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Manage Your Card Account (MYCA)

Purpose of this document to provide instruction on how to:

* Register MCPS employees with a Corporate Purchasing Card account into MYCA
» Enroll for on-line statements

» Understand security needs of accessing online statements

» Access and print a statement

* Reconcile statements in Excel

* Record keeping for the reconciliation process
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Manage Your Card Account (MYCA)

What is MYCA?

The American Express online
site for card account
management.

How do | access MYCA?

» Google:
WWww.americanexpress.com

o Click on American Express
Online Services Login

When do | access MYCA?
The system should be
accessed monthly when you
receive the email notification.

Benefits of MYCA

View and download recent card activity

View and download your billing statement

Reduces the amount of time it takes you
to log transactions

Set up account alerts
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How to Register Online

1. All employees with a Purchasing Card will AMERICAN
. . ) MY ACCOUNT CARDS
need to register their card online at: 2R - -
i
WWw.americanexpress.com 1 _
Click on Online Services Login User D Password
2. Select “Create a New Account” from the list Cards - Check and Pay Bill v

of options. —
Remember Me w_

» Retrieve Your Lost ID or Password
» Activate a Card

C_Create a New Account

4. Have your card ready and follow the B LT
prompts

3. If you forgot your UserID or Password, click
the “Retrieve Your Lost ID or Password” link

Hide
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http://www.americanexpress.com/�

Begin the Registration Process...

| g American Express LS - Card Registration ‘ ‘

AMERICAN

®% CARD REGISTRATION % Need Help?
WELCOME a
Segin Registratian WELCOME — BEGIN REGISTRATION

Enter your Card information to begin the registration process.

4-Digit Card ID: Enter the 4 digit Card |D printed on the front
af your Card on the right-hand side, ahove the Card number.

Enter your card account numbe

Enter the 4 digit card ID number printed on the front of the card —

Click continue
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For Your Security — Step 1 Verify Your Information...

Step 1 -- Verify Your Information:

* Enter your school’s ‘official’ main———
telephone number

* Enter your MCPS email address
(No personal email addresses
may be used)

FOR TOUS SECUNITY

- Fo prokect yoas acooesd pleass confemr the mipemadion we have i por Riss snd sebec] sl anpesr 0 Persaral
Sty Hiry gueiritaini Tl'l_-!'l_:ffl_l__i_i_l_ ma:l;l_!!u_ﬁqg-u_:i:qﬂgw_w_#_mm

Warily Four |Indzrmtice:

Hﬂm;m_
| —

B w0 Coonlfinm youd [dennny ondae 0 2o0a el i
Satacl b Pirnsnnl Sptonty Bas > | Qaiped o Parponal Secents Mg

» Select a Personal Security Key
(Click on down arrow to see list)

*Type in your answer
(Minimum of 4 characters)
* Retype your answer to confirm

W | |

Cardare, Aryg e !' |
g Yoo Coed Broounm Ol

Lsarmn |fore phof mandpng yoar socous oolrm
o

B el & nacss L s 10 el
o yaor U ID I

Crogf pias Bagpeard | |

Conhin Pildesed |

[ Lag s with s axhting Usr i0

[oETmar |
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For Your Security — Step 2 Create a New User ID...

Fo prokect yoas acooesd pleass confomm the miprmadion we have i por Blas snd sebec] sl anpesr o Persaral
Sty Hirg gueiriitan Tngp_fii_i_i_t_.l_ @F_y_ﬁqyﬂ_:fqﬂgw_w_p_mm

Narity Fou Intzrmatios Flaie mem Fies FT0 Wt
Wizt Btazne [__"‘I I i

Exten youn E-mad A | I

- FOR TOUS SECUNITY -

Step 2 — Create a new User ID:

o Select “Create a new User ID” S0 we can Confinm your Identitg online &0 sver B phane:
H Sxlsct b Pern Sazuniy Kiry i -
» Follow these tips: e Sabect s Parnonal Sacanty Kn ~

a) Must be 5 to 20 characters

b) Must contain at least one letter & Cankern hrviwer [ |
number

c) Must start with a letter and cannot
have special characters or spaces

d) Will not be case sensitive

e) You may need to try several times if
what you've typed is already taken by Craste yost Patomad | _!
another customer!

f) When you’re successful, you'll see
this message “User ID is available” £ Log s with s sxhting Ussr 0

Appail |Sawmasn 4 chERCIEE] | ]

Rlainape T oo Cod SCO00T Dl

Conhemn PHiawars |

[oWTEal ||
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For Your Security — Step 3 Create & Confirm a Password...

Step 3 — Create & Confirm Your
Password

» Create Your Password:
a) Must be different from your Us

b) Must contain 8 to 20 characters,
including one letter and number

c) May include the following characters: %,
&l _!?! y =y T

d) Cannotinclude any spaces

e) Will not be case sensitive

e Confirm Your Password:
a) Confirm your password by retyping it in
the Confirm Password field

b)  Must match the password in the create
password field

. FOR TOUS SECUNITY -

Fo prokect yoas acooesd pleass confemm the mipemadion w have i por Riss snd sebeci sl anpest 0 Persarad
Sty Hirg gueiritain Trl_-ﬂu-i*f@_ltl_:!_{'-_l_ﬁ'l!i—ﬂ:l:ﬂmw wmﬂmﬁi

Warily Four |nisrmeice:
Vst Btane I-j I i

Exten youp E-mad Bdpnn |

Fidaie T M BT A e

B v Con Coonlfiom ot [dennny ondae 0 250a el [l
Satac! b Paagng 5#.!11‘ l":-l'_l hhﬂjp“m‘ !,q.._-_.r]" L1 -

drraer [marerruen 4 chaecine] | |

el Ar dis

[ Lag s with s axhting Usr i0

> | cosrems; |

Click continue

8



Account Alert Options...

J w1 CUSTOMIZE YOUR ACCOUNT &
M'j"" Getthe most out of your new by adding Account Options that complement
waur lifestyla.
CUSTOMIZE
SEPT I E i TTD Servicing Options Online Tools Confirm and Enroll
Account Alert Options

Would you like to set up Account Alerts?

(] Yes, setup the following recommended Account Alerts.

i Mo thanks, [will setup Account Alerts at another time.
Send alerts to my: Q Mobhile Device ~.d4 or 41 E-mail {cecilia_scott@mcpsmd.org) Edit

4] Fayment Rerminder

L mMembership Rewards® Foint Balance

We will alert you immediately if we detect Irreqular Activity on your Account. Mo enrollment is necessary.

Seethe Account Alerts Terms and Conditions for details

@ Customize my Account Options later ——> [ CONTINUE

 Select “Nc[thanks, | will setup Account Alerts at another time”
»  Click continue
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Online Tools...

W = CUSTOMIZE YOUR ACCOUNT
vour lifestyle.
CUSTOMIZE
REET Servicing Options Online Tools
ONLINE PAYMENTS

Yiew and Print Terms and Conditions

Would you like to enroll in online payments?

Mo thanks

cannot be enrolled.

Enter Your Mine-Digit Routing Murmhber:
Enter Your Checking Account Mumber:

Re-enter Your Checking Account Mumber:

2 Customize my Account Options later

:""' Getthe most out of your new by adding Account Options that complement

Confirm and Enroll

O Yes, |would like to enroll my checking account now

Hote — Savings, money market credit, and investment accounts

Il

Pavying your American Express hill online gives you direct access to your account from your computer.
Flus, you’ll enjoy increased contral and instant assurance knowing thatvour payments are abways up-to-date.

Bane A, Fus:
i

Avient, (A

\ [Emuas e [ERSEE] ow

ACCOUNT HUMBER

ROUTING HUMEBER:
AMO TRAMSIT HUMEBER

CONTINUE |

« Select No thanks

(The Controller’s Office will send payments to American Express)

e Click continue



Thank You. Your Card is Registered...

+ THANK YOU. YOUR CARD IS REGISTERED.
¥Ou now have access to your account online. Yiew your account summary
o
Below is a confirmation of your selections: P
+ Online Account MANAGE _
V' vour User 1D is oo | YOUR ACCOUNT | *&' = £
ANYWHERE | E—
Lheck Yyour Dalancea,

Get the madst out of your card
i BNa pay .'-.. : - § Miore ot Sereces
” Start anaglng 'lf°ur account with your mobile o

» Leagtn more @bout Corp : one
Start managing yoLr accoLnt s
ke a Tour: Yiew Demeo of Online Tools a

» Verify your user ID
« Click “Start managing your account”



Verify your email address...

5 |

| 1 |

Dear CECILIA SCOTT,

ARAERICAN Are you getting our e-mails? To ensure we have your current
Seess  e-mail address on file, please confirm

cecilia_scott@mcpsmid.org for Corporate Purchasing Card-
01. We use this address to send you important accoumnt

— pdates.

To ypdate pleaze enter a new e-mail address:

/

r
r W may send you importanrt account updstes and exclusive Cardmember offers.
; For informstion about howe swe protect your privacy, please read our Privacy
: Staterment.
il
? Prefer to update your e-mail later?
Femind me later
i

| KEEP CURRENT E-MAIL ADDRESS |

» Verify yourmail address is correct
o Click “Keép Current E-Mail Address



How to Enroll for On-line Statements...

Mobile Account Management
Check your balance, review recent transactions and pay your bill onthe go. Go Maobile

Staterment Recent Recent Qutstanding
Balance Payments _Activity 7 Halance
Corporate F0.00 000 000 000
= Purchasing  cigging date Oct Since Oct 29
Card 3
-52001
Transaction Lirmitis §1,500 Dnline Recent Payments Fecent Activity

Maonthly Limit is $3,000 Staterment

Ereferred Staterment Wiew

Do Not Pay Bill! (The MCPS Accounting Office will send the payment)

Once logged in to www.americanexpress.com

» Click “Switch to Paperless Statements” (Within 24 hours the change will be made)

MANAGE YOUR ACCOUNT
i PROFILE & PREFERENCES

Manage your account preferences,
profile information, and communication
settings now in one place.

“(Switch to Paperless Statements

% (Go Maobile - Manage your account gnywhere

% Report a Lost or Stolen Card

% Cardmember Agreements



https://www.americanexpress.com/�
https://www.americanexpress.com/�

How to Enroll for On-line Statements Continued...

Sign Up for Paperless Statements

Complete the following steps to enroll
and begin enjoying the convenience of
Paperless Statements.

Check the box to start receiving your statements online.

» Follow the prompts to sign up for paperless statements.



Statement Delivery Options...

G2l MY ACCOUNT ) CARDS ¥ TRAVEL QJ REWARDS % BUSINESS
L

‘ Account Summary ‘ Statements & Activity ‘ Payments ‘ Profile & Preferences

Need help?

Account Services

e-mail address is required for this service.

Flease have your Card(s) available when updating your information.

"Continug" at the bottom of the page.

Corporate Purchasing Card - 52001
Paper statement with statement ready e-mail notification
Sentto; cecilia_scott@mcpsmd.org

Statement Delivery Options EA

Armerican Express will send you an e-mail notification each month when your statement is

ready far viewing on ourwebsite. You can choose to have a statement notification sentto a _
different e-mail address for each American Express Card that you enroll in this service. An If you would like to

change your e-mail
notification address
only,

click hare.

FPlease rewiew your current statement delivery selection(s). When you are ready, click

Current Statement Delivery Selections

A
v

When you are ready, click/"Continue".

Cancel

—> Continue

« Verify current e-mail delivery address
« Click continue




Statement Delivery Options Continued...

Z |United Ststes (Change Courtry)  Corntact Us

% &L MY ACCOUNT 3V cARDS ¥ TRAVEL P REwARDS ' BUSINESS Need help?
7]

‘ Account Summary ‘ Statements & Activity ‘ Payments Profile & Preferences ‘

Account Services

Statement Delivery Options FA
Select the statement delivery option for your eligible Cardis). Ywhen you are finished, See Online-Only Terms
click "Continug" at the bottom of the page. & Conditions

| have read and agree with the Terms & Conditions™

Choose Statement Delivery Options

Corporate Purchasing Card - 52001
Paper statement with statement ready e-mail notification
Paper statement without statement ready e-mail notification

When yvou are ready, click "Continue".

l [z

¢anu:e|

“I have read and agree with the Terms & Conditions”
o Select “Paper statement with statement ready e-mail notification
e Click continue




Statement Delivery Options Continued...

=5 |nited States (Chanoe Courtryl  Cortact Us m—

% L MY ACCOUNT &3 CARDS ¥ TRAVEL P REWARDS ' BUSINESS Meed help? ﬂ
(-]

‘ Account Summary ‘ Statements & Activity | Payments ‘ Profile & Preferences ‘

Account Services

Statement Delivery Options

We will send statement ready e-mails to the e-mail address(es) listed below. Pleass
enter a new e-mail address if you would like to receive these notifications at an
alternate address.

Enter or update e-mail address

Corporate Purchasing Card - 52001
Current e-mail address: cecilia_scott@mcpsmd.org .

News e-mail address: |
Re-enter new e-mail address:| |

-r|
B
o

When you are ready, click "Continue".
To change your statement delivery option for any enrolled card, click "Back”.

[ Cancel ” Back ]

e Click continu



Statement Delivery Options Continued...

% L MY ACCOUNT 5 CARDS Y TRAVEL ) REWARDS BUSINESS Need help? Q]
]

‘ Account Summary ‘ Statements & Actnaty ‘ Payments ‘ Profile & Preferences ‘

Account Services

Statement Delivery Options

-
=
e

Flease verify that the information below is correct.

erify Statement Delivery Selections

Corporate Purchasing Card - 52001
Faper statement with statement ready e-mail notification
Sent to: cecilia_scott@mcpsmd.org

When you are ready, click "Submit Changes".
Tao edit, click "Back".

Please note that it can take up tQ
one (1) billing cycle to stop
eceiving paper statements

[ Cancel ” Back

[)‘Submit Changes

e See note
» Click “Submit Changes®

=5 United States (Change Courtry)  Contact Us




Statement Delivery Options Setup is Complete!

Z |United Ststes (Change Courtry)  Corntact Us

i
% &L MY ACCOUNT 3V cARDS ¥ TRAVEL P REwARDS ' BUSINESS Need help?
7]

‘ Account Summary ‘ Statements & Activity ‘ Payments ‘ Profile & Preferences ‘

Account Services /

Statement Delivery Options

Thank You
Your statement delivery and e-mail notification changes are being
receive onling-only statements, please note that it can take up t
paper statements.

-
=
e

cessed. If you have elected to
ne (13 billing cycle to stop receiving

Would you like to ...
wiew your online statement”?

tanage your other e-mail addrezses and preferences?




How to Access Your Statement...

= Ammtican Exprom Cradh Cards, Avwards, Traval and Bundnem Saiviorn - Window [efaron ) Explonr

FE ORI Ve PR TOOE MR

FE0 ] Mgy Cininky Fakds Bl wmbs, Pl PO ) b Lmbe om0 e lne @

Frmm] = et

oo = [ eyt bora e ]

T ——— il Fr

T .

B e e T s e ey S d Tt I R L Rl R
B _eems Dwwy: cZnggm Do i o L]

Wi T

| Cards - Check and Pay Bill v | S

] gt ey T

« Google AMEX

g sl = N - R |
User ID FPassword \\ ; B sioat Soss N e, Qioucs Bl s
e E =y

r—— Wi Sl A Wt § s
[] Remember Me s LOGIN T
Hellotabiets,
IMESL OUT NEW (=
Login Help & Registration ™ Sl L1 P il B

T N E
el by e [ W g P i il

il ey P iPadl | e A

 Enter your User ID
* Enter your Password i
 Click Log In

e ] P Br 1 o vt
- [ o
a LET ="
[ P [
|||||| - S




How to Access Your Statement Continued...

Head Mal
Groenl @ MY ACCOUNT i) CARDS  f TRAVEL P REWARDS 2 BUSINESS [ Need Femp— Q]

‘ Account Summary I Statements & Actiity ! Payments ‘ Profile & Preferences ‘
) I

SUMMARY OF ACCOUNTS Statements & Activity Last log in: Maw 01, 2011, 01:00 PMET

WelcomeZECILIA SCOTT, me i J [*] ¥ou have 0 unread message(s).
= Recent Activity

Py —— MANAGE YOUR ACCOUNT
Mobile Account Manafiement /

; £= PROFILE & PREFERENCES
Check your balance, refiew recent transag = v

= Previcus BilliiNy Statements : your = )
profile informatien, and communication

= Dizpute or Inguig About a Charge seftings now in one place.

= Dewnload to Quicken/CQuickbooks
i EEEI'IEI Anﬂrysis f‘*" . @ Switch to Paperless Statements

Staternent
Su ITIITIEF}I'} @ o Mobile - Manage your account anywhere

= Standard Expense RepoN @ Report a Lozt or Stolen Card

géosing date Oct d CARDMEMBER EXCLUSIVES

-52001 weLcomen For BO G VACATIONS
Transaction Limit is § Online Recent Payments  Recent Activity SN BF ‘Ell |r|||\|:|J€\AJAT| ONS
Bdosdilo Uicoit o r o o b = OR DU J

.

e Click Statements & Activity and then click Online Statement



How to Download Your Statement into Excel...

25 United States (Change Country)  Contact Uz (akek

% L 1Y ACCOUNT ) CARDS  f TRAVEL ) REWARDS BUSINESS Need help? Q]
L]

‘ Account Home ‘ Statements & Activity ‘ Payments Profile & Preferences

M~ View Billing Statements b settings § Expenze Report  GuPrint 7 Need Help
CARD ACTIVITY for CECILIA SCOTT TIME PERIQOD NARROW RESULTS
Qther Fitters:
Corporate Purchasing Card 52001 - Current Statement #2111 to Oct 28, 2011 = Search Transactions
VIEWBY:  CATEGORY  MERCH
DOWNLOAD TRANSACTION ACTIVITY CLOSE

» Click Download(dialog box opens) o -
« Select / Check these options: dﬂ”éﬁ%h?h@

1. Select Download Current View & | Adobe PO -

2. Se|eCt MS EXCG| @ﬂiunaﬁransacﬂun Detailz ) >
3. Check “|nc|ude a” addltlonal (Including Merchant Address, Merchant Doing Business As)

Transaction Detai |s” DOWHLOAD YOUR CARD ACTIVITY

Select thiz option to download tranzactionz into Quicken, Quickbooks,
Microzoft Money, QIF or CSV.

.CI |Ck Contl nue (v'ou will have the opportunity to select an available time period based on your

statement closing date.)

DOVWNLOAD YOUR YEAR-END SUMMARY
~ mie-aption to view your Year-End Summary az a PDF.
<|vear-End SummaTy

CANCEL SAVE THIS SELECTION

CONTINUE
——]




Save Your Excel File...

B United States (Changs Country) Contact Uz |t

coozd &L MY ACCOUNT &) CARDS ¥ TRAVEL ) REWARDS BUSINESS Need help? Q]

‘ Account Home Statements & Activity ‘ Payments Profile & Preferences

File Download

§ Expense Report EJPrint ? MNeed Help

J=View Billing Statements
CARD ACTIVITY for CECILIA SCOTT Do pou want to open or save thiz file?

Corporate Purchasing Card 52001 RANSACTION ACTIVITY cLose[x]
[g] L Mame: Summary,xls
_atl Type: Microsoft Office Excel 97-2003 Workshest CURRENT VIEWW

TRANSACTION DETAILS VIEW BY: CATEGORY From: online. americanexpress, com fhi= option to download the tranzactions you are currently viewing.
il include your =elected Date Range and any Filter options applied.)

b CI|Ck “Save" and rename the f||e ("ou will have the epportunity to select an available time period bazed on yvour

1.

aprwn

0 5 Cancel =
[_oeen J[ ST J L et J |agoberor & @usexce & e cav
fude all additional Tranzaction Details
= le files from the Internet can be useful, some flles can potentially  Eluding Merchant Address, Merchant Doing Business As)
harm wour computer. [ you do not trust the source, do not open or
zave thiz file. What's the risk?
FOUR CARD ACTIVITY

¢~ Select thiz option to download transactions inte Quicken, Quickbooks,
Wicrogoft Money, QIF or CSV.

ztatement closing date.)

If you are using this file as your Transaction Log:

Include the ‘Reason for Expenditure’ (use the column DO“’”;:;:;‘t"hfs“jp:::;-i:‘;?ﬁ}jiindSummmwpm
titted ‘Extended Details’ to type in your reasons). © X Vesrns sunmary

Save the file again.

Print the file and attach your receipts.

Sign the spreadsheet.

Send to your approving official for signature.

CANCEL SAVE THIS SELECTION CONTINUE




FAQS...

de

| have registered my AMEX card previously. Do | need to re-register again?

No, you do not need to register the card again!

| have multiple AMEX cards. Do | need to register each card?

Yes, you must follow the registration process for each card assigned to you.

| have not used my card this month. Will | still receive an automatic Email notification from AMEX?
No, you will not receive a notification.

| am the account approver. Can | print cardholder’'s monthly statements?

No, you only have access to the cardholder’s activity but not to their statements.

| am the account approver. How do | receive the monthly activity sheets for all cards under my
approval?

Account approvers must complete an additional registration with American Express to view card activity of subordinate
card members. For assistance with this additional registration process, please email Mrs. Barbara E. Regalia,

senior buyer, Division of Procurement, at Barbara_Regalia@mcpsmd.org.

Do | have to use the Excel spreadsheet as my transaction log?

No, you can just print your monthly statement and continue to use MCPS form 234-21 Card Member Transaction Log.
What information needs to be included in the Excel spreadsheet to satisfy the audit requirements?
In the column headed ‘Extended Details’ add the reason for the purchase.

In the column headed ‘Comments’ add Supplies/Services & identify Student or Other.

For IAF purchases, add a new column and name it ‘Account’. Type in the account used (O3, 05, etc.).

Print your statement and attach the signed spreadsheet/log with receipts attached and send to the approving official.



Questions or Concerns...

Contact:
Phone:
Email:

Contact:
Phone:
Email:

Barbara Regalia, Senior Buyer, Division of Procurement
301-279-3172
Barbara Regalia@mcpsmd.org

Phil McGaughey, Director, Division of Procurement
301-279-3555
Philip_J McGaughey@mcpsmd.org



	Slide Number 1
	Manage Your Card Account (MYCA)
	Manage Your Card Account (MYCA)
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	How to Enroll for On-line Statements…
	How to Enroll for On-line Statements Continued…
	Statement Delivery Options…
	Statement Delivery Options Continued…
	Statement Delivery Options Continued…
	Statement Delivery Options Continued…
	Statement Delivery Options Setup is Complete!
	How to Access Your Statement…
	How to Access Your Statement Continued…
	How to Download Your Statement into Excel…
	Save Your Excel File…
	Slide Number 24
	Slide Number 25

