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Overview

After the setup has been completed, the configured
Purchase Template(s) can be used by authorized users
to request Virtual Cards for specific purchases.

Authorized users can complete the relevant Purchase
Template by entering specific transaction details,

such as cost center or project code. Predefined controls,
including spending and velocity limits, remain in place

to prevent misuse and support responsible purchasing.

Once submitted and approved, a Virtual Card can be issued
in line with the configured settings.

In this chapter you will learn how to:
& Enter request details

Q Choose Velocity Control settings
& Select a supplier

& Enter Custom Data Fields
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! ' Requesting a Virtual Card

Getting started

Navigate to Payment Control > Purchase Request >
Create Single Request.

smartdataicscardsnl

Search Help Contectus (& Company Programme

Financiol | PaymentControl |  Reports  Company  User

Greate Single Request

Card Mei > View Approvals

Custom Dota Fields

Purchasa Typas

Purchose Templates

Purchase Groups

Supplier >

Tolerances

Sunolier Name Default Email status




' Requesting a Virtual Card

Entering request details

Select the Purchase Template.

Description: Provide a clear name for the request
(e.g., “Office Supplies™).

Validity: Set the card’s validity period in months.

Currency Type: Select Card Alias Currency (=EUR).
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{(_ purchase Template Al Mees testgroz vt Card Alias Finance

Purchase Type  Alies behalve Internet gambling Currency EURO CURRENCY UNIT - EUR

Include Billing Address @

10.00" Strict Preuth Check  No v

1,000.00" Negate No v




' Requesting a Virtual Card

Entering supplier details

Select the time period (use Continuous
for a one-time purchase and set transactions to 1).

Enter the cumulative spending limit
(e.g., €600, or set to O for unlimited).

Define the maximum number of transactions
(or set to O for unlimited).

Entering supplier details

Choose the supplier from the list.

If you don’t have a supplier, use No Supplier

and enter your own email address in Supplier Emails.

Select [ Yes ] if you would like to automatically email
this Virtual Card to your supplier.

Entering Custom Data Fields

Enter the requested detalils, such
as Project code or Invoice number.

Click [ Submit ].
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Good to know: If you would like to create
I a Virtual Card for single use:
* Time period: Continuous.

e Set the Cumulative limit.
e Maximum number of transactions: 1.




Requesting a Virtual Card

Your Virtual Card

If no approval is required, you will automatically
see your Virtual Card details.

If your request needs to be approved, you will receive
an email once your request is reviewed.

Or you can navigate to Payment Control > Purchase
Request > View Requests and click on your Request ID
to see the status.

If the Virtual Card is sent directly to the registered
supplier, the supplier will receive an email from:
proofpoint-pps@mastercard.com.

Before the supplier can open emails containing
the Virtual Card details, they must complete

a one-time activation of their Proofpoint account.
Please notify the supplier of this requirement

in advance.
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PURCHASE REQUEST DETAILS

Company: Black Corporation
+ Wisselwerking + Diemen, -= 1112)P

Purehase Request 1D 141854 Submitted Date 12/12/2025
Purchase Request Status Approved Approved By jehndoe
Approved Date 1211212025 Card Validity Check Level Standard Payment

VIRTUAL ACCOUNT DETAILS A

s

5290 5896 4248 4372
Expires. 02/26

Black Corporation

International Card Services B V. commercial

Virtual Card Number 5290589642484372 (Issucd By: International Card Services B.V.)

Expiry Date (MM/YY) 02/26
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O petall  RequestID Submitted Date Requestor Requested Amount Purchase Type Purchase Template Dellvery Method A;
- BB 291905 09/0L/2026 John Do 100.00 Alles behalve intemet ga... All exceot intemet gambling Email
> [ =]~ REREH 02/0L/2026 John Doe 200,000.00 Alles behalve Intemet ga... Al except intemet gambling Email
- BIEIE wiser  enzars Jonn Dee 1,500.00 Alles benaive intemet ga.. Alle Mccs testgraep Emall
. BB 1565 nzzozs downoce 1,000.00, Alies Darans =
, BB 14186t 151122025 John Doe 600,00 All: Email
| BB 141860 1501212025 John Doe 1,500.00 Alios behalve Email
- B 41859 15/12/2025 Jehn Doe 450.00 Alles behalve intemet ga... Al excent intemat gambling Email
- EIEIE 241858 15/12/2025 Jahn Do 450.00 Alles behalve intemet ga... All excest intemet gambling Email
| BIEIER 11855 120120008 sennoes 1,500.00  Alles behaive Intemer g2 All xcent Intemet gambiing Email

, OB 1mse 1222025 Jonnee 45000 Alles behalve intemet ga... All exceot intemet gambiing Emal
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