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How can we help?

* How dol add the Cards Module to my District Agreement?
* HowdoladdaCard Administrator?
* How toamend an existing user to include Card Administration rights?

e Customer Support
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How do | add the Cards Module to my District Agreement?

Just ask your Account Manager. They'll get it added for you - for free!
You can use the module for both Mastercard corporate and debit cards.

Once the Cards module has been added to your District Agreement you can appoint
a Card Administrator using Agreement Administration. Please refer to the steps
on the following pages.
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How do | add a Card Administrator?

Once the Cards Module is added to your agreement, you can appoint one or more Card Administrators.
You can give each administrator different levels of approval, see below for details:

Approval Level What the Administrator can do

Enquire only Only able to view:
* Thelist of cards
* The details of each card
e The list of transactions for each card
e The list of card agreements
* The details of each card agreement
* The card account and invoicing statuses

Create Create requests to:
e Blockacard
* Reorderacard
e Order anew PIN
* ReorderaPIN
e Update a card limit

Approve * \/erify any of the requests above
* Update card limits

Approve can either be given to someone on their own or two people jointly

The following screens will depend on whether you're appointing someone for the first time or giving
permission to an existing user. Please note that the screens may vary from agreement to agreement.



How to amend an existing user to include Card Administration rights -

List of users

sl District

Dashboard
Accounts
© Payments

FAVDLURITES

List of payment limits - account

Administration

Click the arrow to the left of the user you want to amend. Select Edit user.

List of users

''''''

Stakus

Bank




Bank

How to amend an existing user to include Card Administration rights -
Basic data

sl District

Edit user -ANSS00 Name One

Basic data Customer Number

FAVIHIRETE S A Iarst Mame and Sufname

List of PrryTTHEN MRS - BCCDUN ABC Com .'.l':' ta

On this screen you can edit the user’s basic data - for example, their mobile number.
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How to amend an existing user to include Card Administration rights -
Allocation of modules

sl District 2 D0

[rashboard

ACcounts Edit user -4N3300 Name One

Allocation of modules

Payments Madule Infarmation
y Please select the modules you
ah 1o grant the uier Scoed

iS1F RO

adr
Files [Cards

"Tash Hanagemsnt UK - File Transfers | Add»

Cash Flew Forecast Téd

Customaer & Supplier [nvoices Ak alis Securities information and prices
FAVOURITES

5 " Ramove
List of rl.,‘lllrn'll"nt lmits - accownt
=Remove all

List of acoounts
Account statement
List of regular transfers

i Pravious 12]2 45867 Maxt » : Show Staps . Cancal

Administration

Select Cards from the box on the left and click Add.
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How to amend an existing user to include Card Administration rights -
Allocation of modules

sl District 2, g @ &

Dashboard

Accounts _Edit user -ANS900 Mame One Al
P aata Allocation of modules | Naduls Tniermaiion
bty All module Selected modules Flease select the modules you
i Administratior Matifications i el
Files Cash Management UK - File Transfers Cash Management UK - Accownt Lnformatian
Cash Flow Forecast Add Cash HManagement UK - Payments
Customer & Suppler [nvesoes Currency rates and news
Add alls writies information and prices
FAVDURITES Cards
= = rHemowve
Lisd payment limits - account
=Hemove all
List of accounts
Account statement
List of regular transfers
i Pravious iZ]3 4567 Naxt s : Show steps o Cancel

Administration

‘Cards’ now appears under Selected modules.
You can select multiple modules and click Add all, or you can move them back using either Remove or Remove all.
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How to amend an existing user to include Card Administration rights -
Allocation of access to administration

sl District 2, u) [

Dashboard

Accounts

Edit user - 4AN9900 Mame One

Allocation of access to administration

" Payments

Fikes User administration

an block user and order new 16Qon
FAVDURITES + Cain create uders
List of payment Brils - account Agreement administration
an allocate access to administratio

List of accounts
Additional adminkstration

X Can create payment limit - account
Acoount statement

List of regular transkers

i Pravious 1 2[3]a 56 2 Naxt s © Show steps - Cancel
Additional services

Administration

Screenshot for information only, there is nothing to amend in this screen for card administration rights.
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How to amend an existing user to include Card Administration rights -

Allocate access to accounts

sl District

Dashboard

e Edit user - AN9900 Mame One
Payments Allocate access to acCounts |
Customar; |S000o000c - ARC Company -
Files Exclide accounts to which access has already been assigned

Retrieve accounts

FAVOURITES ¢ Jlﬁ, .1 4
List of payment [imits - account
Add:
List of accounts Add all-
Account statement <R
List of reguilar transiers =Ramova all
Lol
MDRE an enguire about the selected accoiants
. an fed &
eArchive [P —
andate fo he or-e W
Additior
Access assigned for ac t
Ademiniatration Account name Account number Enquirkes Create paymants

Screenshot for information only, there is nothing to amend in this screen for card administration rights.

o 200

Mandate for accounts

nder Help 1, there is 2
detailed description of the
mandate types available
Asterick marking
If an account is marked with
an aiteridk phease See Delow

Asterisk marked mandates

Asterisk marked mandaies

This mandate allows approva
payments vis Busine

Ja
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How to amend an existing user to include Card Administration rights -
Allocate access for selected products and services

al District 2 4 o a

Dashboard

LR Edit user -ANG900 Name One
¥ I'-"IIF'I'III"['IT" Allocate access for selected |Jrudu[ ts and services Products and services
nts In
Products and services: Sélec! product of Service o

Files.
Retrigved Customers [ Cards Selected customers

TConhdential irdermation in eArchive

Fuluré dOCownts
FAVOURITES Swmnaries In sArchive k
Add all=
List of payTment Rimils - account
sHemave
List of accounts
=Remave all
Account Statement
Hismber Mummbef
List of ||_'5;_|_|Id| ransiers Allocate access for selected customers
Salect product or servics and retrisve customans in order to allocate sctess for selected customers
MORE
Asshgned sccess to products and services
eArchive Customer Subject Enguire Create Mandate Authorisations
f appears read more under
. . Hedp L
Additional senices ..
4 Previous 1234 |'E |& 7 Haxts - Show steps Cancel

Administration

Select Cards from the dropdown beside Products and services and then click the Retrieve customers
button to the right.
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How to amend an existing user to include Card Administration rights -
Allocate access for selected products and services

sl District 2 0O @ &

4 Dashboard

ACCOUNES Edit user -ANSS00 Name One
il - ments Allocate access for selected products and services
Products and sarvices: Cards v | Retrieve customars
Fies d customers for Cards Selacted Customers o
[ = With access to Cards, the
FAVDURITES - Addd- i iser cam administer cards
' Add all= Read more under Help
i himits - account
Products and services
AREmave In th erviCE:
=Remove all
List of regular transfers

Account statement Allocate access for selected customers
Subject Enguire Creale Handale
Cards
MORE Card Boresments
eArnchive Authorisations
(i) BEpERTE rebd Mmore Lnder
Assigned access o products and services g ]
Help
Additional services Customer Subject Engilre Craata Mandate
Administration -
« Previous 123 a[S]e 7 Mext» | Show steps Cancel

The company customer number and name will appear in the Retrieve customers box.
Just click on the customer name and hit Add. You may have multiple customer numbers which you can add to the user.
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How to amend an existing user to include Card Administration rights -

Allocate access for selected products and services

sl District

Accounts Edit user -4N3500 Name One )
*  Payments Wllocate access for selected products and services |
Preducts and servioes: Cards b R@trid v Cuslemmars
Files Retrbaved customars for Card et CUSTIM AT

FDDM - ABC Cormpany

FAVDURITES

et imits - SCoount
List of a L

List of regular transfers Bliocate access for selected customers

Sulbifect I miuire Create  Mandate
Kone W
MORE e .
ad agreements (] 2 lointy
| Mssign accass Alone

efrchive
M‘hu-nﬂ:l accens to Droﬂu-:'u and services

Additional senices

Administration

The customer will appearin the Selected customers box. Next, go to the ‘Allocate access for selected customers’

Customer Subject Enguire Create Mandate

1 Previows 1234367

Cards

Mext » | Show steps - Cancel

box and assign access for both Cards and the Card agreements under the ‘Mandate’ dropdown.

Click ‘Assign access’.

Bank
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How to amend an existing user to include Card Administration rights -
Allocation of access to payments

ol District

Dashibsoard

Accounts

Edit user AMS900 Narnr;- One

Payments Allocation of access to payments

Domestic Payments
Payments A SCCounts in

Files

Can create payments and approve 2 Jointly

Cross-Border Payments
Can creats paymants and approve 2 jointhy w
FAVDURITES pejn ’ il r payment is

AL paymaent is a

©  Can create paymaents and approve 2 jointly w
List of payment hmits - account .

Cannot create payments -
List of accounts T d
he user can create and enguire about confidential payments
Restrict access 1o oreate payments and creditors
¥ Click here to restrict access to create payments and creditors

Payment limit - User

b Click here to sel up Payment lbmit - user

eArchive

Additional services

« Pravicuws 123 4 '.ll,r Wexi s © Show sieps . cancel
Administration

Screenshot for information only, there is nothing to amend in this screen for card administration rights.
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How to amend an existing user to include Card Administration rights -

Summary screen

sl District

Dashboard
Accounts
Pay

Files

FAVDURITES
List of payment limits - account

List of accounts

List of regular transfers

Account statement

MORE

eArchive

Agditional services

Administration

Edit user -AN9IO0 Name One -

Summary
Basic data

stomer no

s Sy ct

s Address

L] & ph L
mbe

» Email addre

Modules

» & modules

Accounts

s 1 accounts

Products and services

= Cards: 2 customers
Payments

reate and enguire a

Restrict 3Ccess to create payments wsing creditors I

regte creditors:

craate and apgrove creditors along

Check everything'’s correct, you can go back and amend if you need to.
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How to amend an existing user to include Card Administration rights -
Approval screen

List of uzers | Liserchanges to be approved  Activate eSafelD  Help ~

Creale user - Mrs Test Customer

Summary
Basic data

Type: Craate user

Customer no.:
User name: Mama Ona

Modules

o 2 modules

Once you enter your password you will have accepted the terms of the User Authorisation
which is summarised on the underlying screen (you can move this box to view the screen
Accounts in full). Depending on your agreement with the Bank a second signature may be required

to authorise the changes that you have requested before they take effect. Once all
signatures have been obtained a copy of the User Authorisation will be sent to your
eArchive and you should read it carefully. If there is anything in the User Authorisation
that you do not agree with or you want to change you can do this online by editing

the User detalls. A paper copy of the User Authorisation Is available on request.

HMay create
Restrict sog

Enter your passcode to approve.
14
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Customer support

If you have questions about using Administration on District
or any other functionality within District, please contact us on

==
0289031 1377

Opening hours are

Monday to Thursday: 8am - 6pm
Friday: 8am - 5pm

VWe may record or monitor calls to confirm details of our
conversations, and for verification and quality purposes.
Lines are open at the time shown above, except for bank
holidays or other holidays in Northern Ireland when the
bank is not open for business.
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Danske Bank is a trading name of Northern Bank Limited which is
authorised by the Prudential Regulation Authority and regulated
by the Financial Conduct Authority and the Prudential Regulation

Authority, Financial Services Register, reference number 122261.

Registered in Northern Ireland R568.
Registered Office:

Donegall Square \WWest

Belfast BT1 6JS

Northern Bank Limited is a member of the Danske Bank Group.

danskebank.co.uk
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