o o o o . Confi x
Note: when card is activated the “Activate My Card” option will be replaced I
With the “Report Card Lost/stolen” option. Your card will now be activated. Please choose Yes o continue

Cancel
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Viewing PIN

The card summary screen allows you to view your card PIN in case you need a
reminder.

Business Cash Card

i Card Summary = mycaw v
To do this follow these steps:
LEONARDO Card Summary

Business Site Address Contact Details

1. To do this navigate to the card summary page E2. scess T Emad g Bl
View Auths and Declines
Address Line 2 Work Phone
. . . ’ ile Phone Order a Replacement Card
2. On the far right under PIN Management ERIENRENEUE click View PIN  Viewpin i = R T
(see figure 1 for example) Comty
Postal Code Unblock PIN
. . _\I\elelN
3. The View PIN pop up box will appear. : county
(see figure 2 for example) Figure 1
4. Enter the 16 digit Card number and expiry date on card. Then click E3.
5. This will then display the 4-digit PIN number with ****. To see each digit, you View PIN x
must hover your mouse cursor over the stars.
Card Number*
This is how you see the PIN number for your card. 1oy Date (MY N
~
A
Cancel m

Figure 2
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Unblocking PIN

There are 2 situations where a cardholder might have their PIN blocked.
How to unblock PIN in both situations is explained below:
5K They enter PIN incorrectly 3 times within a RBS branch.

In this situation PIN can be unblocked by: Entering the card into ATM machine,
selecting PIN services, and then follow the on-screen guidance to reset PIN.
Normally ATM machine will be available within a RBS Branch to allow you to do
this.

3K They enter PIN incorrectly 3 times at an ATM machine.

In such a situation PIN can be unblocked by logging on to the Business Cash
Card portal and going to the Card Summary screen . Once you are on the
Card Summary screen go to an option under PIN Management called “Unblock
PIN” uwieskew as shown in figure 1.

Clicking Unblock Pin will bring a pop-up box up that will ask you to enter your
16-digit number and expiry date on card.

(see figure 2 for example)

Enter these details, click ¥ and the PIN will be unblocked.
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Business Cash Card

Card Summary = Mycaw v

LEONARDO Card Summary

CARD DETAILS

View Plastic Shipping Address

Business Site Address Contact Details

Address Line Email Address

View Auths and Declines

CARD MAINTENANCE

Order a Replacement Card

Address Line 2 Work Phone

city

Report Card Lost/Stolen

PIN MANAGEMENT
|Unhlock PIN I

County

Postal Code

View PIN
Countey

Figure 1

Cancel

Figure 2




Ordering replacement card

The portal allows you to order replacement cards if you need a new card.

Business Cash Card

Card Summary = mycae v

To do this follows these steps:

EONARDO Card Summary

Business Site Address Contact Details CARD DETAILS

View Plastic Shipping Address

Navigate to the card summary page & .

city Mobile Phone

Email Address
View Auths and Decéines

_ARD MAINTENANCE
Order a Repiacement Gard

Report Card Lost/Stolen

2. On the far right click Order a Replacement Card e RepacementCard. e s

(see figure 1 for example) ] View Pit

[EEN

Work Phone

Figure 1
3. A screen will then appear where you can order a new business card.

(see figure 2 for example)

=

Check the details for the new card you are going to order on the screen.

« Order a Replacement Plastic

5. Then select shipping address using the drop down box then =~

ils Card summary

6. Click Submit Eaall.

The replacement card will then be delivered to the shipping address that you selected.

Optional:

* There is a comments box where you can give detail about why new card is needed. @~ [ - e

Figure 2
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Viewing plastic shipping address

The portal allows you to view the plastic shipping address that your cards
are sent to when you order them.

To do this follow these steps:

1. Navigate to the card summary page a.

Business Cash Cord

m « View Plastic Shipping Address
2. On the far right click View Plastic Shipping Address View Plastic Shipping Adoress -
Account Dotails Plastic Shipping Address Card Summary

3. This takes you to the View Plastic Shipping Address Screen shown in Bttt : o i e

i Adcress Lre 2 G STR ~ _ MANTENANCE

flgure 1. Contact Details Order s Repiacement Cavd
This screen let’s you view the contact details and the delivery address that o Pesscot T
the business card was shipped to. - :
It also shows the last four digits of the card number and the name embossed
on the card in account details.
The details seen on the screen cannot be altered. Therefore, if an error is SECEE

holding you will need to contact company administrator to get this changed.
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Reporting card as lost/stolen

The portal allows you to report cards as lost/stolen. This will cancel the card so no
one can use it.

To do this follow these steps:

1. Navigate to the card summary page B. Business Cosh Card
2. On the right click Report Card Lost/Stolen  Repert Card LostStolen -
3. This takes you to the Change Card Status screen. i S ot 7| —
(see figure 1 for example) T~
‘\“\ Order a Replacement Card
Comment
4. Under Account Change click the drop down box and select lost/stolen e s~
Unblock PIN
View PIN
5. Then select reason the card is missing:
Cancel Submit
7 Card Lost - for when card is lost. But PIN is safe.
Figure 1

7 Card Lost and PIN Compromised - for when both card and PIN are lost.
X

Card Stolen - for when card is stolen. But PIN is safe.

Card Stolen and PIN Compromised - for when card and PIN are stolen.

6. Once you have chosen reason select the date card went missing and then press
submit.

This has reported the card as lost/stolen and the card is now cancelled.
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Authorisations and declines

The portal allows you to see updates for approved and declined transactions.
To view these:

1. Go to the card summary screen =5

2. On the far right click View Auths and Declines Vi Auths and Declines

3. This takes you to a screen showing a table listing approved and declined
transactions.

(see figure 1 for example)

The screen lists transactions and gives details such as dates, location, amounts, status
i.e. approved or declined, the authorisations/decline code and a reason for decline if
applicable.

If there is an error, then this needs to be rectified by cardholder contacting company
Administrator.

Notes:

Cat

* You can dlso filter the table by clicking on the arrows in the column headers

* You can produce an Excel report of the table by clicking the Output button i :
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« View Auths and Declines

Card 9954

Transaction Date ¢  Merchant Location ¢

Show 10 & Rows 1-10f1 1

Figure 1

Business Cash Card

DR LEONARDO ZANE

Amount &  Result ¢ Auth/Declined Code & Dedline Reason ¢

200.00 Decline 376 EXCESS AMT TOT CSH ACCT

& Output

aA LEONARDO &

Card Summary

CARD DETAILS

View Plastic Shipping Address

View Auths and Declines

CARD MAINTENANCE

Order a Replacement Card

Report Card Lost/Stolen

PIN MANAGEMENT

Unblock PIN

View PIN




Disclaimer

Fees and charges apply, please speak to your Relationship Manager for more details. This document has been prepared by Royal Bank of Scotland Plc or an affiliated entity (“RBS”)
exclusively for internal consideration by the recipient (the “Recipient” or “you”) for information purposes only. This document is incomplete without reference to, and should be viewed solely
in conjunction with, any oral briefing provided by RBS. RBS and its affiliates, connected companies, employees or clients may have an interest in financial instruments of the type described in
this document and/or in related financial instruments. Such interests may include dealing in, trading, holding or acting as market-maker in such instruments and may include providing
banking, credit and other financial services to any company or issuer of securities or financial instruments referred to herein. RBS is not and shall not be obliged to update or correct any
information contained in this document. This document is provided for discussion purposes only and its content should not be treated as advice of any kind. This document does not constitute
an offer or invitation to enter into any engagement or transaction or an offer or invitation for the sale, purchase, exchange or transfer of any securities or a recommendation to enter into
any transaction, and is not intended to form the basis of any investment decision. This material does not take into account the particular investment objectives, financial conditions, or needs
of individual clients. RBS will not act and has not acted as your legal, tax, regulatory, accounting or investment adviser; nor does RBS owe any fiduciary duties to you in connection with this,
and/or any related transaction and no reliance may be placed on RBS for investment advice or recommendations of any sort. Neither this document nor our analyses are, nor purport to be,
appraisals or valuations of the assets, securities or business(es) of the Recipient or any transaction counterparty. RBS makes no representation, warranty, undertaking or assurance of any
kind (express or implied) with respect to the adequacy, accuracy, completeness or reasonableness of this document, and disclaims all liability for any use you, your affiliates, connected
companies, employees, or your advisers make of it. Any views expressed in this document (including statements or forecasts) constitute the judgment of RBS as of the date given and are
subject to change without notice. RBS does not undertake to update this document or determine the accuracy or reasonableness of information or assumptions contained herein. RBS
accepts no liability whatsoever for any direct, indirect or consequential losses (in contract, tort or otherwise) arising from the use of this material or reliance on the information contained
herein. However, this shall not restrict, exclude or limit any duty or liability to any person under any applicable laws or regulations of any jurisdiction which may not be lawfully disclaimed.
The information in this document is confidential and proprietary to RBS and is intended for use only by you and should not be reproduced, distributed or disclosed (in whole or in part) to any
other person without our prior written consent.

The Royal Bank of Scotland plc. Registered in Scotland No. SC083026. Registered Office: 36 St. Andrew Square, Edinburgh, EH2 2YB. Financial Services Firm Reference Number 114724.
Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority.
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