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Getting Started: Logging In 

Note: You will need either Microsoft Internet Explorer version 8.0 or the latest version of Mozilla Firefox or Google Chrome.  

You will also need Adobe Reader version 6.01 or higher to download reports in PDF format. 

 

Open an internet browser and search for www.iconnectdata.com. Save this address to your favorites for quick 

access. 

 

Log in to iConnectData (ICD) 
 
Enter you user ID and select Continue. If the image presented to you is correct, then enter your password and 
select Continue. If the image presented to you is not the image you selected, contact Risk Management for 
assistance. 
 
Note: If you enter the wrong password three successive times, the system locks you out of ICD. Select Forgot 

Password? and follow the instructions on screen to receive a temporary password. You are required to 

change the temporary password at your next login. 

 
Select Forgot User ID? to have your user ID e-mailed to you.  
 
Image Key 
 
If this is your first login, you will need to select an ImageKey and enter an ImageKey caption. Give the image a 

recognizable caption.  

 

Then, select and answer three security questions. Your questions and answers should be easy to remember. 

When finished, you will be directed to the ICD home page.  

 
 
 

 

 

 

http://www.iconnectdata.com/
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Ordering a New Card 

 

1. Access the Card Maintenance 
page from the iConnectData menu 
bar (Manage > Cards > Order 
Cards). 
 

  

2. Select a customer ID. 
Upon selection, you 
will be directed to step 
one of ordering a card.  

 
 

3. Select a company 
profile. 
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4. 

 
Enter all required 
information and select 
Confirm at the bottom 
of the page. Then 
verify your address 
and select Continue 
in the confirmation 
window. 
 

 

 
 

5. When you reach 
the Card Order 
Confirmation 
page, your order is 
complete. 
Note: Your full card 
number displays on 
the page. 
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Replacing a Card 
MASTERCARD 

 
 
 

1. Access the Card Maintenance page from the 
iConnectData menu bar (Manage > Cards > Card 
Maintenance). 

 
 
 
 
 
 
 
 
 
 
 
 
 
2. Select an account number 

and customer ID and any 
additional search criteria 
and select Submit. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Locate the card you want to 

replace and select Replace. 



Version 2.0 12/13/2013 2 of 2  

 

MASTERCARD 
 
 

4. Review the information carefully 
and confirm that this is the 
correct card. Then, select 
Confirm. Select Cancel 
to go back to the previous page. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. A confirmation message 

displays. The card has been 
replaced and the old card is now 
blocked. Note that this action 
does not punch the new card. 
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Searching for a Card 

Search for one or more cards using the Smart Search tool under Card Maintenance.  
 

1. Access the Card Maintenance page from the iConnectData menu bar (Manage > Card Maintenance). 

 
 

2. In the search field, enter the beginning of a search term such as the cardholder’s first or last name, employee ID, 
card number or unit/vehicle number. You can enter as few as two letters or numbers.  

 
 
Or 

Select the filter button ( ) to display filter options. (Select it again to close the filters.)  
Note: You must enter a search value before using the filters unless you are searching by Account.  

 
 
Filter options 

Sort By Sort results by the cardholder’s first or last name, card number, status, 
employee ID, or unit number. 

Show only Sort results by card status: active, blocked, lost, stolen, deleted, assigned, or 
unassigned. 

Account Select an account code. All cards under the account code will display. 

Customer ID Display all cards under a specific customer ID. 
Note: You must select an account code before selecting a customer ID. 

 

 

 



 
MASTERCARD 

Version 1.0 12/13/2013 1 

 

3. After entering your search criteria, select the search button ( ). The card listing displays your results.  
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Updating Multiple Cards 
This feature allows you to update multiple cards at the same time. 

 
1. Access the Card Maintenance page from the iConnectData menu bar (Manage > Card Maintenance). 

 
 

2. Enter a search to return a card listing.  

 
 

3. Select the checkbox next to each card you want to update. To update all cards in the listing, use the Select All 

checkbox. 

 
 

(continued on next page) 
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Card images populate on the right side of the page for each card you select.  

Note: Change the view from images to a list view by selecting the icons in the far right corner. 

 
 

4. Select  Actions to display the functions you can perform. 

 
 

 Move Card(s). Select this option to move the selected cards to a new customer ID. 

 Change Card Status. Select this option to change card statuses to one of the following options: Active, Blocked, 

Deleted (proprietary cards only), Lost, or Stolen. 

 Change Fuel Limits (proprietary cards only).  

 Change Cash Limits (proprietary cards only).  

 Change Profile. Select this option to change the profile ID for all selected cards. 

5. When you’re finished, select Submit . The system displays success and error messages for each card.  

 

 

 

 

 

 

 
 

 

 

Use the Successful and Error drop-down menus to clear all cards that received success messages or errors. Use the 

red X buttons ( ) to clear individual cards. Use Clear All to clear all cards and make a new selection from the card 

listing. 
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Performing Card Maintenance  
To perform card maintenance, you must access Card Detail. What you can do in Card Detail is dependent on your access 
level. If a section is greyed out for editing or you do not see it, then you do not have access to it. Performing card 
maintenance includes card editing functions such as altering product limits and altering Cash Wallet limits. 

 

1. Access the Card Maintenance page from the iConnectData menu bar (Manage > Card Maintenance).  

 

 

2. Enter the search criteria for a card and select the search button. 

 

 

3. Click anywhere on a card to select it from the list. 
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4. This opens Card Detail on the right side of the page.  
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A. Basic Information 

The Basic Information section displays key details about the card. Select Edit ( ) to begin editing specific fields. 

Then, select Save ( ) or Cancel ( ) to close editing. 

Note: Editing must be closed for a section before you can edit another section.  

 

 

B. Vehicle and Card Holder Information 

This section displays the vehicle, cardholder and shipping information. The shipping information section provides the 

address for shipping cards.  
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C. Product Limits 

This section allows you to set the Overall Limits, MasterCard Limits, or Merchant Category Code (MCC) Group Limits for 

the card. Editing any of the limits will take the card off the company standard profile.  

Overall Limits control the global dollar and transaction limits as well as where card purchases are permitted (known as 

MCC groups or individual MCCs).  

MasterCard Limits allow you the ability to further restrict the dollars, transactions and MCC groups. These limits cannot 

exceed the Overall Limits. 

MCC Group Limits allow you to further restrict cards to specific types of transactions and dollars (example: Fuel Group). 

These limits cannot exceed either the MasterCard or Overall limits. 

 

 

Select Change next to Reset Cycle to set the reset cycle as daily, weekly, or monthly. The system defaults to Daily. 
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C. eCash /Cash Wallet  

This section holds information on your Cash Wallet. If the card is set up for Cash Wallet, select Edit Funds under Express 

Cash Balance to add or remove money. 

 
 

Under Direct Deposit Accounts, select the plus button ( ) to add an account. To edit an existing account, select the edit 

button next to the account. 

 

 

Make any changes, then select Save. Select Delete to permanently remove the account. 

 

 

D. Transaction History, Recent Card Updates, Decline History 

Until these features are available, please access them through the old card maintenance menu (Manage > Cards). 



 
MASTERCARD 

Version 1.0 12/13/2013 1 

Searching for a Card On-Order 

This feature lets you search MasterCard orders placed through iConnectData during the previous six-month period. You 
can display the search results on the page, or you can download the results to an Excel spreadsheet format.  

 

1 Access the Card Order Search page from the 
iConnectData menu bar (Manage > Cards > Card 
Maintenance > Card Order Search).   

 

 

 

 

 

2 Select the appropriate Account 
Number and Customer ID. Use the 
Search By field to select whether 
you will search by order date or ship 
date. Then, enter the start and end 
date. Select Submit when finished. 

Note: Select the icon next to the 
start and end date fields to open a 
calendar for selecting dates.  

Select Save as Excel to generate 
the search results as an Excel 
document.  

Note: The date range is restricted to 
45 days during the previous six-
month period. 

 

 

3 The Card Order Listing displays, showing all card 
orders within the designated date range, along with 
the status of each order.  
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Performing Vehicle ID Maintenance (Unit / Vehicle Pool) 

Once your account has been set up for Vehicle Information Maintenance, you can add and edit information through the 
Vehicle Maintenance feature. In addition to routine edits and deletions, this feature includes options to: 

 Customize field names, both optional and required, to reflect your particular operation. 
 Change optional-entry fields to required entry fields for your particular operation. 

 
 
1. Access the Vehicle ID Maintenance page from 

the iConnectData menu bar (Manage > Fleet 
Assets > Vehicle ID Maintenance). 

 

 

 
2. The Vehicle ID Maintenance – View List page displays. 

Select the account code and customer ID you 
would like to review and select Search. You can also  
enter the vehicle number you would like to search for (optional) . 
 

 
 
 

 
 
3. You can add a Vehicle ID after you have accessed the 

Vehicle ID Maintenance – View List page. Access the 
Add page from the menu bar (Vehicle Maint > Add). 

 
 
 
 
 
 

 
4. The system displays the Vehicle ID Maintenance – 

Add Screen page. The Vehicle Number and 
Registration Expiration fields are mandatory. Enter 
this information and select Submit. You can also add 
additional vehicle numbers or reset all fields. 
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5. The system displays the message UPDATE 

SUCCESSFUL. 
 
 
 
 
 
 
 
 
 
 
 
 
6. You also have the option to delete a Vehicle ID 

from the Vehicle ID Maintenance – View List 
page. Select the account code and customer 
ID you want to search for and select Search. 
The vehicle number is optional. 

 

Or 
 

From the Vehicle Maint drop-down menu, 
select View List/Edit/Delete. Then, select the 
account code and customer ID you want to 
search for and select Search. The vehicle 
number is optional. 

 
 
7.     The Vehicle ID Maintenance – View List page 

displays with vehicle information. You can 
collect up to seven fields of information for 
each vehicle maintenance record. Field 1 and 
Field 5 are required by the application. You 
can specify any of the optional fields as 
required entry, and your customer support 
representative (CSR) can set these as required 
fields. 
The seven field names default as shown but 
you can have your CSR change any or all of 
the field names to suit your operation. 
Field 1: Vehicle number Field 

2: Vehicle Id Nbr (VIN) Field 

3: Vehicle Description Field 

4: License Plate Number 

Field 5: Registration 

Expiration Field 6: 

Miscellaneous #1 
Field 7: Miscellaneous #2 
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8. The system displays the message Delete 

Successful. 
 
 
 
 
 
 
 
 
 
 
 
 
9. You can also edit a vehicle number. From the Vehicle ID 

Maintenance – View List page (above) select a vehicle number 
you want to edit from the list at the bottom of the page and select 
Submit. You can also type the vehicle number in the Search By 
Vehicle Number field. 

 

The system will display the Vehicle ID Maintenance – Edit page. 
 
 
 
 
 
 
 
 
10. Edit your vehicle information and select Submit. 

The system displays the message Update 
Successful. 
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Performing Cardholder ID Maintenance (Vehicle Cards only) 
Cardholder IDs are assigned to individuals to use as PINs (personal identification numbers) for vehicle cards. Through 
Cardholder ID Maintenance, you can: 

 Add Cardholder IDs 
 Delete Cardholder IDs. This should be done anytime a cardholder leaves your company.   

 

1 Access the Cardholder ID Maintenance 
page from the iConnectData menu bar 
(Manage > Fleet Assets > Cardholder ID 
Maintenance). 

 

  

2 The Cardholder ID Maintenance – View List 
page displays. 

 

Select an account code and customer ID. You 
can search by: 

 

• Cardholder ID 
 

• Last Name 
 

• First Name 
 

Select one of the above and enter the 
information in the Search Value field. Select 
Search. 
 

3      You can add a cardholder ID after you have 
accessed the Cardholder ID Maintenance 
– View List page. Access the Add page 
from the menu bar (Cardholder ID Maint > 
Add). 
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4 The system will display the Cardholder 
ID Maintenance – Add Screen page. 

 

The mandatory fields are Cardholder ID, 
First Name, and Last Name. Enter 
information into these fields and select 
Submit. 
 
You can also add additional cardholders or 
reset all fields. 

 

 
 
 

5 The system displays the message UPDATE 
SUCCESSFUL. 

 

 
 
 
 
 
 
 
 
 
  6    You also have the option to delete a driver 

ID. From the Cardholder ID Maintenance – 
View List page, select an account code and 
customer ID and select Search. 

 
Or 

 
Select the Cardholder ID Maint drop-down 
menu, and select View List/Edit/Delete. 
Then, select an account code and customer 
ID and select Search.  
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7 The Cardholder ID Maintenance – View 

List page displays, populated with a list of 
cardholder account information. 

 

Select a cardholder ID and select the Delete checkbox.  
Then, select Submit. 

 

 

 

8 The system displays the message DELETE 
SUCCESSFUL. 

 
 
 
 
 
 
 
 
 
Note: Your Customer Service Representative can set up a Cardholder ID Master with associate multiple Customer IDs. Changes 
to the Master update all associated Customer IDs. 
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Locating a Fuel Merchant 

The Merchant Locator feature helps you find fuel merchants that accept MasterCard payments. You can specify a particular 
state, a type of fuel, service type, oil company, maximum price and prompting level. 

 
 

1. Access the Merchant Locator page from the 
iConnectData menu bar (Find > Merchant Locator). 

 

 

2. The Merchant Locator offers several functions: 

 Find a fuel merchant that accepts MasterCard 
payments. 

 Request that a fuel location be added to the network 
of merchants. 

 Report a transaction error. 

To begin locating a merchant, complete as many fields 
as necessary. Your results are based on the information 
provided here. Select View HTML when done. Select 
Excel Download to generate an Excel spreadsheet of 
your results.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
MASTERCARD 

Version 2.0 12/13/2013 2 of 2  

3. The system sorts and 
displays your search 
results alphabetically by 
brand (if specified), then 
state (if specified), then 
City (if specified) and 
finally by merchant. 

Select the link under the 
Merchant’s name to see 
more details.  

 
 

 The Merchant Detail page 
lists specific information on 
the merchant, such as the 
fuel types they sell, the 
service type, price of each 
fuel type, and the last date 
the price was updated.  
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Using Smart Buy 

The Smart Buy Fuel System feature is a data base of prices for regular unleaded gas and diesel fuel at retail stations 
throughout the United States.   

 

1. Access the Smart Buy page from the iConnectData menu 
bar (Find > Smart Buy). 

 

 

 

 

 

2. To begin the search: 

 Select a state from the 
State drop-down menu. 

 Select a city in the 
Location drop-down menu 
or enter a zip code. The 
system will search by one 
or the other. 

 Select the Fuel Type —
Gasoline or Diesel. 

 Select the Search Area, 
from 1 mile to 12 miles.  

 Select Search. 

 

 

 

3. 

 

The page extends to display a 
map of the area searched, with 
indicators of fuel locations in 
that area.   

Below the map is a list of and 
pricing details for all the fuel 
locations for that area.  

Select the station name to open 
additional information.  

 

Click the Location link to center 
the map over the station. 
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Using Smart Buy (continued) 

 

4. If you select the station name 
link, you can view a 90-day 
pricing history and a daily retail 
price chart.  

 

 

 

 

 
 

 

 

5. If you need additional 
help as you work 
through the Smart Buy 
system, select the Help 
link at the top of the 
page to open the Help 
File.  
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Displaying Real Time Transaction History 

 
 
1. Access the Transaction History page from the 

iConnectData menu bar (Manage > Transactions > 
Real Time Transaction History). 

 

 

2. Complete each field on the Transaction History 
page. 

 Enter an account code and select one or 
more Customer IDs. Or use Select All. 

 If you want to search information for a 
single cardholder, use one of the search 
values. 

 Select the transaction status: Authorized, 
Posted, Declined, or Credit.  

 Select to sort results by transaction date or 
posted date. 

 Under Date Type, select Transaction 
Date for all transactions or Posted Date 
for only posted transactions. 

 Enter the date range. Note that date 
ranges are limited to 45 days. 

 

 

3. Select Submit to display the report or select 
Download to save an Excel spreadsheet copy. 
Select Reset to clear all fields. 
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4. The Transaction History report displays based 
on the values you entered in the query. Select 
the transaction status to view further details. 

 

 

 

 

 

 

 Authorized transactions 
include the authorization 
method and an approval 
code. 

 Posted transactions include 
a posted control number 
and posted message 
number.  

 Declined transactions 
include a decline code, 
decline message and 
corrective action. 

 Credit transactions show 
the posted amount as a 
negative number in red 
color. 
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Creating a ReportQ Quick Report 
 

You will need Adobe Reader version 6.01 or higher to download reports in PDF format.  You can download this free software from the 
Adobe link on the iConnectData login page. 

 
 
 

1. Access report from the iConnectData menu bar (Reporting 
> reportQ). 

 

 
 

The system displays the Welcome to ReportQ page. 
 

 
 
 
 
 

2. Select the Quick Reports icon.                The Quick Reports list displays. 
 

 
 
 
 
3. Select a report link to open the Quick Report template. 
         For examples of each report you can access, see the Appendix  
         of this document. 

 
 
 
 
 
 
 
 

Note:  Each report form provides options for viewing and saving the report. You can: 
 View the report only (HTML on-screen display). 
 View the report as a PDF document and download the PDF to your PC. 
 Download the report as an Excel spreadsheet and save this to your PC. 
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Searching for an Invoice Report 

The iConnectData Reports feature has been updated with a new look and provides an easy way to access 
your reports. These Quick Steps are intended only to familiarize you with this updated reports feature. On-
screen instructions and the use of symbols and icons walk you through this simplified process.   

 

 

1. Access the My Invoices page from the 
iConnectData menu bar (Payment Center > 
My Invoices). 

 

 

 

  

 

The system displays the Report Selection page. 

 

 
 

 

   

The left-panel fields are used to 
select the report search criteria. 

Information in the right panel 
explains how to view the report…      

… and how to save or         
download it to your PC.     
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Completing the Report Criteria Panel  

 

All fields must contain a value in order to complete the search. Options for field values will change, depending 
on previous field entries. Your search can be broad—for example, Any Report Type for All Permitted Customer 
IDs within a single Account Code—or you can limit your search to a specific Cust ID, report type, or date. 

 

 

 

 

 

 

 

 

Select the Report Type from the drop-down list, or 
leave the default—Any Report Type—to select all 
reports for which you are registered.  

 

If you have access to multiple Account Codes, this 
field defaults to the first in the alphabetic list. You can 
select a different Account Code, if needed.  

 
If you have access to multiple Customer IDs within 
that Account Code, you can select a single Customer 
ID or “All Permitted Customer IDs for…” from the 
drop-down list.  
 
The Start Date and End Date default to the pevious 
day (yesterday’s date). The Start Date drop-down list 
contains dates for the previous 14-month period.  

 
When you select a Start Date, the End Date field 
automatically changes to the same date. You can 
select a different end date, up to 45 days after the 
Start Date.  

 
The Report Name/Code field defaults to All Available 
[Report Type]. The drop-down list contains all reports 
that match the criteria you entered: Report Type, 
Account Code, Customer ID, Start and End Dates.  

Click Get Reports.  

 

The system will return up to 500 reports.If the search 
produces more than 500 reports, the system will 
display a message that “… only the first 500 reports 
matching your criteria are listed below.” The total 
number of reports found will be shown in the lower 
right corner of the report listing panel.  

 

Report Search Criteria 

On-screen reminder notes 
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Search Results 

 

The search results panel of the screen, shown in this example, displays the names of the reports matching 
your search criteria. You can continue to search by changing your search criteria in the left panel. The results in the 
right panel will not change until you click Get Reports. 

 

 

 

 

Selection criteria entered 

Download TAB file and 
import to PC program 

Open PDF view or 
download PDF Open in 

Browser view 

Open or download reports  

Navigate through 
results pages 

Sort options for 
variable selections 

Report name and code  

Navigation Aids 

Browser Icons  
The system will display one of the icons below for the Internet Browser that you use, or the 
Internet Explorer icon will be the default icon if you use a different browser.  

 
 

  Microsoft Internet Explorer users 

   Mozilla Firefox users 

 

   Netscape users 

   Opera users  
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Accessing Available Credit Information 

The Available Credit Information function enables users to see their total credit limits for their accounts and the remaining 
credit available for use. The available credit is not exact, as it reflects only amounts that have been posted to your 
account.  

Available Credit Information is for review only. Do not remit payment based on the account balance shown on this page. 
You will receive an invoice for payment.  

 

1. Access the Available Credit Information page from the 
iConnnectData menu bar (Payment Center > 
Available Credit Information). 

 

 

 

2. The fields at the bottom of the page show 
zero values.  

Select a different account code and/or 
customer ID, if necessary.  

 
3. Select Display. The system populates the 

fields with values that apply to the 
Account Code and the Customer ID 
selected. 

Note: If your account is a ComCash (Prepay) 
account, the Credit Limit will always display as 
0.00. 

 

 



 
MASTERCARD 

Version 2.0 12/13/2013 1 of 3 

Performing Codeword Maintenance 

A codeword is a second tier of security beyond your login name and password. Codewords are assigned only to company 
representatives with authority to make changes beyond normal maintenance, such as adding cards through card 
maintenance.  

At the time of account setup, provide your Customer Service Representative (CSR) with a list of users and their access 
levels for codeword assignment. Ongoing codeword additions and changes should be made by an authorized 
representative such as your program administrator, using the Codeword Maintenance feature of Account Management.   

 

1. Access the Codeword Maintenance page from the User 
ID drop-down menu (“User ID name” > Codeword 
Maintenance). 

 

 

2. The Codeword Maintenance 
page displays. Select a 
different Account Code or 
Customer ID, if necessary. 

 
 

3. Enter the codeword for 
the user whose access 
you want to edit. Then, 
select Display. 
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4. The system displays information that 
matches the codeword. 

A. A list of viewing options you can 
perform for the selected codeword. 

 Display. Enter a new codeword 
and select Display to generate 
it. 

 User List. Displays a list of all 
assigned codewords for the 
selected customer ID. The list 
displays each user’s full name, 
codeword status, and office and 
home telephone number. 

 User Access. Displays all 
access granted to the customer 
ID’s codeword. Edit accesses as 
necessary. 

 Previous and Next. Use to view 
the previous or next codeword 
assigned to the customer ID. 

B. Edit the contact information and 
select Update to save changes. 

 

 

 

 

 

 C. Make changes to the access 
levels as needed. Select Add if 
codeword information has not 
been applied. Select Delete to 
remove the codeword from the 
customer ID. Select Update to 
save changes. Select Copy to 
move the codeword to a different 
customer ID. 

 Codeword Maintenance. 
Select Yes to grant this user 
the ability to add or delete 
other users and to grant 
access and set limits for other 
users. 

 Express Cash per XTN 
Limit. Enter the individual 
Express Cash transaction 
limit for the selected user.  

 Express Cash Daily Load 
Limit. Enter the Express 
Cash daily load limit for the 
selected user. 

(continued on next page) 
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 Express Cash Amt Load 
Today. Displays the 
Express Cash load amount 
for the current day. 

 XTN Limit. Enter the 
Express Check transaction 
limit   

 Daily Limit. Enter the 
Express Check daily limit 

 Daily Used. Displays the 
amount used of the daily 
limit 

 Last Used. Displays the 
date Express Check was 
last used. 

 Issuance, Maintenance, 
Inquiry, Invoice, and 
Administration. For each 
item, select Yes to grant the 
selected user the ability to 
perform these actions. 
Select No to remove the 
ability. 

 Special Instructions. Enter 
any notes or instructions on 
the codeword. 

 

 



Appendix 
The appendix of this document lists eight types of reports you can generate in ReportQ. For a list of the reports, see below. 

 
You will need Adobe Reader version 6.01 or higher to download reports in PDF format.  You can download this free software from the 
Adobe link on the iConnectData login page. 

 
 

 Card Listing Report 

 Cardholder Activity Report – General 

 Product Summary 

 Transaction Listing 

 Cardholder Usage Report 

 MCC (Merchant Category Code) Summary 

 Fuel and Maintenance MCC Report 

 Merchant Location Activity Report 
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Card Listing Report 
 

Access: Reporting > ReportQ > Quick Reports > Administration > Card Listing Report  

Description: View current record information for all cards associated with your account, including name  

On card/vehicle/employee ID number, spending profile and description, and last activity date.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample image on the next page.  
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Cardholder Activity Report General 
 

Access: Reporting > ReportQ > Quick Reports > Cardholder > Cardholder Activity Report General  

Description: View transaction details by card, including card information, merchant information, spend 

Per transaction, and description, price, and quantity of purchased product. Use this report to monitor 

cardholder spend.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample images on the next page.  
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Cardholder Usage Report General 
 

Access: Reporting > ReportQ > Quick Reports > Cardholder > Cardholder Usage Report General  

Description: View transaction detail by cardholder, including card information, merchant information, 

spend per transaction, and description, price, and quantity of purchased product. Use this report to 

monitor cardholder usage.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample image on the next page.  
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Fuel and Maintenance MCC Report 
 

Access: Reporting > ReportQ > Quick Reports > Fleet > Fuel and Maintenance MCC Report  

Description: View spend by merchant, including merchant and merchant group details, and account, 

customer, and card information.   

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample image on the next page.  
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MCC Summary Report 
 

Access: Reporting > ReportQ > Quick Reports > Administration > MCC Summary Report  

Description: View total spend and merchant details by merchant category code (MCC). Use this report 

to compare total spend across MCCs.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample image on the next page.  
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Merchant Location Activity 
 

Access: Reporting > ReportQ > Quick Reports > Merchant > Merchant Location Activity   

Description: High-level view into spend and transaction volume by individual merchant location, 
including merchant information, and average price per unit (PPU), gallons, and spend per merchant.   

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample image on the next page.  
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Product Summary 
 

Access: Reporting > ReportQ > Quick Reports > Cardholder > Product Summary  

Description: High-level view into spend and transaction volume by product purchased, including 

quantity purchased, spend per product, and hierarchy. When available, this report will also include 

discount and rebate net cost. Use this report to monitor spend per product for patterns.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample images on the next page.  
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Transaction Listing 
 

Access: Reporting > ReportQ > Quick Reports > Cardholder > Transaction Listing  

Description: View transaction details captured at the time of purchase, grouped by card number, 

including card information, merchant information, spend per transaction, and description, price, and 

quantity of purchased product. Use this report to reconcile accounts or find missing transactions.  

Specifications: This type of report is for only MasterCard customers. 

Additional Details: Available in PDF and Excel. See the sample images on the next page.  
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