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Trico Card Manager

INTRODUCTION

Trico Card Manager enables you to manage commercial card transactions through a web-based user interface.
There are two roles within Trico Card Manager: Program Administrators and Cardholders. For further assistance
with Trico Card Manager, or to set up a Trico Card Manager account, contact us at 1-800-922-8742.

* Cardholders can perform tasks such as viewing their statements, viewing pending and posted transactions
on their card accounts, and updating personal account information.

* Program Administrators maintain a Corporate Card portfolio. The Program Administrator’s capabilities
include creating and managing user and card accounts, setting spending limits and strategies, and
generating reports. In addition, Program Administrators can make real-time updates to card accounts.

LOG IN

* Visit www.tcbk.com

¢ Select Credit Card Manager. You will be directed to the credit card management page..

) trl countles bank About Business Personal Investments

Service With Solutions®

Online Banking Log in

SignOn ID

Password

Forgot your password?

Improving the financial
success of our customers
and communities

through a unique brand of Service With Solutions®.

Enroll In Online Banking | Mobile Banking

Online Banking Access Agreement

Trico™ Business Express

>
J| CreditCardManager >

Switch to Better Banking »

Investment Services by

¢ Under the Commercial section, click on LOG IN.

Commercial

Login

Not enrolled ?
Contact your Banker to get access.
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Trico Card Manager

* Enter your Password.

If you are an existing user click below to login.

Please enter your Password.

Forgot Password?

Forgot Usermmame?

¢ Insert your Last 4 digits of the phone number you provided when you created your
Trico Card Manager account with Tri Counties Bank.

If you are an existing user click below to login.

Please enter Last 4 digits of your phone number

Forgot Password?

Forgot Usermmame?
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Trico Card Manager

DASHBOARD

Especially for Program Administrators and Cardholders with high transaction volumes, a Dashboard screen provides
insight into the most recent transactions. The Dashboard also offers quick links to items that may require action.

Dashboard
Work Flow Simmarny et Pasicid ,_ Tota! Spend Trarsaction MCC Summary 114 sk ’
Wioridiow Total Spend Transastion Spend 155,78 LiSD
. 00 (% e
HE = o Linikarscract RACA
_—
Iotal B i
) I l I I I
] Ol Weld  Dedd  led R P
ot Spena

* Total Spend displays spending totals by months, in a bar graph format.

* Transaction MCC Summary displays a bar graph that shows transaction volume as a percentage of total
spend by Merchant Category Code (MCC). Use the list at the top right corner of the pane to select date ranges
for transaction MCC summary information.

* Messages lists the most recent messages for this cardholder, along with graphic icons indicating whether a
message is informational or an alert that requires cardholder action.

* Click View All Messages to access the entire Messages queue to view and take action.

* Outputs lists the most recent generated reports and exported files, along with the run date, file size, and a
message indicating whether the file was viewed or downloaded. To view the contents of a file, click the arrow
icon next to any item listed in the Outputs pane.
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Trico Card Manager

MAKE PAYMENT (CENTRALIZED BILLING)

To make a payment for accounts with one centralized bill: NOTE:
From the Administration menu, click Billing Control Accounts.  If you would like to switch from Centralized
Billing to Individual Billing contact Card

* Using thefilters, if needed, locate the user and card. Member Services at 1-800-922-8742.

Administration Menu x
Billing Control Accounts .. .. ..
Y  User Status: Active Card Status; Card Request Tracking
illing Control A
EMBOSSED NAME —— wrvie ARD PRODUCT TOTAL ¢
TCB1ECSFDCTLTEST W meeeeeessees £453  25:Monthly  VISA Business Elite USD CB 500,000

* Select the check box of an Accounts Payable account.

o The User & Card Details dialog box appears on the right side of the screen.

Billing Control Accounts

Y  UsersStatus: Active  Card Status: Active K save

EMBOSSED NAME CARD NO. CYCLE CARD FRODUCT

TCB1 ECS FD CTLTEST Frmssrssseerg403 25: Monthly VISA Business Elite USD CB

I TCB ECS CNTRL BANK TEST ***="""***"*

BATG 18 : Monthly VISA Business Elite USD CB

Show 20 W Rows1.-20f 2 1 =k Print
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Trico Card Manager

* Scroll Down on the pop up “Billing Control Account Details” screen that opens to the right.

Click the "Useful Links" accordion arrow.

T

Unar Shakus: Activg Cord Ebay: Active -
EMBOASED KAME CARDMD CYCLE CARD PRODUCT TOTAL CREDIT LRAT MWULARLE CREDIT
TCB1 ECS FD CTL TEST SEald 2 Monthdy 1SA Busmess Ele USD CB 50000000 Ut 465, 525.00 vsb
TGH ECS CHTHL BAMK TEST === ==-5&0 1% Monthly ViSA Busmess Edle USD CH 50000 00 e 551 000 00 15
Bl ) = = BR Semmps B Onady B e

E"‘WEENNI‘I’-‘." TGAY ECS FO GPL TEET

Card Wumber = e .
Cychs Numbar

Carn 5tatus

Care Viewpolm

S Product s Beryiieas Ele S0 CB

Baling Cusrency 50

Login Detaity W
Contne Distal W
roxctl Ll W
bl L ks
ance

* From the menu that appears click on the Payment type of your choice.

o Click Add account if needed.

Useful Links

Automatic o

Payments

Make Dne-time Faymeant

Sal-up Aulomatic Paymenis
View Payment Hislory
View Schedubled Payments

View Auths and Declines

dit User Preferances

m

Click Edit and Add Comment to update fields as applicable.
o Ared asterisk indicates mandatory fields.
Click Submit.

Review the confirmation screen before payment is scheduled.

Confirm or edit as needed. You will receive a confirmation message.
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Trico Card Manager

MAKE PAYMENT (INDIVIDUAL BILLING)

To make a payment for accounts with separate bills for each card:
From the Administration menu, click Users & Cards.

* Using the filters, if needed, locate the user and card.

SAdrmervsirabion bisng
Users & Cards : Y Fie
Y Uies Slatue: Aclive Caid Slali:
o & FULL MAME CAFRD HUMBER FROALE CREDNT LT AFEER VIEWPOIT CARD LAST UPDATED STATUR BLLMG CONTROL. ACCOLMT
* Select the check box of the account.
o The User & Card Details dialog box appears on the right side of the screen.
Adminsiration Kenu k1
Users & Cards T + A ¥ Fisn
W Ueer Slanac Active Card Sistus POp Up B User & Card Detadls B
tastich
i § FULL NAME CARE! NUMBER PROFILE CRECHT LT USER VEWPOINT LARDL oo Gty -~
s Aseindsirainr TESTA INT FRALARY Full Nama
g T ) Ly S1aiun
A5 1H el 2 550 00 usn W= Oiidy TR
1 5 000,00 U P aUT I 32 Profis® Cardhoider
§ 1 gy f i B ard r e Lo

* Scroll down on the pop up “User & Card Details” screen that opens to the right. Click the “Useful Links"”
accordion arrow.
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Trico Card Manager

E Embossed Name TCB1 EGS FDO GTL TEST =
Card Number "o 5493
Cycle Number 25 : Manthly
Card Status
Card Viewpoint Unassigned-2897303

Card Product W

k Ellle USD CB

Billing Currency

Login Detaits “
Contact Details W
Credit Limit b
Useful Links W

Automatic Ot
Payments

Make Crne-time FPayment
Set-up Automatic Payments Payment Options
View Payment Hisiory
View Scheduled Payments
View Aulhs and Declines

Edit User Preferences

* From the menu that appears, click on the Payment type of your choice, either one-time or automatic.

o Click Add account if needed.
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Trico Card Manager

Useful Links P oS

Automatic Off
Payments

Make One-time Payment

Set-up Automatic Payments

View Payment History
View Scheduled Payments
View Auths and Declines

Edit User Preferences

Click Edit and Add Comment to update fields as applicable.
o Ared asterisk indicates mandatory fields.

* Click Submit.

* Review the confirmation screen before payment is scheduled.

* Confirm or edit as needed. You will receive a confirmation message.
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Trico Card Manager

INQUIRY

The Online Reports feature gives the Program Administrator access to information about cardholder spend. Inquiry
information contains average transaction value, the total dollar amount and number of transactions by Merchant
Category Group (MCG), Merchant Category Code (MCC), merchant, and cardholder if available.

* Select Inquiry to produce your online reports.

Cardholder Activity Inquiry | Selectinquiny Y e

Conecthodcler AcEraly Inguiry o

caponl > TESTACCOUNT, EFIMARY :

al R HIN Oiwargusn Caronoldar Fgriny
Marcharn Spond Ingury

CARDHOLDER CARD MUMBER ML 4 e WERSAGE TRANEAC TR0 VALLIE TOIAL SPEND) CLRAERCY CODE
Card Spena Summany Inguiry

" EqY 00000 sesssaseesp it -\:_e-j I'~"!"||"|__'_ :H".J {"""_I.ll' K =0

TOB ECS IND BANS TEST S F 7 2% 5451 ush

o MCC harchant Inquiry

TCH ECS INDE PRV TEST LTk i 5 FT 3007 420
MCG Madschan! bng

Tisl EST i ” iy il 4 & ik

T Fe 3 & L5

Show IO Rowe -0 003 1 &, Crolput &= Print

* Select Inquiry from the dropdown menu for the following options:
1. Cardholder Activity Inquiry
2.Delinquent Cardholder Inquiry
3.Merchant Spend Inquiry
4.Card Spend Summary Inquiry
5.Card Without Spend Inquiry
6.MCC Merchant Inquiry
7. MCG Merchant Inquiry
* Each option provides further filters to narrow results.

* Click Output to generate your Inquiry as a report in Excel format.

Cardholder Activity Inguiry Setct Inquey )

Carcnolder Activily Ingquény o

Viapairs = TESTACCOUNT, FRIMARY Dafinquant Cardhokder kquiry

Marchant Spend Inguiry
i i i WERAGE THANSAC TIONS VALUE TOTAL SPEMD CURSTC Y CO0Y
Card Spand Surnimdry ncuiry

CAMDHOLDER
RITA TEET Card Withoul Spend Ingury
T ESS INEF BANY TEST

TCH FES KD PRIE TEST

MCT Marchant Inguiry

ToE1 E05 FO CTL TEST I MICG Mercham Inguiny e i
TCAT EES FO W0 TEST a1 - F T& 4 A £
Shom J0 W Rows 1 -5l s i B Outplil Py =
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Trico Card Manager

FILTER & VIEW TRANSACTIONS

Transaction information is imported into Trico Card Manager daily. If there is no activity in the most recent billing, the
table may be blank. The filter function enables you to display only transactions meeting the criteria that you select.

* Navigate to Transactions and click the Filters button.

Transacti 2 ¥ ity
Y ™ 'I 20 - 000 X Trarmaction $labas; Al X = BT
¥ ji DATE PFOSTDATE CAACHIMLCER SART MERCHANT ERLING AMOUNT TRANBAC TIOHN JTATLRE HET AMCUNT CREENAL AROUNT
w2 AT TCH ECE iND BANK TEST ==+ ==-BLacr iale ioe .00 usD 3000 5D 1800 uss
AV 1AEN LT TCB ESE IND BANK TEST “ne

* Apply Filters as desired.

* Click Apply to view your search results.

* To save the filter for future use, click on Save As to name the filter. This filter will be available on the drop-down
menu under Saved Filters.

Filters a
Saved Fllters Select Pre-saved Filter o~
Billing Amaunt s
Add New Filter Select Filler Type bt
Reset Cancel
—
V
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Trico Card Manager

Transaction Detail

* To view a transaction in further detail, select the applicable transaction box.

=

Transactions

Y Tranaachon Date; D305 - DASHERG

TRAMAAZ TN DATE POATOATE

D s

Transacton Siwbas: AR X

CARTEACH DER

TCE EC3 |ND BANHK TEST

LAk LGS INCr DANKE TEST

H Save

CARD HERCHANT

THNEY ias s ¥a0 L

WEE  Irance charge

B IHG BMCAINT

Y Finen
TRAMBAL TICH STATUS RET AMCANT DAL AN T
J5.490 LsD J59,00 uag

Select the Arrow Down icon on
Transaction Details.

* The following detail will be
displayed.

Tranzaction Delails

Hak gy

e

R e

oyl Alocation g

h o [ R mcap o e crosr

| Transacion Deizls La
Trarsecton Da v 20
For Do Fat)
afdho o B [ SARIK
Cord 5413
tAencha 1 e
i ki g
elersnce
ard Cimes
Csl AbaCal) W
Comments b4

Trico Card Manager Quick User Guide | 13



P tri counties bank

Trico Card Manager

TRANSACTION RECEIPT UPLOAD

* The Transaction Details box appears on the right when a transaction is selected.

=

Transactions ¥ Fires
Y Tramsacdon Date: QUDLE0 - 03020 X Transacson Swius: &1 X H'-_...«g
X TRuANEAS TiON DATE POATOATE CARDHCL DER CARD MERTHAMT B LG AR INT TRAMNSAC ThOy STATLEE MET AMCHMT CREIIRAL ARCHINT
et TH ECS THD BANK TEST SEMEARCEISELNE Wb few FEL0D LeT 3700 s FL
D5 BN e Ll SReiSRrmSTENE Rnance charge e84 0 1569 1130 T2AT I
* You can add a receipt to the related transaction by clicking on the “Attach Receipt” button.
Transactions ¥ Foun
W Tranaction Date: D010 DNINA0 X Tranesction Stitun: AN X R el Transaction Details N B
WA ¥ Aad
2 TRANSACTION DATE POETDATE CFARDHOLCER FARD MERCHANT EALLEvG AMDLNT A
Ay o
AR TR TEh ECS D fArsd TEXT sttt RET  france thaipe 1557 wEr 4l
2 nE PR T ¥
1 i _—— [ artraseae B . ? o G
MW oaISE0 TOETE 5 FD GTL TE ‘P45 iane fee o R
5 TR ECEF TEST “A403 T | 3 L L0
L.« N « = . E O IND T a2 aton | -
A ¥ 5 ND TES o ¥ i
& [ XS L
LI e ]

* Choose the corresponding file from your computer and upload it to Trico Card Manager.
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Trico Card Manager

DISPUTE TRANSACTIONS

* Select the transaction you would like to Dispute.

=

Transactions Y Foi

Y Transscton Date: SR010 - DM X Trassaction Sishey & X H Save

CARDEHOL DER CARDH MERCHANT R LG AT TRANLAL Tl ETATLIS HET AMOLMT CEDTINAL AREOLNT
TCH ECS IND BANK TES Ry T  HRELS Ja0g L Iz o0
} ECS IND DANK TEST  s=riveriees \ance tha 1 51

* The Transaction Details box appears on the right.

* Scroll down to see your options.

* |fthe transaction is eligible for dispute, find the Dispute button located on the bottom. Click Dispute.

b | Transaction Date! 03MH/E0 - 03030020 X Transachion Status: Al Hiaw—
AT
3 Ao L
X Tib S TION DATE POST OATE CARDHOLOER CAND MEMHANT B ANOUN T T Carrency Rato
ol Camt
010 TCH ECE IND BANK TEET srmsmee=isT | mip feo 00 4
=T
B avioen DA HAD TCB ECS IND BANK TEET ™" 7""A2. Snance chinpge BAT iew
W L
EC3 IND' PRMX TEST * tessinidd  gbe fes
ANy U ROEAY B HCSH INDY PRAX TES e Hem hamieepy
20 paiz & 6,00 Lt necid
TCE 2 SN LM e Cuhy Recein ALBCh Recet | No fe choser
" B “rn " 31342 suloy Jr——
= -2 & W 2l T
Teanaschon Detain W
=Y | TR e e s
Corrrmenin W

* Select the appropriate reason and provide any detail in the box to support the dispute. Then click OK.
* A confirmation message will appear. The Dispute icon is now bold in the transaction status column.

Remove a dispute by calling Cardmember Services at 1-800-922-8742.
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Trico Card Manager

ADMINISTRATION

The Administration menu allows the Program Administrator to manage users & cards, track card requests, and
control billing accounts.

USERS & CARDS

To manage users and cards, on the menu bar, click Administration. The Users & Cards menu allows the Program
Administrator to view information and perform actions for Trico Card Manager users.

Agmervsirabon kisng b3

Users & Cards : ¥ Fies

Y User Siabus; Active Card Siafus:

& FULL MANE CAFD HUMBER FROFLE CREDNT LT UFEER VIEWPOMT CARC LAST LFOARTED STATUS BLLMG CONTRO. ACCTLMT

* Click the Filter button to display only users and cards meeting the selected criteria. For example, you can
view all active users or view all inactive cards.

UPDATE CARD - CONTACT DETAILS

¢ From the Administration menu click Users & Cards

o Using thefilters, if needed, locate the user and card.

Agmervsirabon kisng b3

Users & Cards : ¥ Fies

Y User Siabus; Active Card Siafus:

& FULL MANE CAFD HUMBER FROFLE CREDNT LT UFEER VIEWPOMT CARC LAST LFOARTED STATUS BLLMG CONTRO. ACCTLMT

¢ Select the check box of a user.

o The User & Card Details dialog box appears on the right side of the screen.

agministration Menuy %
Users & Cards v adg ¥ Fian
¥ User Stafias: Active  Cord Status User & Card Detadls B
pesr:]
- e oy
5 PULL MAME CARD NUMBER PROFILE CREDHT LIS USER VEWPONT CARD L
ESTALCOUNT, W FENEL Full Nams
E (5.0 aT
Usar Statu
e C athoider 7 500 0 s Card Only aa D
wrihoader & 0000 Ush Profse” POl
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Trico Card Manager

* Click the paper icon to display full details.

E User & Card Details kD

testcd

User delais L

Full Name
Uszer Status
Prafile” Cardhabdar \

User Viewpaint: and Carly

Card detals o~
Embossed Namae TC81 ECS FD IND TEST
Card Numbar ' -
Cyclo Numbar
Card Status

Card Viewpaint

* Enter updates as needed.

ADD USER

* From the Administration menu, click Users & Cards.

Administration

Administration Menu x

5 & Cards Users & Cards

ser Status: Active Card Status;  Card Request Tracking

Billing Control Accounts
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Trico Card Manager

* Click the +Add button and Add Non-Cardholder User from the drop-down menu.

Note: a new card cannot be requested from this menu. To add a new card, contact our Cardmember

Services at 1-800-922-8742.
> v
+ AXG ®
Add N

dd Mew Cardhobder

(U] H save

Add Mon-Cardholder Uiser 2

BILLING CONTROL ACCO

CARD HUMEBER PROFILE CREDIT LIMIT USER VIEWFPOQINT

* Enter appropriate user information and click submit.

FULL DETAILS - CARD SUMMARY

Program Administrators can edit details for the user and card on the User & Cards Full Details screen. You can also
update card limits, change user contact details, and move the user/card on the corporate hierarchy.

CHANGE LIMIT OR STRATEGY

A “Strategy” is a way to limit transaction types (example, cash advance)
* From the Administration menu click Users & Cards
o Using the filters, if needed, locate the user and card.

* Select the checkbox of a card.
o The User & Card Details dialog box appears on the right side of the screen.

* Click the paper icon to display full details

Acrdnisiradon ko x
Users & Cards : 1 3 TR
T Usar it Card Stamin: E Liser & Card Details I [
(Baticd
- Ly Sl "~
' CARD HMEER PROFLE CREDNTLIAT WBER EWRGIT CARDL
P T PRIMASY Fual B
+C
Uner Status
B 1 7cB1ECS PO D TEST seeeseesgAts Cambaker 0 2800 dOuw CaOr R

* From the Card Summary Screen scroll down and click Limit and Strategy.

* Click Edit to make changes.
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Trico Card Manager

ﬂ Cﬁange Limit and éirategy e

MARAGE PAYMENTS
L giew Drep-lenae Payings

Arcoraant Delans Lored Datwis

il CARD DETALS
Dl e Contact Dot

ke A Frepladirens Card
Add e oo
o ACCOUNT MAINTENANGE
[
Vi Ry miaomenis

¢ Enter the new credit limit in whole amounts.

o Use the dropdown to select/modify the authorization strategy.
* Adjust Reset After options as necessary.

¢ Click Submit.

SUSPEND ACCOUNT

¢ From the Administration menu: click Users & Cards. NOTE:
To close an account contact

Card Member Services at
¢ Select the checkbox of a card. 1-800-922-8742.

o The User & Card Details dialog box appears on the right side of the screen.

o Using the filters if needed, locate the user and card.

* Click the paper icon to display full details.

Users & Cards A ¥ Fiten
¥ ua: Active  Cand Samist 3 E Liser & Card Details WD
leesitca
WBET STl G
L NAME CARD MUMBER PROFLE CREDIT LT BB EWPOT cARDL
ST |asinare Progra a TES PRI Fisrl Mars
........ Cand
User Status

B + TCB1ECS FDIND TEST s Carghodoer 250000 U0 Cang Ciny VAN

* From the Card Summary click Account Status.
* Click Edit to open the fields.
* Choose Suspended from the “Change to"” drop down menu.

Click Submit.
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Trico Card Manager

Ch A t Stat
F a.nge ccount Status Card Summary

MANAGE PAYMENTS

Kaig Onefume Pagment

TCB1ECS FD |ND TES

g = B318

Accouni Deials Account Char

| Sapended ¥ I

Rt Aftsr CARD DETAILS

L Cantact O

Command

By Covameesy!

* You will receive a confirmation message when finished.

Billing Control Accounts

Through the Billing Control Accounts Menu, the system separates the specialized billing control accounts from
the employee cards for your convenience.

Administration Menu

Billing Control Accounts

? User Status: Active Card Status:

2

EMBDSSED HAME e PPV TWAE [T D PRODUCT TOTAL CREDIT LIMIT AVAILABLE CREDNT

TCB1 ECS FD CTL TEST T TENG 25 : Monthly VIZA Business Elte USD CB =00,000.00 usD 408,.630.00 usL

TCB ECS5 CNTRL BANK TEST =~ eesmerenes 8576  19: Monthly  VISA Business Elile USD CB 50,000.00 s 50,000.00 UsT
Show 20 w Rowg 1-20l2 1 = Print
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Service With Solutions®

WE'RE HERE TO HELP

If you have any questions, please contact our
24-Hour Cardmember Support at 1-800-922-8742.

Trico Card Manager
Quick User Guide Member FDIC Rev. 06/20 © 2020 Tri Counties Bank





