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1. Introduction

This guide provides information to support your role as a Santander Commercial Card Program Administrator responsible for managing virtual

card reporting.

This guide explains best practices for using Payment Controls within Smart Data to generate and manage virtual card reports.

Separate Guides are available for our Account Management, Expense Management, Virtual Card, and Travel programs. Please access these

from our Commercial Card Resource Center www.santanderbank.com/commercial-card or by contacting Client Service:

Santander Client Service is open for Program Administrators:

Monday - Friday 7:30 AM - 5:00 PM ET for calls,
Monday - Friday 7:30 AM - 6:00 PM ET for emails.

For service after hours: 877-598-7799

Email: clientservice@santander.us



http://www.santanderbank.com/commercial-card

2. Reports Overview

Smart Data offers a range of reporting options to monitor and manage virtual card activity. These include:

Report Activity By ‘ Description

Activity Report Authorizations All transactions, both approved and declined

Activity Report Purchase Requests | All cards issued and whether internally approved

Virtual Account Reports | Virtual Activity Summary of activity on each virtual card issued

Virtual Account Reports | Virtual Status Activity and status on each virtual card issued

Activity Report Clearings List of transactions that have cleared during the defined date range
Audit Report List of actions taken by each user in the system

Management Reports Batch Status Status of each batch upload, including reasons for upload failures
Management Reports Expiring Accounts | List of virtual cards which have expired or are close to expiration

To access reports, navigate to Reports and then select Payment Control.
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3. Activity Reports - Authorizations

This report displays all authorization attempts, both approved and declined, associated with virtual cards you have issued. First choose Activity
Report and Authorizations, as shown below.

N Payment Control Reports

* Indicates required field

SEARCH CRITERIA

Select Report: Activity Report hd

Activity By: Authorizations A4

If you know the Purchase Request ID for the transaction you are searching for, this will narrow down the authorizations to just those for that
virtual card, if not filter by Real Card Alias (the real card number).

ol Payment Control Reports

* Indicates required field

SEARCH CRITERIA

Select Report: Activity Report v
Activity By: Authorizations v

Search By: Real Card Alias v



Further refine your search using the date range. This reporting tool only searches for the last 31 days. If you need to search over a longer
period, you will need to use the general Smart Data Reporting module.

SEARCH RESULTS

E Page 1of1  Page

Detail Purchase Request ID VCN Status In Control Transaction Date Transaction Date Transaction Type Transaction Sub Type Billing Amount Merchant Amount Merchant Name Real Card Alias Virtual Card Numbei

Not Applicable Approved 06/21/2024 17:39:57 06/21 17:39:57 Authorization Regular 5.00 USD 5.00 USD WINGSTOP 104  NATASHA XK -XKAH-RHKKX-
HURST USA SPECIALTY 0686
STORE VPR
150934530 Approved 06/21/2024 17:39:57 06/21 17:39:57 Authorization Regular 5.00 UsSD 5.00 USD WINGSTOP 104 MNATASHA OO0
HURST USA SPECIALTY 9803
STORE VPR
179676347 Declined 06/10/2024 17:52:34 06/10 17:52:34 Authorization AVS-only 0.00 USD 0.00 USD GOOGLE MNATASHA OO0 OO
*WALLET TEMP SPECIALTY 6207
g.co/helppay# STORE VPR
UsAa

For more detail on each transaction, click on the graph icon next to the transaction record.

Results are displayed on the screen and can be downloaded by clicking on the red disk icon. The file will be available to download from the
Inbox Files (see Section 9).



4. Virtual Account Reports

There are two types of Virtual Account Reports:
e Virtual Activity
e Virtual Status.

The Virtual Status Report gives more details than the Virtual Activity Report.

Input the date range under your real card alias, for the time frame you are interested in. Once submitted, a downloadable report will be
generated and available in your Inbox Files (see Section 9).

Your download request for the Virtual Account Activity Report is currently being processed. The file requested will arrive in your File Inbox shortly.

* Indicates required field

SEARCH CRITERIA

Select Report: Virtual Account Report ~
Activity By: Virtual Activity ~ Options: All v
Search By: Real Card Alias v

Select Issuer: Select Company:

Select Alias:
#
Date Range: 06/01/2024

To: 06/30/2024
From:

MM/DD/YYYY MM/DD/YYYY
Time Zone: (GMT+0:00) GMT ~

*
Select Date Type: Purchase request creation date  ~




5. Activity Report — Clearings

This report lists transactions that have cleared within the specified date range.

SEARCH CRITERIA

Selact Report: Activity Report w
Activity By: Clearings 4 Options: All [
Search By: Real Card Alias L
Select Issuar: Select Company: Select Alias: MNATASHA SPECIALTY STOF w
Requestor: User 1D L walue:
Supplisr all hd Ernazil
ks e

Date Range: 05/01/2024 - 05/16/2024
From: MM/DD/YYYY MM/ DDy

. B . £
Time Range From: 00 % ° 00w To: 23 W 55w
Time Zone: (GMTH+0:00) GMT w

SEARCH RESULTS

E E Page 1 of 1 Page Go

Detail Purchase Request ID Transaction Date Transaction Type Billing Amount Merchant Amount Merchant Name Real Card Alias Virtual Card Number
m 1505830762 05/02/2024 First 2.00 USD 2.00 USD Dicks Sporting Goods NATASHA SPECIALTY  MMMM-MMHMK-XHH-5125
Prezentment STORE WPR

More information on the transaction can be seen by clicking on the graph icon next to the transaction.

Results are displayed on the screen and can be downloaded by clicking on the red disk icon. The file will be available to download from the
Inbox Files (see Section 9).



6. Management report — Batch Status

If you upload purchase requests in batch, you can see the status of the batch upload either in the Inbox Files, under Reports, or by using the
Batch Status option under Management Reports.

SEARCH CRITERIA

Select Report: Management Reports b
Activity By: Batch Status -
* *
Select Issuar: Select Company:
Batch Status: All w
—— cessi * =
:::;Iiange Batch Processing 08/13/2024 . nef1a/2024
From: MM/DDYYYY MM/DD/YYYY
Time Zone: (GMT+0:00) GMT w

SEARCH RESULTS

E E Page1of 1 Page E

Detail File Name File ID Date & Time Processed Status Processing Time Output File Name Total Records Records Completed Error Count

26883856 08/14/2024 Failed 00:00:02 13 o 13
36883902 08/14/2024 Fail=d 00:00:01 14 a 14
268835854 08/14/2024 Fzilzd 00:00:01 14 o 14
26850004 08/14/2024 Fzilzd 00:00:04 13 o 13
36885528 08/14/2024 Failed 00:00:03 13 a 13
26883752 08/13/2024 Fzilzd 00:00:02 13 o 13
36885954 08/14/2024 Failed 00:00:03 13 a 13

cards team 36890312 08/14/2024 Completad 00:00:40 cards team virtual card 13 13 o

wirtual card app app upload file

upload file 080824V15 0814 .cov-

08082415 26890312-36850214

Click on the graph next to the batch item to get more details on why the batch failed.
Results are displayed on the screen and can be downloaded by clicking on the red disk icon. The file will be available to download from the
Inbox Files (see Section 9).



7. Management report — Expiring Accounts

This report lists virtual cards that have already expired or are approaching their expiration date.

SEARCH CRITERIA

Select Repaort:
Activity By:

Select Issuer:
Account Type:

Expiration Date:
From:

Time Zone:

SEARCH RESULTS

Management Reports

Expiring Accounts '

05/01/2024

MM/DDIYYYY

(GMT+0:007 GMT

Select Company:

08/14/2024
MM/DDYYYY

=11

Real Card Alias

MATASHA SPECIALTY STORE VPR
MATASHA SPECIALTY STORE VPR
MATASHA SPECIALTY STORE VPR

Real Card Number

PO AW -0686
PO YN -0 686
PO AW -0686

Virtual Card Number

HOO-OO- XX N N-6682
RO XX N N-B547
RO NN -8961

VCMN Expiration Date
05/26
0ef24
05/26

Page 3 of 3 Page Go

Validity Control End Date

05/21/2024T232:59:59.9934+00:00
0&6/16/2024T032:59:59.993+00:00
05/21/2024T232:59:59.9934+00:00

Results are displayed on the screen and can be downloaded by clicking on the red disk icon. The file will be available to download from the

Inbox Files (see Section 9).



8. Audit Report

The Audit Report lists actions taken by different users in the application.

SEARCH CRITERIA

Select Report: Audit Report w
Search By: Real Card Alias w
#®: W £
Select Issuer: Select Company: Select Alias: MNATASHA SPECIALTY STOR w
Ed ES
Date Range: 05/01/2024 To: 08/14/2024
From: MM/DD/YYYY MM/DD/YYYY
Time Zone: (GMT+0:00) GMT w

SEARCH RESULTS

E Page 1 of 32 Page E

Date User ID User Name Company Name Action Account No Purchase Request Id Template Name Description
08/14/2024 Role_P8rx1pd770l Dee Gonzalez MATASHAS TESTING  getPurchaseReguestDetail - 165089416 MATASHA
19:16:13:00 BW37 WORLD 5C GIFT STORE
GMT VTR
(MOBILE
VCN)
08/14/2024 Role_P8rxlpd77ocl Dee Gonzalez MNATASHAS TESTING  getVCNDetails - 165089410 MNATASHA
19:16:12:00 BW37 WORLD SC GIFT STORE
GMT VTR
(MOBILE
VCN)

Results are displayed on the screen and can be downloaded by clicking on the red disk icon. The file will be available to download from Inbox
Files (see Section 9).



9. Inbox Files

To view reports available in your Inbox Files, go to Reports and then click on Inbox Files.

Financial Payment Control Reports

Dashbeard

Run

Payment Control
Schedule Summary
Insights

Inbox Files

Files may take a few moments to appear in the Inbox, especially if the report is large. Click the Refresh button periodically until the file
appears. By clicking on the report Description, you can download the Excel file.

N Payment Control - Inbox Files

Displaying page 4 of 4 search results.

Company: NATASHAS TESTING WORLD SC

+ 75 STATE ST « BOSTON, MA 02109
n E Page 4 of 4 Page Go

File Format

[} Date Type Description

O 2024-08-14  Virtual Account Activity Report Download Virtual Account Activity NATASHAS TESTING WORLD SC Comma Separated
M 2024-08-14  Virtual Account Status Report Download Virtual Status Activity NATASHAS TESTING WORLD SC Comma Separated
O 2024-08-14 Audit Export Processing Download Request Payment Control Audit Activity NATASHAS TESTING WORLD SC Comma Separated



After downloading, open the Excel file from your Downloads folder to view the transaction data.

H | J K L M N 0 P Q R
1 Billing Currency Code Billing Currency Code Description  Merchant Amount Merchant Currency Code Merchant Currency Code Description  Transaction Exchange Rate In Control Transaction Date  Transaction Date Transaction Type Transaction SubType Transaction Environment
2 \USD 1.5, DOLLAR 11940.7 USD U.5. DOLLAR 7/11/2024 14:00 11-Jul Authorization  Regular ECOM
3 UsD 1.5, DOLLAR 9733.13 USD U.5. DOLLAR 7/11/2024 13:56 11-Jul Authorization  Regular ECOM
4 |USD 1.5, DOLLAR 1789.84 USD U.5. DOLLAR 7/9/2024 20:03 9-Jul Authorization  Regular MOTO
5 USD 1.5, DOLLAR 27030.5 USD U.5. DOLLAR 7/3/2024 16:53 9-Jul Authorization  Regular MaTo
6 USD U.S. DOLLAR 7824.99 USD U.5. DOLLAR 7f3(204 14:27 3-Jul Authorization  Regular ECOM
7 UsSD 1.5, DOLLAR 2638.5 USD U.5. DOLLAR 7/3(2024 14:24 3-Jul Authorization  Regular ECOM
& UsSD 1.5, DOLLAR 2095 USD U.5. DOLLAR 7/3(2004 13:22 3-Jul Authorization  Regular MOTO
9 USD 1.5, DOLLAR 3060.5 USD U.5. DOLLAR 7/3/2024 12:46 3-Jul Authorization  Regular MOTO
10 /USD 1.5, DOLLAR 2904 USD U.5. DOLLAR 7/1/2024 14224 1-Jul Authorization  Regular MaTo

11/UsD U.S. DOLLAR 2904 USD 1.5, DOLLAR 7f1/2024 142 1-Jul Authorization  Regular mata



