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SECTION 1: REGISTER FOR GLOBAL CARD ACCESS

Step 1

To obtain access to your Bank of
America P-card Statement. You
must be registered as a Program
Administrator user. This is done
once to set up your login.

For items 1-6, you may need to
request information from The
Office of the Comptroller: send
request to osc-p card@mass.gov

To Register:

1. Go to Global Card Access
login page:

https://spacardportal.works.com

2. Click on “Register now”
3. Inthe next screen, enter

your 16-digit account
number.

4. Click Continue

httpsi//spacardportalworks.com/gar/login

ogin | Arctic Internationsl [ Advantage Academy [ Global Card Access...  var M&T Bank Treasury... (@) Governor's Coundil|.. € UserPortal © W

BANK OF AMERICA %77

Global Card Access

Password T

Signin

Forgot ID/Password

R
Register a Card

Register for Global Card Access, activate your
card and conveniently manage your account
online

Register now »

% Apply for a New Card

Apply for a new card or check the status of an
existing application.

Apply now »

—

BANK OF AMERICA %7

Global Card Access

MNew User Registration

Enter your corparate card number or your company billing account number.

9 ontinue Cancel
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mailto:osc-p_card@mass.gov
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5. Enter Company Name -
The Department Name on
the account.

6. Enter Company Number -
7-Digit Code

7. Enter Credit Limit — Limit
for entire department

8. Enter Zip / Postal Code -
Postal Code used when
setting up account.

Card number

4715 *+* = 7856

Company Mame

e

Company Mumber

(6]

Credit Limit

ZIP ! Postal Code

(8]

Cancel
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Steps 9 — 11 will be setting up your

login information: Create Your Account

9. UserID-mustbe a

minimum of 7 characters Create a User ID %
and a maximum of 50 o astPA
characters.

Create a Passwond

10. Create and Confirm
Password - A password
must be a minimum of 12 Gonfirm Password
characters and a maximum @
of 100 characters and
include alphabetic and
numeric characters.
Passwords are case

P What street did you grow up on? o
sensitive. m

Select and answer three secunty guestions. These will be used 1o venly your idenlity

Question 1

Answer 1
11. Select and choose answers
to three security questions
to be used to verify your Question 2
identity. _ .
hich siate was your spouse bom in \"
Answer 2
Question 3
Whio was your first babysitier W
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12. . Enter your user
information (first name,
last name, email address)

13. Click Submit.

You will be taken to the Global
Card Access page to sign in with
the user credentials just created.
You will also receive an email
confirming your enrollment.

14. When you sign in, you will
be asked to accept the
Terms and Conditions

Enter Your Information

@ First Name

Middle Name

Last Name Admin
Empicryes 10

Email Address programadminisiralongbola cor

OE=D

BANK OF AMERICA %% [T

Terms and Conditions

TERM! FOR BANK OF AM ARD A
IMPORTANTI FLEASE READ THE FOLLOWING TERMS OF USE CAREFULLY.

By clicking the “Accept® button o Using the Network (a3 defined below), you:

1. Agres 1o comply with thess berms of use (Temss of Use™) far e Servioss (35 delined balow) and GCA Sarvics vebsts (e “Site”)

2. Agree ial you may wse the Service and the Site ok i you have Desn exprassly ausorized tn do 50 by the Chent (=5 defined beiow)

3. Ackniedge thal you have read all of the terms sel out in these Terms of Use in particulss. we draw your atlention b he terms sel oul under ‘Disclaimer of Warranties and Limitations of Liskiliy” and
Danaral” el

4. Ackrowdads that you e only being privided with s Sarvics and tha SBe &5 an authorized user of the Clant

8, Acknewiedge that you are not beng provided wih the Services and She Site eiher a3 a consumer o with respect {0 any of your indwidual or perscnal accounts with the Bank (as defined below) o i
affiiaes

B. Agres 1o recave wilin this Site of Twough Alerts, The Tarms o Uise, 3l updates to tha Toregeing, and &l deciosuras, rofices, alers, and ofes (ommunicalions reganting e Site

7. Acknowiadgs that these Tamms of Uise will only b6 provided 10 you once even i you Lise he Sie with respect io multiple card accounts, and you agrae that you wil be deemed o have snisred Info these
Terms of Use separaiely with respect o each such card account.

0. Agres, if you &8 redisent in Canads, India o Sngapers. 1o the colecten, Uss snd SSOSUNe ol yOUT parsanal 818 BN SIer G818 Docessing Sctiviles ot cul in the Privacy Notics ke Canads, inda and

SNgapOrs raTarenced bew

9, Agres % us commrCaing with you through he methods of elecironic Fansmissian set fori in the terms and condiiens elew, ncluding thraugh sieckonic mail (¢-mai) and bed messagng sences

10. Agree o ut 16 sending commrrications using an sulomate Iskephone dising sysber or an anliicial of prerecorded voice system

¥io Cn wiltlrEnw ¥our ConoB 10 The Tams of Lise by calling CUEtemer Sarvica Tiough T belephon e NUMDENS provided in e Contact L cection winin this Site. However, witwdrwing your congent

maans you wil o kngsr be 308 15 ACEESE of DNETEtE Use 1he S8 or 18 Servces

IF ¥OU DO HOT AGREE TO THE TERMS OF USE, YOU MUST NOT USE THE SITE OR THE NETWORK

"Bank”,"we", "0ur”, or "us” mesns wiin respect 1o cards issued in {1} Ausiralia, Bank of America. Nadional Assocition acing fhwough Rs Australia Branch; () Austiia, Beigiull, Bsigana, Czech Republs
Denmark, Estonia, Finland, France, Germany, Hungary, inand, Raly, Latva, Lithuana, Luxembouwy, Netherands. Morway, Poiand, Portugal, Romania, Siovakia. Siovenia, Sweden, Switzeriand, Spain

Turkay, of the Usiled Kingdom, Bank of America Eurepe Dasigaated Acivily Company, (i) Canada, Bank of Amenca, Nalional Asssciston 8cing theugh ils Cansda Bran jong Keong. Bank of

America, National Azseciation acting thweugh Rs Hong Kong Branch. (v) India, Bank of Amenca, National Asseciation aching trough its Mumas Branch; (v) Singapore. Bank of Amanca. Natensl

Assocation acting Swough & Singapore Eranch; and (vi) Unfied States, Bank of Amarica, N.A

“Card Agreement” stans a, Card Services Agresment o Commencal Card agresment in eifer case, enliied i by Client vith the Bank

"Client” means chant (Al is 8 legal entity and that has smieead inbo & Card Agresmeal wilh the Bank -

ao ACoept, you agres b the termes and condbions. Cheose Dacing 10 cance
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SECTION 2: DOWNLOAD MONTHLY STATEMENT

Step 1
https://spacardportalwerks.com/gar/login
1. Go to G|0ba| Ca rd cogin | Arctic International.. [ Advantage Academy B8 Global Card Access..  war M&T Bank Treasury... (@) Governor's Council |.. @ UserPortal = W
Access login page: BANK OF AMERICA %7

https://spacardportal.works.co Global Card Access

m

2. Sign-in with User ID and
Password J.

Password

Sign in

Forgot ID/Password

% Apply for a New Card Register a Card

Apply for a new card or check the status of an Register for Global Card Access, activate your

existing application. card and conveniently manage your account
online

Apply now »

Register now »

Program Administration My Accounts

BANK OF AMERICA %7

Global Card Access
Home Payme@ Statements ) Transactions  Account Requests  Administration  Enrollment Report

Statements

3. In Dashboard, Click
Statements

Corporate statements Cardholder statements Statement downloads

ACCOUNT NAME - 1234 -

2024 =

October 25, 2024
September 27, 2024

August 27, 2024

OFFICE OF THE COMPTROLLER GLOBAL CARD ACCESS AND P-CARD PAYMENT GUIDE 5


https://spacardportal.works.com/
https://spacardportal.works.com/

Be sure that you download the
Company Statement, from the
Corporate statements tab. The
Company statement will

include all cardholder charges.

4. In the Corporate
statement tab, click on
the date of the
statement, for the
monthly statement.

5. Download the
statement by clicking on

the Open file link.

The header of the Statement
will contain information
needed when entering your
payment request document, in
MMARS.

ke i [ o G A | Mo . [ Adearko iy s VAR etk i
Erogram AsTinkTation Ly ACOOURS
BANK OF AMERICA %5~

is Siements Transactens  Account Reqeests  Adminisiral

Staternents

=
ardhokdar statamants

Department Name - 1234 -

pler L

BANK OF AMERICA %7

Purchasing Card

) Mai Eilling |nquinies foc
BANKICARD CENTER
PO Bow 860441
Dellas, TX 72286-0441
TTY Hearing Impaired:
Okal 711"

Outsace the LLS=
1.508.353,6656 24 Hours

DEPARTMENT

CARD HOLDER
JOCRRINRNFN1895

| Company Statement |

Previcus Balance . $1,007.99

For Liost or Stolen Card:
1888 4485073 24 Hours

Late Paymert FEB .o smcsas mrcssseissanas ... 3000
Cash Fees 000
Cher Fees 000
FINEnce CRENgE .ocwsseresssisosmsmemss messssasissnss - 3000
[T - 12 ) o — $6399

(
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SECTION 3: COMPLETING PAYMENT REQUEST IN MMARS

Payments to Bank of
America should be entered
into MMARS by the 15" of
each Month.

Be sure that you are using
the Company Statement
when completing the
Payment Request
Document:

1. For the payment
amount, use the
“Total Payment Due”
on the Bank of
America statement.

2. Use Vendor Code
VC0000138161 - FIA
CARD SERVICES N
A (Bank of America).

3. The Scheduled
Payment Date should
be 6 days before the
Payment Due date.

4. Mark payment as
Single Payment.

Let payment default to EFT
and do not pull.

BANK OF AMERICA %7

DEPARTMENT
e CARD HOLDER
SRR R R RR1895

Purchasing Card
Account Information

Septermber 28, 2024 - October 27, 2024

Company Statement
Account Summary

Payme « Information

%Ei%lrujriﬁqm I DEE o cesmememrssemsememsensemssenanes 102724 | | Previous Balanoe .ecssemoemssmce s 100756
PO BOX:C‘W‘“CF' ! R) Payment DueDate ... 111928 | | PAYIMENS —ovorecoeeeeeseeemoeessrmesseseses -51,007.99
Dalls, TX 750860441 Daysin Blling Cycle 0| | credis 534474
_ _ Crecit Limit 00,000 | |Cash 20,00
TTY Hearing impaired:
Cial "711" Cash Limit 0| | Puchases BT
Outside the ULS.- o Total PAYMENt DUE e e 1 s $63.99 Olf‘erDel'.‘l‘l:S 000
1.508.353,6655 24 Hours Cnedimit Fee 000
Late = = — 20,00
For Lost o Stolen Card: Faymert
1.588.440.2273 24 Hours Cash Fees 000

Disbursement Options | Discount Terms

General Information

9 Vendor Customer: vwCo000138161 i|

Legal Name: Fla CARD SERVICES M.

AliazMAA:

General Information |ENETESNE NSO BLEE Discount Terms

Disbursement Category: | 100 A |

[ o=

(3) Schedule Payment Date: | 11/13/2024

Dizburzement Priority: 93 i |

[ =]
Disbursement Type: EFT

Disbursement Format: CTx |

el

Single Payment: (4)
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5. To avoid misapplied
payment, use the
FULL 16-digit Billing
Account Number (no
space) plus MONTH
& YEAR in the
Vendor Invoice Field.

6. Use the Statement
Date as the Vendor
Invoice Date.

Important: Do not put any
credit card numbers in the
Check Description, Vendor
Invoice Number or other
description fields in payment
request document.

7. Use the Billing period
for your Service From
Date and Service To
Date.

Budget FY:

Fiscal Year:

Period:

Bank:

@ Vendor Invoice Number

Vendor Invoice Line:
@Vendor Invoice Date:

Tracking Date:

0000 4|

T M56T89123456T0CT2 =

| 12345678912345670CT2024

1

10272024 | [

=

counting | Detail Accounting RN -RIE R0 Additional Amounts

Service From Date: | 09/28/2024 |

(7]

Service To Date: | 10/27/2024 |
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SECTION 4: ADDITIONAL REMINDERS
1. To report fraud or a lost or stolen card, contact the Bank of America (866-500-8262). CFO is
required to inform the Office of the Comptroller as soon as possible.
2. Out of Country Travel: Please contact the Office of the Comptroller when a cardholder is
planning to travel out of the country and intends to use P-card. We will arrange to remove the

out of country use restriction until the employee returns to the United States.

3. For questions and concerns regarding P-cards send an email to osc-p _card@mass.gov

4. The following link will connect you to the Procurement Card Policy:

Procurement Card Policy
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OFFICE OF THE COMPTROLLER

One Ashburton Place, 9th Floor 617-727-5000
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