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Logging in to Global Card Access (GCA)

1

You and your users may already have GCA 
user profiles, which would have been 
established during the implementation of 
your card program. Enter those login 
credentials here in order to log in.

If you do not yet have a username and 
password, click ‘Register now’ to self-
register.



New User Registration

1

• Click ‘Register now’, and when prompted, 
enter the 16 digit billing account (for PAs) or 
card account number (for cardholders), and 
click ‘Continue’.

• For PAs, this functionality is currently  
available only in the US and Canada.



New User Registration (continued)

1. Fill in the additional 
information on the 
next three pages

2. Please note that on 
page 1, administrators 
are prompted for 
company name, 
company number, 
credit limit, and zip 
code

3. Depending on your 
program’s settings, 
cardholders may be 
able to enter either 
their employee ID, the 
card’s verification ID, 
or have a one-time 
passcode texted them

4. Once registration is 
complete, you will be 
returned to the login 
page, and can log in to 
GCA

Page 1 Page 2

Page 3

• A user ID must be a 
minimum of seven 
characters, and a max of 50 
characters

• A password must be a 
minimum of eight 
characters, containing at 
least one alpha and one 
numeric character. 
Passwords are case 
sensitive



Self-Enrolling Additional Card and/or Billing Accounts

Existing GCA users can self-register additional 
card or billing accounts by navigating to ‘My 
Accounts’, then Card Management | Register a 
card. 



Statements and Payments



Statements and Payments

Friendly Business Co

12,594.21 5,000,0004,987,405.79

From the ‘Quick actions’ menu, you can access statements and make 
payments. If you allow cardholders to make payments, they will also have 
the ‘Make a payment’ action.



Statements and Payments

• Select Statements | Account Activity, to 
obtain a full list of statements

• Or select ‘VIEW LAST STATEMENT’ to 
download the most recent statement.



Friendly Business Co.

Viewing Statements

After clicking into Statements | Account 
Activity, select ‘Statements’ to display the 
list of recent statements.



Friendly Business Co.

Making a Payment

• To make a payment, click ‘MAKE 
PAYMENT’

• Enter account details, then click 
‘MAKE PAYMENT’



Cardholder Dashboard



Jim’s Electrical Solutions

Budget Airlines

Julian West - 0542

Viewing Account Summary and Recent Card Activity

• Cardholders can view recent 
authorizations, posted transactions, and 
declines from the ‘Recent activity’ table

• Balance, credit limit, and payment 
information are available under the 
‘Account Summary’ from the home page



Julian West - 2020

Lock Card



Cardholder Alerts



Cardholder Alerts

Cardholders can set up alerts for certain card activity.

Julian West - 2020



Cardholder Alerts (continued)



Cardholder Alerts (continued)

‘Account Activity’ alerts can be set on the second tab.



User Profile Self Management



J****st@abccorp.com

User Profile Self Management

Access to this page is available by clicking on one’s name here.

Users can update their 
name, user ID, and 
employee ID here.



PIN Check and PIN Change



1. Click this link to view the card’s 
PIN

Julian West - 2020

View PIN

2. Enter the card’s three 
digit CVV (from the 
back of the card) and 
click ‘Continue’

3. After clicking ‘Show 
my PIN’ the digits of 
the PIN are displayed 
one at a time



Change PIN

1. Back on the home screen, select 
‘Change your PIN’ to customize the 
card’s PIN

2. Enter the card’s three 
digit CVV (from the back 
of the card), the current 
PIN, and the new PIN, 
and click ‘Submit’



Helpful Resources and Support Contacts



Helpful Resources and Support Contact
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