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1.	 Card Travel Solutions

There are two solutions that can be adopted for card travel programs:
•	 Virtual Card for Travel
•	 Central Travel Account

This guide covers both solutions, explaining how they work, the advantages of each  
and how to create reports for each program.

2.	 Virtual Card for Travel Account

Our Virtual Card for Travel solution provides a secure and efficient way to make travel payments  
through your Travel Management Company (TMC) without the need for plastic cards. A unique  
16-digit card number is generated for each transaction which is then processed like any  
card-not-present transaction, and is welcomed by almost all card-accepting travel suppliers. 

Crucially, granular information is sent with the virtual card number which integrates into  
existing systems so your company’s employee data, cost center, project code, etc. is captured  
and fed directly to your expense management system.

Not only is Virtual Card for Travel simple, efficient, and secure but you also are able to earn  
rebate revenue on your travel bookings, directly impacting your bottom line.

2.1	 How it works
Your employee makes a booking for a flight, hotel, car rental, etc. through your Travel Management 
Company’s online portal or Customer Service Agent. 

The Travel Management Company (TMC) requests a virtual card from Mastercard in real-time.  
A virtual card is issued specifically for the travel requested (e.g. Marriot in Boston, up to $350,  
for the night of August 25th) and used to make the travel booking. The travel booking using  
virtual card can be enriched to include several custom data fields that are important for expense 
reconciliation such as employee ID, cost center, project code, department code, travel reason etc.

Once the virtual card transaction is approved, the TMC will send confirmation back to the employee  
via the TMC portal, email, and mobile phone app.

In the case of airlines, rail companies and the like, the supplier receives the booking, processes  
the virtual card transaction and issues a ticket for the employee in real-time.
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In the case of a hotel or car rental, the supplier will be sent the virtual card number along with  
the booking details. The supplier will have the virtual card details when the customer checks in  
and will use the virtual card number for payment. A copy of the virtual card is also available to  
the employee on a phone app which they can use with the supplier if the check-in officer does not  
have the virtual card to hand at check-in.

Once the supplier uses the virtual card for payment, Mastercard sends all the payment, and  
additional custom fields, to your company’s expense management system.

See diagram below.
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2.2	 Benefits
Simple reconciliation: Costs, cost centers and other data are captured accurately when  
a virtual card is requested, making reconciliation simple. Back office staff are freed up from  
manual tasks to focus on value-add areas that help the business.

Eliminates paper: Replaces manual, paper-based payments with a faster, more efficient  
and traceable electronic payables solution.

Working capital benefits: Companies receive working capital benefits since they have  
up to fifty-days to pay for travel bookings.

Earn rebates: Every transaction counts towards meeting your companies’ rebate targets,  
making travel booking an income earning department.

Customize transaction controls: Companies can customize and preset authorization parameters  
as needed for each transaction.

Safeguard against fraud: Virtual card numbers minimize exposure to fraud. 

Insights into spending patterns: The enriched data and custom data fields enables companies  
to create reports on traveler behaviors and gain insights into spend trends.

Data to negotiate better rates with suppliers: Companies can use the detailed data available  
to negotiate better rates with suppliers and drive down costs.

Compliance with company travel policy: Ensures employee compliance with the company’s  
travel policy. 

Book travel for non-corporate card holders: Gives companies the ability to book travel  
for non-corporate card holders, without the need for them to use personal credit cards. 

Consistent solution across the globe: A consistent travel solution available for global  
travel bookings.
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2.3 Reports
The best way to review your Virtual Travel Account transactions is via the SNAP application, 
https://snap.conferma.com/

SNAP gives you an overview of your program

Including current and future trips.
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You can also search for transactions and deployments (issued virtual cards which may or may not 
have been used).
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You can also run standard and customized reports. Standard invoice reports and standard 
deployment reports, will have your custom data fi elds in the last columns. These can all be 
downloaded to Excel.

SNAP have a tutorial which takes you through the full SNAP functionality:
https://help.conferma.com/hc/en-us/articles/360017754533-What-Training-Is-Available-For-SNAP

There is also a comprehensive FAQ site at:
https://help.conferma.com/hc/en-us/categories/201033185-Conferma-Pay-Snap

3. Central Travel Account

3.1 How it works
The Central Travel Account can be used standalone, but usually supplements a Virtual Card 
Travel program. If you have a Virtual Card Travel Account, you may want to also set up 
a Central Travel Account for: 

• Back up if your Travel Management Company is not able to create virtual cards.
• Instances where suppliers do not take virtual cards, e.g. some low cost airlines.

Santander will provide you with a “ghost card number,” i.e. a card number with no associated plastic 
card. You will share this with your Travel Management Company who will use this for payments.

In order to get the same information and reconciliation benefi ts as with virtual card payments, 
you can share custom data fi elds (cost center, travel reason code, etc) with your Travel Management 
Company who will pass this information on the Mastercard.
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When the supplier (airline, car rental company, etc.) processes the transaction, the payment  
will reach Mastercard who will match the payment information with the custom data fields  
you have supplied. This way you have the same reconciliation benefits as with virtual cards.  
The only point to note is that it can take up to 30 days for the information to be matched and  
appear in your statements, SmartData, and expense management system. 

See diagram below.
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3.2	 Benefits
The Central Travel Account option has all the benefits of virtual card travel account, however,  
there is a delay in custom data fields being available for reconciliation and analysis.

3.3	 Reports
Reports on Central Travel Account transactions can be created in SmartData InControl.  
The most common report you will need is a payment control report, completed as follows:

Step Action / Information

1 Click on Reports and select Run.

2 Click on Report Name.

3 Click on My Exports and select the Virtual Card for Travel Report.
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4 Select Criteria and select Date Type; the most commonly used is Posting.

5 Click on Frequency to choose if you want the report to run once, daily, weekly, and so on.  
Select the date range.

6 Choose who you want an email notification to go to; add that person’s email address.

7 Click Submit.
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All reports include primary details such as Date, User ID, User Name, Company Name,  
Action, Account No., Purchase Request ID (VCN Request ID), Template Name, and Description.  
CVCs do not show in the download reports for information security requirements. 

Note: Microsoft Excel processes decimal places differently from InControl. Mastercard  
recommends opening any CSV files in Microsoft Notepad, or a similar application.  
To open a file in Microsoft Excel, use the Import Wizard to import the data as text and  
maintain the correct format.
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