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1. Santander Virtual Card

Avirtual card is a 16-digit credit card number created for one purpose —to pay a supplier
for a transaction with a pre-defined amount. No physical cards are involved. The virtual card
number processes like a normal credit card payment.

The purpose of this guide is to provide instructions for uploading batch virtual card payment

files to In Control. Mastercard has a comprehensive user guide Mastercard In Control for
Commercial Payments —Batch Requests Technical Reference Guide, which should be consulted for
complex tasks not covered in this guide. This is available from the reference panelon the

In Control home screen and from Client Service at:

Client Service
clientservice@santander.us
844-726-0095

If you have questions on creating a batch upload file or on the use of In Control, contact
Client Service at:

Client Service
clientservice@santander.us
844-726-0095

2. Batch Upload Overview

The Batch Upload allows users to submit one or multiple purchase requests by uploading a file

rather than creating a purchase request in In Control. This file can be created through your

Enterprise Resource Planning (ERP) program, e-procurement, accounts payable, or manual data entry.
The approach is best suited for high-volume accounts payable operations.

Two file formats are available:
1. Comma-separated values (CSV), the most common format and the example covered
in this guide.
2. Extensible Markup Language (XML).
The request file you send triggers a response file in the same format. This response file has
the virtual account numbers added to it. The response file can be accessed from the

Inbox Files in In Control. The response file will also have any error messages if there is an issue
with uploading the file.
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Batch purchase requests are approved automatically using an Auto Approve Purchase Group.
The Auto Approve Purchase Group is configured with the purchase templates needed to submit
purchase requests through the batch upload process. Once the appropriate Purchase Template

is included within the "Auto Approve Purchase Group,” it must be set to “Active.”

The Purchase Request Status within the In Control portal will automatically be set to "Approved”
after processing a file upload.

3. Creating the Batch Upload File

Your implementation manager will provide you with a CSV template you can use for uploading
purchase requests. Row 1 and 2 will be prefilled by your implementation manager. Do not
edit these cells.

& B £ D E ¥ G H |
S S
T AETien Type Recordid suerd b BarkNurmber Uierlame Regquinid sinfuichaseamount MaxPurchaiesmount
2 Head-Globiny InveiceNumber Tolaldmount CurrencyCode InvoiceDate  POMwmber
T W L - fi o J ﬁ . S

| |PurchamCurancy PurchaseType VCandibas Sueplirtarra SusaliseEmall Wultivsa WaldFrom validTo Validfos COF_vendor D
i

¥ u ¥ W X
| CDF_Account Number COF_Inveice Number COF_invoice Date COF_invoice Amount COF_Purchase Order Number

3.1. Virtual Card for One Invoice

Enter the virtual card details in rows 3 and below. It should always start with CreateApprovedPurchase
in column A.

The fields in yellow will be the same for all virtual card payments.

Your username (in blue) will be provided to by your implementation manager and should be
the same for each of your payments.

A B C D E | F [
1 |ActionType Recordid Issuerld lcaMumber BankMumber UserMame i
2 |Head-Globlnv InvoiceMumber TotalAmount CurrencyCode InvoiceDate PONumber
3] CreateApprovedPurchase 1 90 15930 1297|-:xxnmmm PL |

Enter a number for each purchase request in column B. Itis best to use a sequence, e.g., 1, 2, 3, etc.

You will complete the fields in columns G to X for your particular transaction.
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3.2. Virtual Card for Multiple Invoices

To pay multiple invoices with one virtual card, first enter the virtual card payment, as you search
for a single invoice —see row 3 in the example below. In the rows below, provide the details

of the separate invoices to be paid with the one virtual card — see rows 4 -9. You can pay as many
invoices as you require with one virtual card payment.

An invoice should always start with Line-Globlnv in column A.

Fields in yellow are standard for all payments. Field in blue will be provided to you by
your implementation manager and should be the same for all your payments.

The sum of the TotalAmount for each invoice should be between the min and max amounts
specified in columns H and I.

Do not edit the date format in column E.

1 ActienTyps Recordid Hausrid I L BankNumk Lk Apgquaritid MinPurchisdrssun MasPorthaedmsunl
2| eaad-Gletane irveasehumbar Totalamoun! CurmencyCode bncicelut Plbiumber

3 CreatedppaovedPurchise 4 o 15050 ¥l 413 54 4353
4 Uine-Globéers 1 50 B0 0210815 ES515

3 Line-Globler o 1000 Bl F021-0L-15 B4

6 Une-Globies ;a3 25888 22 WR1-01-15 [ENIS

T Line-Giokéerr 104 Fil. ] B 010117 EES

B Ling-Giobiens 13 450 B0 W021-01-20 ES18%

B Line-Glokar 1] 2385 Ball 0310520 B

A

You can continue to build the batch upload file with a combination of single invoice virtual cards
and multiple invoice virtual cards, as shown in the example below.

L B [ ] E F o H I i
T | etientygs Raerdiad Higarkd Eatiaibar BatkeNursbser iadhams Regueitid MinPurchsaimsunt MisPuridishmaos! Purfamomency
I | meat-Ghobdn Imaicefonber TotdAmoo™ CumencyCoos aceoelabe  POMUTDEr
3 Createhpgeradiwchag B - Ehioo 1IRT 0000w AT, ] Lo Lag A
o Createigprovedbechus 3 " 14400 1397 DOOExANEL, 3 30 20 s
> | Eresteappeovedifuechase 3 = 1348 Ly UGN 3 ] oo [
& Crestedpoemyved P chas 4 g 1550 1257 DODMNOERMFL 4 100 L] B
-l 10 P B YYD P81
B -Gy 163 1000 B FYTY-AB-DD T015
3 | Line-Globdow 103 e B B0 VYT AN DD ESE31S
0 Ling-Glokdow 14 21.EY B WYY DD ESALE
1 ine-Gicksen s e B YTEARLDO [
ERTLT T 10w a0 B VT AAM-D0 ER00%
13 Createdgpe ovod Purchacs a4 o 1550 1357 SODOENECVIAT 3 100 L] B
FITRR——— a = 1890e 1397 AUV i 150 10000 |
Lirti-Gikien bt ] B3 r-A-D0 e
B | Line-Glokdon ey L] B Y- DO 51T
T | ina-Glokdor e L B YT R DD A
18 |une-cikoemy o o B YTY-AR-D0 B304 C————1
PRTL T o5 [+ B0 YYTr-AA-D0 52115
| Uing-Giobny . ¥ B3 YT DD 50008
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4. Finalizing the File

After completing the template with all the payment information, name and save the file:
1. Click “Save As."
2. Change Save As Type to CSV (Comma delimited).
3. Then close the file.
4

Message comes up saying: “Some Features in your workbook might be lost if you
save it as CSV (Comma Delimited); Do you want to keep using that format? Click “Yes."

5. When the file closes, find the file and right click and select “Open with."
6. Use “Notepad” to open the file.
7. In places where you see commas that look like this “,,,,,.,,..im0m €nsure they are deleted.

They are usually next to all the Line-Globlnv sections and the PONumber.

8. Ifthere are a lot of records, then you can use the Find and Replace Excel function to replace
all commas with blanks.

9. Once all of the commas are deleted, go to File and select “Save As"” to save as a comma
delimited file (CSV).

10.  When saving the file, add “.csv" to the end of the file name.
11.  Close the file.

5. Uploading a Batch File

1. Click Payment Control > Purchase Requests > Create Batch Request.
2. The Purchase Requests Batch Upload page opens.

W ¢ Batch Upload

PURCHASE REQUESTS BATCH UPLOAD

Comgpany: MouseFad PC

R The “
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3. Click Browse.

4. Select the file from your computer or network.

(& Chogse File to Upload ===
-1 Batch Upload | — — o0 e - e
8,2 [ I=X ~Ton] sech oo »

Ceganize = T Polded = - i 8

BATCH UPLOAD

: P Compnter
Kolbar Event Mansgement A Forioes .h sem Folider

B Desktop

B Downloeds b o " r-‘
. Recert Places anm Folder 1

LAST UPLOAD DETAILS

Last uploaded at Mot Appdi

Last uploaded dale: mst Appil &gdd Local Printer

T

o4 Libranes | e
Last uploaded by: et ¥ Decuments m e
ﬁ = Fu
= Poctues H et -‘
H Videos i LET ME
Select File tﬂ '-'.'MT A‘?,{‘ﬂw i
& Computer Zesar
§= OSDisk () £

Upload . Geogle Chrome
i Metwork 5 way

A, | e Ml T

File name  Crastesgpreveaml w A Files 77 -

5. Click Open.
6. Click Upload.

PURCHASE REQUESTS BATCH UPLOAD

Company: MousePad PC

LAST UPLOAD DETAILS

Last uploaded at: MousePad PC
Last uploaded date: 13-02-2017
Last uploaded by: Divya Kumar
UPLOAD
Select File C:\Users\e065466\Documents\CTC\Projects\Smart Data\Copy of QandA_JP

Upload

7. Check forany errors. For example, files larger than four megabytes or invalid file types.
Fix any errors before continuing.
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8.  Click Confirm Upload.

BATCH UPLOAD

Haolber Event Management

LAST UPLOAD DETAILS

Last uploaded at: Mot Applicabls
Last uploaded date: Mot Applicabls

Last uploadad by:  sot Applicable

UPLOAD

Select File Browse

CONFIRM UPLOAD

9. You receive a confirmation message.

For security reasons, you must confirm within five minutes.

6. View Transactions Submitted

Santander Commercial Card: Virtual Card for Account Payables File Upload Guide

1. Click Payment Control > Purchase Requests > View Requests.
2. Click on the view icon E next to the request ID of file you want to view.

WIEW FURCHATE REGUESTS

bt bt St B i 2 =]

s, e a . o]

SEARCH EFGULTS

(+Bol-l=Q0o i a
B S S S —r
5 | JERTE 1 " [y a is
nog e e
ooy e el owwa W WM sl
oo = - e
oon - - = i B R R T e
O === movms sl e - - i
oo o = g s i
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3. Scroll to the bottom of the page and click on Show Invoice Addenda to view
all the invoices paid from the chosen request ID.

vk

/. Opening a Loaded Batch File

@ smort Deta
- — ———- ]

T Wna

You can also view purchase requests by opening batch files that you successfully uploaded using
In Control. Files are available for view for 30 days, after which they are automatically deleted.

1. Click Reports > Inbox Files.

2. The Payment Control - Inbox Files page opens.

PAYMENT CONTRON - INBOX FILES
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3. Click the file description. It will be the same name as the file you uploaded,
but with the words Response File.

4. Select whether to Open or Save. Mastercard recommends saving.

[ e weari b e e v pomse H_ Rederence Material Projects Payment Control 31731 - Purchase Comtrol 20 sl from stripeLstage LidgEmastercard com?

Cipen S T Carcel
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