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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. In the next screen, enter 

your 16-digit account 
number. 
 

4. Click Continue 
 
 

  

 

 

 

 

  
 
 

 
 

 

 

 
 

 

 

 

 

 

 

mailto:osc-p_card@mass.gov
https://spacardportal.works.com/
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

  
 





 

 

 

 

 
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Steps 9 – 11 will be setting up your 
login information: 
 

9. User ID - must be a 
minimum of 7 characters 
and a maximum of 50 
characters. 
 

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

11. Select and choose answers 
to three security questions 
to be used to verify your 
identity. 
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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 
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SECTION 2:   DOWNLOAD MONTHLY STATEMENT 
 

Step 1 
 

1. Go to Global Card 
Access login page:  

 
https://spacardportal.works.co
m  
 

2. Sign-in with User ID and 
Password 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. In Dashboard, Click 
Statements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

https://spacardportal.works.com/
https://spacardportal.works.com/
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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. 
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SECTION 3:   COMPLETING PAYMENT REQUEST IN MMARS 
 

 
 

Payments to Bank of 
America should be entered 
into MMARS by the 15th 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 
VC6000251168 – 
BANK OF AMERICA 
NA Address code 
AD003. 
  

 
 
 
 

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. 

 

 

 

 
 

 
 

 

  











 

 



 

 



 

 



 

 



 

 



 

 



 

OFFICE OF THE COMPTROLLER     GLOBAL CARD ACCESS AND P-CARD PAYMENT GUIDE  8 

 

 
 

 
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.  

 

 

 

 

 

 

 

 

 

 

  

 



 

 



 

 



 

 

 
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SECTION 4:   VIEW AND CHANGE PIN 
 
VIEW PIN 
 

1. Log into GCA 
2. Under Quick Actions 

Menu select View 
your PIN 

3. Enter the card’s three-
digit CVV (from the 
back of the Card and 
click Continue 

4. After clicking Show my 
PIN, the digits of the 
PIN are displayed one 
at a time..have a pen 
ready 

 
 
CHANGE PIN 
 

1. Log into GCA 
2. Under Quick Actions 

Menu select Change 
your PIN to customize 
the card’s PIN 

3. Enter the card’s three-
digit CVV code (from 
the back of the card) 

4. Enter the Current PIN 
5. Create a new PIN and 

Click Submit 
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SECTION 5: MANAGE USER ACCOUNT 
 
LOCK CARD 
 

1. Log into GCA 
2. Under Quick Actions 

Menu select Lock 
Card  

3. A pop-up box should 
appear select the 
blue Lock Card 
button to confirm 

 
 
 
 
 
 
 
 
 
 
SETUP CARDHOLDER ALERTS 
 

1. Log into GCA 
2. Under the Quick 

Actions Menu select 
Manage Alerts 
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3. You’ll be redirected 
to the Alerts 
dashboard 

4. Select the Edit 
button next to Send 
Alerts To field 

5. A pop-up box will 
appear where you 
can edit the email 
address or phone 
number that’ll 
receive the alerts 

 
 
 
 
 
 
 
6. Under the Alert 

Dashboard select 
the Account Activity 
tab to select the 
kind of alerts you’d 
like to receive. 
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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 
 
 

 

 

 

 

 

mailto:osc-p_card@mass.gov
https://public.powerdms.com/MAComptroller/documents/1779658
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