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Welcome to our handbook

Welcome to the MSD Issuing Handbook — your
comprehensive guide to unlocking the full potential of
our corporate card platform. This handbook will walk you
through everything you need to know to navigate and
utilize the TCB Pay Issuing platform effectively.

From issuing corporate cards to managing expenses,

tracking transactions, and optimizing spending, we will Q merchantservicedepot.com/issuing
provide step-by-step instructions, best practices, and — _ . }
tips to help you make the most of our platform. . : e =

Let's embark on this journey and redefine corporate
spending together!

The MSD Team.

+

& B

MasterCard Flexible Terms Instant Issuance Peace of Mind
Network

(£
5

Rely on TCB Pay's

Use your card Get digital cards

Get prepaid or post-
paid card programs,

with flexible limits.

regulatory expertise and
experienced compliance
and support teams.

immediately or order
physical cards with
speedy delivery.

wherever MasterCard
is accepted.
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Platform overview

TCB Pay Issuing is divided into four main sections

Wallet ‘ Admin

/A Track your transactions Manage the cards,
.ﬂ and see your card ‘Q users, and spending

balance. Real Time. profiles.

comprehensive reports
on your spending.

. Reports
Settings Retrieve and download
* Manage your account

settings and security.

Type of cards

et il -

| |
IJI
[
Physical card Digital card
A card that will be shipped by A card that you can use online

mail in 3-5 business days. only, available instantly.
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Roles _
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Owner
The Owner of the account has total control over the account.

They can add Admins to help them manage the account.

Admin

Admins manage the account and can see all cards and all
transactions. They can assign cards, and add new Users
and Analysts.

User
Users can see their own cards and track their spending. They
do not have access to the Admin panel.

Analyst

Analysts don’t have a card. This access is for reporting-only
purposes. They can view all transactions, all cards, and all
users by default. The Owner and Admin can remove access to
certain cards and certain users.

05
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Wallet our walle

TeBRRT = 0D
Your Wallet w.

--c;l .l’ll' wres 1234

e Users can see their cards and their limits.

o Admins can see their cards and their limits.

Wil alsimia
Q 433 Plara fenf Sue 275

e Analysts don't have a card. S5 Bt R, RS Lk i

Phiaiad sand : Bty
Lock card m N—
$45,500 snvalalis oAl

From your Wallet or the Admin -

TPy Soaniting Lk

Cards page, click on the Settings'’ —— s
icon{} on the card that you want S— =

to lock and click on f§ Lock card. . o
Cancel card m View card balance m
From your Wallet or the Admin - From the Wallet section, check
Cards page, click on the Settings' your card balance under My wallet
icon{} on the card that you want to in the right panel. You will see your
cancel and click on Cancel card. Cycle spending limit and your

Daily spending limit.
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All Transactions

¢ Users can see their transactions and their available balance.
« Admins can see all transactions made by all cards and all users.
* Analysts can see all transactions made by all cards and all users unless

restricted by the Owner and Admins.

All Transactions

Search Results 17

Go to your Wallet then select the

transaction you would like to 0 9
dispute under Transactions. On
the right panel, it will open the | Merchant Amount
Transaction details. Click on
Apple $30.00
Contact support team and fill Pending
out the form.
Apple $30.00
Declined
Apple %30.00
Approved
| Apple $30.00

Approved




MSD

Merchant Service Depot

Admin

e Users don't have access to the Admin section.

08

» Admins have access to all Admin features. They cannot add new Admins, only the

Owner of the account can add Admins.

« Analysts have a partial view of the Admin panel, just for reporting purposes. (E.g. they

only see the last 4 digits of the card numbers). They can view all cards and all users

by default unless restricted by the Owner and Admins. They cannot perform any

action for the account.

S o S Cards
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View card balance

From your Wallet or the Admin -
Cards page, click on the {¥Settings’
icon on the card that you want to lock
and click on f Lock card.

Cancel card

From your Wallet or the Admin —
Cards page, click on the {¥ Settings’
icon on the card that you want to
cancel and click on Cancel card.
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Post-paid accounts

Request a creditline increase
From Admin - Cards, click on Credit
line increase and fill out the form on

the right panel.

Add Funds

To add fands to your account, pleaie tranafer the

Fumchs 1o the specified acopunt below via wirg ransfer

and Ml out the Wire Information form

Attentlon: Faflure to submit the form below will
cause a dalay in adding funds to youracoount. in
order to Fecelve funds to your account, you must

fill et this form,

]
Account Mame

Account Address

Bank Mame

Bank Address

Account Mumber
Routing Numbar

SWIFT

TCH Pay LTH

433 Plazs Real Sulte 275
Bacs Raten, FL 33437

Fifth Third

120 € Falmotto Park Re
Bics Raton. FL 33432

TAISHTIRET
042000314

FTRCUSICK MK

Request Credit Line Incroase

Pre-paid accounts

Add funds to the account

From Admin - Cards, click on
Add funds. Follow the wire
instructions on the right panel
and submit the Wire Information
form after wiring the funds.
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Assign cards

To attribute cards to users, click on Admin > Cards > Assign cards. On the right

panel, select the card type, the spending profile, and the users you would like to
assign to the cards.

Card Settings apuE s R (T s e

S S A 1) YA o s e DR v a = Fitsn
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i My
= [ [EET ey
[TPP— .
| o Bl cpfessl Ty (0 ILE IRaRT e
0 g me -
I FEwen B L IR . S T o s an Lewdeda
Rty Aoty Ll P4 L 1 [ s T Ry 1 0 s a1 prr—,

View total account balance

In Admin - Cards, your total balance will be displayed on the left menu.

View cards balance

From Admin - Cards, you can quickly check the Cycle limit of the cards in the
main table. Click on a card to open the right panel and check the progress
bar for its Cycle spending limit and Daily spending limit.
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Add a user Bl

From Admin - Users, click on & Add user. On the PR
right panel, provide User information, the Account 2
type, and decide if you would like to Assign a card
to that user or do it later. Click on&Add user. The
user will then receive an email to activate their
account.
Account Type
Add users in bulk
AR R From Admin - Users, click on Add bulk

users. On the right panel, upload the CSV
L L file containing the list of users you want to

add. You can then select the Account
) ] type and Assign cards to these users.

Click on -.bAdd users. The users will then
receive an email to activate their account.
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Account Type
D User O Admin @ Analyst
[F  Edit Card Access 3 edit user Access

& Can view new cards when they are added

Disable account

Restrict Analyst access

From Admin - Users, click on the Analyst you would like to restrict access to. On the
right panel, open the User information and click on Edit. Under Account type, click
on Edit card access or Edit user access whether you would like to restrict their
access to certain users or certain cards. Click on Save changes.

Disable a User

From Admin - Users, click on the user you would like to disable. On the right panel,
open the User information and click on Edit. Under Account type, click on Disable
account. Click on Save changes.

Edit roles

From Admin - Users, click on the user whose role you want to change. On the right
panel, open the User information and click on Edit. Under Account type, select the
new role you want to attribute to the user. Click on Save changes.
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Spending Profiles

= i
o -l Spending Profile Spenging Profile Mame
. L
e
oD Cycle
-] ¢
= i e Pa— . [ - | Menthy
m m e erhy mm o
e R e e Cycle Reset Day
L =
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e Bl Mo [T e o Maonthiy Spending Limit Per Usar
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Daily Spendlng Limit Par Usar
[

Meaxiimirn Airidant Pei Transaction
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What is a spending profile

You must attribute a spending profile to each card as it will set the card settings:

01 Cycle: monthly or weekly

02 Cycle reset day: what day of the week/month you want the cycle to reset.

03 Cycle spending limit: the maximum amount that can be spent by
card per cycle.

04 Daily spending limit: the maximum amount that can be spent by
card per day.

05 Maximum amount per transaction: the maximum amount that can be
spent in one transaction.
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Spending Profiles

= Spending Profile

o0 4

fe jo 1% o

Create a spending profile

From Admin - Spending Profiles, click on & New profile. On the right panel, set up
your new spending profile with a cycle and its spending limits. Finally, you can
directly Add cards to this profile or choose to do it later.

Add cards to a spending profile
=» Option1- from Admin - Spending Profile, select the Spending profile you want to

add a card to. On the right panel, click on Cards and Add cards under this profile.

=» Option 2 -from Admin - Cards, select the Card you want to change the spending
profile to. On the right panel, click on Spending profile and Edit its spending profile.
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Settings

All roles can access their Settings.

15

Account Settings

L]

Edit profile picture

From Settings, click on the @ Camera
icon to upload a profile picture and
click on the @ Trash icon to delete your
profile picture.

Edit name

Contact our support team to change
your email address.

Edit address

From Settings, click on Edit profile
under Profile then enter your new
address. We will use this address to
send your physical cards moving
forward.

Edit name

Contact our customer support team to
change your name. If you have physical
cards, we will have to send you new cards
with your new name on it.

Edit email

From Settings, click on Edit profile under
Profile then follow the instructions on the
screen to change your phone number.
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Password

Reset password

From Settings, click on Reset password under
Password and follow the instructions on the
screen to change your password.

Prapnnd

Enable 2-factor auauthentication

From Settings, click on Enable 2-factor authentication under 2-Factor Authentication

then follow the instructions on the screen.

| &

f= [& )=

LFactor Agthentiation

[P p———"—

et !
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Help

All roles have access to the Help center.

Contactus

In the top menu, click on the @Help icon to access the Help center page and start a
new ticket with our support team.

. ==

Help Center

e 1=

o Eontact Lis

|k

o o bl

View messages

To access opened and resolved tickets, click on the Help icon in the menu then click on
Messages to access all your conversations with our support team.

I

= — = g IR ———
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Reports

Users can view reports of their own spending.

Admins can view reports of all transactions, from all cards and all users.

Analysts can view reports of all transactions, from all cards and all users by default, unless restricted
by the Owner and Admin.

The Reports section provides detailed reports of your spending. You may see your:

CHEE TR TS

¥
Spending Spending Spending Refunds
Overview by Category by User

bl i gr— Tatays Overviss
_I'h_ e o==0
b S Syt
s 1.,000.00 USD 216
wl e
-

Spanding hy Dare Rangs

AL = [y ——

1,000.00 USD 218
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SMS notifications

Sign up for our Alerts & Notifications Program

The Alerts and Notifications system is a security feature provided by CombData (our card issuer
partner), that allows you to authorize or deny transactions that are flagged as being suspicious as
well as notify you of declined transactions that are non-fraudulent (e.g. an incorrect PIN number) via
text message from your mobile phone.

Note: Message frequency varies. Message and data rates may apply.

To take advantage of the TCB Pay Alerts and Notifications security feature simply take the
following action:

dlmrt

« Text the word IN to 57911 using the _
mobile phone associated with

your corporate card.

 You will receive a return text message
confirming your enroliment.

Once you enroll, you will only receive text messages when CombData'’s fraud detection system flags a
purchase as being suspicious or for non-fraudulent activity, including the reason for the decline, so
you can take action to correct the error.

Please enroll as soon as possible to ensure the security of your corporate card and your
organization's funds.
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THANKYOU

The whole MSD team would like to welcome you to our family. We couldn’t be more excited
to provide you excellent service and collaboration.

At the end of the day we are here to earn the right to you business, and we appreciate the
opportunity to do so.

The Merchant Service Depot team

For more information about the value of this program, you can visit

merchantservicedepot.com

e (800) 805-5449

@ support@merchantservicedepot.com



https://www.merchantservicedepot.com/

