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“Bank of America” and “BofA Securities” are the marketing names used by the Global Banking and Global Markets divisions of Bank of America Corporation. Lending, other commercial banking activities, and trading in certain financial instruments are performed globally by 
banking affiliates of Bank of America Corporation, including Bank of America, N.A., Member FDIC. Trading in securities and financial instruments, and strategic advisory, and other investment banking activities, are performed globally by investment banking affiliates of Bank 
of America Corporation (“Investment Banking Affiliates”), including, in the United States, BofA Securities, Inc. and Merrill Lynch Professional Clearing Corp., both of which are registered broker-dealers and Members of SIPC, and, in other jurisdictions, by locally registered 
entities. BofA Securities, Inc. and Merrill Lynch Professional Clearing Corp. are registered as futures commission merchants with the CFTC and are members of the NFA.

Investment products offered by Investment Banking Affiliates:

Are Not FDIC Insured * May Lose Value * Are Not Bank Guaranteed.

This document is intended for information purposes only and does not constitute a binding commitment to enter into any type of transaction or business relationship as a consequence of any information contained herein.

These materials have been prepared by one or more subsidiaries of Bank of America Corporation solely for the client or potential client to whom such materials are directly addressed and delivered (the “Company”) in connection with an actual or potential business 
relationship and may not be used or relied upon for any purpose other than as specifically contemplated by a written agreement with us. We assume no obligation to update or otherwise revise these materials, which speak as of the date of this presentation (or another 
date, if so noted) and are subject to change without notice. Under no circumstances may a copy of this presentation be shown, copied, transmitted or otherwise given to any person other than your authorized representatives. Products and services that may be referenced 
in the accompanying materials may be provided through one or more affiliates of Bank of America, N.A.

We are required to obtain, verify and record certain information that identifies our clients, which information includes the name and address of the client and other information that will allow us to identify the client in accordance with the USA Patriot Act (Title III of Pub. L. 
107-56, as amended (signed into law October 26, 2001)) and such other laws, rules and regulations.

We do not provide legal, compliance, tax or accounting advice. 

For more information, including terms and conditions that apply to the service(s), please contact your Bank of America representative.

Investment Banking Affiliates are not banks. The securities and financial instruments sold, offered or recommended by Investment Banking Affiliates, including without limitation money market mutual funds, are not bank deposits, are not guaranteed by, and are not 
otherwise obligations of, any bank, thrift or other subsidiary of Bank of America Corporation (unless explicitly stated otherwise), and are not insured by the Federal Deposit Insurance Corporation (“FDIC”) or any other governmental agency (unless explicitly stated 
otherwise). 

This document does not constitute investment advice or a recommendation or an offer or solicitation, and is not the basis for any contract to purchase or sell any security or other instrument, or for Investment Banking Affiliates or banking affiliates to enter into or arrange 
any type of transaction as a consequent of any information contained herein.

With respect to investments in money market mutual funds, you should carefully consider a fund’s investment objectives, risks, charges, and expenses before investing. Although money market mutual funds seek to preserve the value of your investment at $1.00 per 
share, it is possible to lose money by investing in money market mutual funds. The value of investments and the income derived from them may go down as well as up and you may not get back your original investment. The level of yield may be subject to fluctuation and is 
not guaranteed. Changes in rates of exchange between currencies may cause the value of investments to decrease or increase.

We have adopted policies and guidelines designed to preserve the independence of our research analysts. These policies prohibit employees from offering research coverage, a favorable research rating or a specific price target or offering to change a research rating or 
price target as consideration for or an inducement to obtain business or other compensation.

© 2023 Bank of America Corporation. All rights reserved. 

Survey Disclaimer:

A secured web site hosted by Qualtrics conducts surveys on behalf of Bank of America. The survey will not ask for your sensitive personal (or company) information (e.g., social security number or 
account numbers). This vendor is not an affiliate of Bank of America and may offer a different privacy policy and level of security. Please refer to their policies for the privacy and 
security practices for that site.

This session may be recorded for quality-assurance purposes by Bank of America however recording this session or recording your own session and posting it to a public site is 
prohibited. In addition, while this document is available for download, Bank of America’s training material cannot be posted to a public site, as it contains propriety information.



Session Objectives
• Log in to Global Card Access (GCA)

• Re-Send Welcome Email

• Register as a new user

• View balances and account details

• Self-register additional card / billing accounts

• Manage users

• Setup and maintain the Account Request process

• Access helpful resources

• Access statements and payments

• Understand the Cardholder functions, including:

• The Cardholder dashboard

• Lock and unlock card accounts

• Setup maintain alerts

• Maintain one’s user profile

• View and change PIN
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What is Global Card Access (GCA)?

Global Card Access is Bank of America’s Single Point of Access online card management 
tool that gives you and your Cardholders access to card information whenever, 
wherever and however you need it. 

As a Program Administrator, you’ll be able to view your global account dashboard, 
manage your Cardholders, view your current statements (up to 12 months of historical 
statements) and make payments to your corporate account. 

Cardholders will have access to features such as checking their credit limit, balance, 
available credit, along with View/Change PIN, Lock/Unlock Card, Alerts, Statements, 
Address on File and Transactions for added convenience and security. 
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Logging in to Global Card Access (GCA)

1

You, as a Program Admin, may already have a GCA user profile which 
would have been initiated by receipt of a Welcome Email.  If you 
received the email and established yourself in GCA, enter your login 
credentials here.  If you did not receive the email or did not action the 
steps in the Welcome Email, we’ll discuss how to  re-send later in the 
presentation.

Note that the only time a User should self-
register is highlighted in the below table.  If 
applicable, to register, the User will click 
‘Register now’.

Depending on how you use our Tools will depend on how you and your Cardholders access GCA.  Here is a chart outlining each option:

*If you have both Works and GRAM and are unsure, please contact Card Digital Services.

Tool*
Single Point of 

Access Established 
for your Company?

Cardholders 
logging into 

Tool?
How Users Gain Access to GCA How Program Admins (PA) Gain Access to GCA

GRAM Yes Yes
After establishing the User Profile in GRAM, next day the User will receive a Welcome to 
GCA email.  Users should click on link in email within 60 days of receipt to gain access to 

GCA.

After being set up as a Program Admin (CPA) in GRAM, next day 
the CPA will receive a Welcome to GCA email.  CPA should click 
on link in email within 60 days of receipt to gain access to GCA.

GRAM Yes No Cardholder would need to self-register in GCA

Works Yes Yes
After establishing the User in Works, the User will receive a Welcome to GCA email (within minutes).  Users should click on link in email within 60 days of 

receipt to gain access to GCA.  Users should not self-register as this will cause a duplicate record in GCA.

Works Yes No Cardholders would need to self-register in GCA.  Program Admins would receive a Welcome to GCA email.

Works No Yes Cardholders/Program Admins would need to self-register in GCA
Works No No Cardholders/Program Admins would need to self-register in GCA

No Tool N/A N/A Cardholders/Program Admins would need to self-register in GCA



Welcome to Global Card Access, <User First Name>!

<BofA Tool> is now available through your Global Card Access login, consolidating your program and account management tools into 
one home with one set of credentials.

Your Global Card Access User ID is: <recipient_username>
Complete your registration by setting your password and security questions: <GCALink>

Please bookmark www.bankofamerica.com/globalcardaccess as your new login page for all card management activities. 

Global Card Access provides Program Administrators and Cardholders with access to a full suite of card management functionality (as 
permissioned by their role), including:

 Balance Information
 Recent Authorizations
 Statements and Payments
 Alerts
 PIN Check
 PIN Change
 Lock/Unlock Card
 Works program management and expense reporting tools

Once logged into Global Card Access, use the <BofA Tool> link (on the right side) to connect directly to your <BofA Tool> dashboard.

Thank you,
Bank of America Global Card Solutions

Sample Welcome to Global Card Access Email (Program Admin)



How to Re-Send Welcome Email (Program Administrator Function)

• Once logged into GCA, 
hover over Administration
and select Users.

• Search for the User that 
needs the welcome email to 
be resent.

• Hover over the User’s Name 
until the down arrow 
appears.

• Select Resend Welcome 
Email.

If the users email changed since 
the initial setup, select View 
Full Details, update the email 
address then resend the 
Welcome Email. 



New User Self Registration (for those who did not receive Welcome Email)
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Click ‘Register now’ and when 
prompted, enter the 16-digit card 
account number (for Cardholders) or 
Corporate Billing Account (for 
Program Admins).

Click ‘Continue’.
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New User Registration (Continued)

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

2. Please note that on 
page 1, Admins 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 an 
employee ID, their 
card’s verification ID or 
have a one-time 
passcode emailed to 
them when email 
address is selected

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 GCA User ID , which is 
not case sensitive, must be 
minimum of 7 characters, 
and a max of 50 
characters.

• A password, which is case 
sensitive, must be a 
minimum of 12 characters, 
containing at least one 
alpha and one numeric 
character.



New User Registration Complete

As part of the registration process, once complete, the card is activated.  Cardholders will get confirmation that registration is complete.   

Cardholders will also see a reminder to take a moment and log in to obtain their PIN.



Self-Enrolling Additional Card (Users with multiple Cards)

Existing GCA users can 
self-register additional 
card by navigating to 
My Accounts, then
Card Management > 
Register a card > 
Continue > enter your 
account information 
(e.g. expiration date, 
security code), select a 
verification option and 
click Submit.
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Program Administration      My Accounts
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GCA Home Page / Dashboard for Program Administrators

Click your name to edit your 
user profile

Click the       for access to user 
guides and other helpful 
documentation

Click the       for access to 
support contact information
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Program Administration      My Accounts

Friendly Business Co

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

Use this drop-down 
to select other billing 
accounts (if you have 
more than one).

PAs who also have a card 
account can view them here.

The home page for program administrators provides:

• Balance information

• Access to quick actions and functionality such as:
̶ Managing users
̶ Viewing statements and making payments
̶ Accessing our Tools and Card Assistant



Managing Users



User Roles Defined

GCA User Roles
• Global Program Administrator: Full administrative privileges over all billing accounts, including:

• Create / maintain users, reset passwords, unlock users, and re-send the Welcome Email
• Create Account Request Keys (if applicable), and approve Online Account Requests
• View statements and make payments

• Scoped Program Administrator: Similar functionality to the Global Program Administrator, but only over select billing accounts
• Scoped Program Administrators will not be able to create other Administrators if the card program is not organized into a GCA ‘company’

• Account Request Approver (role specific to approving Card Requests if GRAM GAR is being used):
• If ‘Account Requests with Manager Approval’ is built, Group Approvers approve Account Requests before the Program Administrators

• Cardholder
• The owner of the card account. Can view balance information, statements / payments, set / manage alerts, view and change PIN, lock card, and 

activate card
• Proxy User

• Can view statements, make payments, and view balance information on the Cardholder’s behalf
• Global Auditor

• For all billing accounts, has read-only access to user profile information, and access to statements and balance information
• Scoped Auditor

• Same functionality as the Global Auditor, but only for select billing accounts



Managing Users: Cardholders and Proxy Users

Emily Bryan

Click on the ‘Cardholder’ tab 
to see any card accounts 
associated with the user.

An ‘X’ under ‘Account owner’ indicates that the user is the 
primary Cardholder for the card. If there is no ‘X’, then the 
user is a ‘Proxy User’ for the card.

You can select ‘Add accounts’ to make the user a ‘Proxy User’ 
for other card accounts. You cannot make a user the primary 
Cardholder for a card, as that is a self-registration functionality 
only.



Managing Users: Creating New GCA Users (versus having User Self Register)

• Navigate to Administration | Users and from the ‘Create’ drop-down select 
‘Create User’

• Enter the requested information about the user

• Click Save and Continue

• Assign the role(s)

• The user will receive a Welcome Email guiding them through registration / 
login

While Program Administrators can create Users in GCA, the only time Program Administrators need to create 
users on GCA is when the self registration is required and the PA chooses to set-up the User as opposed to them 

self-registering.

Please refer back to the table we discussed earlier if unsure.



Managing Users

Program Administrators can also manage Users.  To take an action on a User, navigate to Administration > Users. Users who 
are enrolled in GCA will display.  Which Users display may vary by your role (e.g. Scoped Program Admins will only see 
Users in their scope).

Click the User name under the Name column. Here you are able to take additional actions such as View Full Details, Reset 
Password, Resend Welcome Email or Deactivate User. If the User is locked an additional action will display listed as Unlock 
User.  Note that you can also filter by Name, User ID or Email Address.

If your program has multiple billing accounts, you have the ability to filter your search by clicking on the double arrows on
the top left. This will provide you with a window to specify a specific Corporate Account number.
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Managing Users:  Password Reset

• Once logged into GCA the PA will 
hover over the administration 
option at the top and select 
users.

• You will then find the user that 
needs a password reset.  Hover 
over their name. There will be a 
down arrow to display, you will 
select this.

• Once selected there will be a 
pop up and one of the options 
will be to reset password. 

• Please note if the users email 
has changed since the initial 
setup you can select the “view 
full details”, update the email 
and then reset the password. 



User Enrollment Report

Navigate to Enrollment Report from the top of the Program Administration Dashboard

• A filter is available above each column to allow you to easily search

• You can filter on a particular corporate account using the Advanced Filter (on the left-hand side)

• If a Cardholder did not register their card in GCA, the User Name will appear as “No associated user”.

To download the Enrollment Report:

• Select the checkbox for each account you’d like to display in the report and click download.  For a full report, click the box 
in the header.

• Select the download format and follow the prompts to save or Open the file.

Program Administrators can view 
which users have/have not 

registered for GCA.  The User 
Enrollment Report displays all 

card accounts within your scope.  

NOTE:  The GCA Report is the best 
report to run to see if a card is 
activated as opposed to those 

available in GRAM/Works.



Account Requests thru GCA

This feature is only available if Global Account 
Requests (GAR) has been set up on GRAM.  

Not available for Works clients.



Managing Account Requests
GCA’s ‘Account Request’ functionality allows Program Administrators to create passcodes, or ‘keys’, that Cardholders use to request 
a card account from the GCA login page:

1. Program Administrator creates the key. A key can be configured with different rules and prompts for Cardholders (such as  
requiring they enter their employee ID)

2. Program Administrator shares the key with card applicants. Usually, a single key is created and shared with each applicant

3. The applicant navigates to the GCA login page, selects ‘Apply Now’, enters the key, and then completes the online application

4. Once the application is submitted, the Program Administrator is able to approve or deny the application, and edit all the card details

Copy the key name and share it with the applicant

Use the 
‘Create’ drop 
down to create 
a new key.



Account Request Key Creation and Settings

• Account Request Keys are created and maintained by 
the Program Administrators

• Keys are associated with a single billing account, and 
typically only a single key is needed per billing account, 
though you can create multiple keys per billing account 
if you need different keys with different settings

• For example, you may want one key that allows 
Cardholders to request a particular credit limit, 
and another key that does not prompt for ‘desired 
credit limit’

• If the option for ‘Require Manager Information’ is 
enabled, then during the application process the 
Cardholder will be prompted for their manager’s name 
and email address. GCA does not send any 
communication to the manager, rather this information 
travels with the application to the Program 
Administrator so they have additional information 
about the applicant that can be used to verify them

Friendly Business Co.



Applying for a New Card

From the GCA login page, applicants select ‘Apply now’, 
and on the subsequent page enter the Account Request 
Key and then click ‘Continue’.
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Applying for a New Card (Continued)
Once the key has been entered, the applicant can complete the card application, as seen below.

After the application has been submitted, the applicant receives a confirmation message with an application number, which can be entered on 
the GCA login page to check the application status. A confirmation email is also sent to the applicant, and the Program Administrators receive 
an email advising that an application is pending their approval.



Sample Account Request Emails

Sample email to applicant Sample email to Program Administrator



Approving an Account Request

To approve an account 
request, navigate to 
Account Requests >
Approvals > Program 

Administrator, select the 
application and select 
‘Complete & Approve”.



Approving an Account Request

To approve an 
account request, 
navigate to Account 
Requests >
Approvals > Program 
Administrator, select 
the application and 
select “Complete & 
Approve”.



Approving an Account Request (Continued)

• Confirm / edit the card details as 
necessary and select ‘Approve’.

• Click ‘Reject’ to deny the request.
• Click ‘Save Updates’ to save any 

updates you’ve made. This will leave 
the request in a draft status, and you 
can come back to complete it.



Approving an Account Request (Continued)

• Confirm / edit the card details as 
necessary and select ‘Approve’.

• Click ‘Reject’ to deny the request.
• Click ‘Save Updates’ to save any 

updates you’ve made. This will leave 
the request in a draft status, and you 
can come back to complete it.



Account Request Approval Email



Statements and Payments



Statements and Payments
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Home     Account Requests    Administration   Bank User

From the Quick actions menu, you can 
access your online statements, download 
transactions.



Home      Statements         Help

Statements (Continued)
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Or select VIEW LAST STATEMENT 
to download the most recent 
statement.

Statements

Account Activity

Payments

My Bank Accounts

View Authorization Requests

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



Statements and Payments
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From the Quick actions menu, 
you can access your online 
statements, download 
transactions.



Viewing Statements
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Select Statements to display the 
list of recent statements.

Friendly Business Co.



Making a Payment
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To make a payment, select Payments from the top menu1

Enter account details, then click ‘MAKE PAYMENT’

Friendly Business Co.

2

Note: If your organization uses blocks/filters for ACH Debit, you need 
to complete any paperwork unique to your bank to add the filter 
(3001190310) as payments initiated through GCA process as an ACH 
Debit. 

If you will be using a Bank of America account for payment, you still 
need to add this filter.

Failure to do so will result in your payment rejecting and late fees 
will be incurred.



Making a Payment

To make a payment, select Pay

Note: If your organization uses blocks/filters for ACH Debit, you need to complete any paperwork 
unique to your bank to add the filter (3001190310) as payments initiated through GCA process as an 
ACH Debit. 

If you will be using a Bank of America account for payment, you still need to add this filter.

Failure to do so will result in your payment rejecting and late fees will be incurred.

Enter Payment Details, click Continue, add Account if adding a new Account



Making a Payment

By clicking the Submit button, I authorize Bank of 
America, N.A. to debit the bank account specified above 
in the amount(s) specified above. If I am a Canadian 
user, I acknowledge and agree that such debit(s) will be 
made pursuant to the pre-authorized debit agreement 
entered into by me in favor of Bank of America, N.A. Prior 
to the payment being processed, I may revoke my 
authorization for scheduled payment(s) by canceling the 
payment(s) in Payment History.



Statements and Payments
Cardholders will see the Statements and Payments option on their GCA landing page only if your company is configured to allow the Payments function and your program is 
not corporately billed.  For corporate billed programs, Only Program Administrators see Payment option.
Users select Statements they want to download or make a payment by selecting Pay and entering payment details.
For Program Administrators, when clicking on View Statements under the Quick Actions menu it will take you to a new page where you will click View Statements to see the 
most current or click the tab Statements/Account Activity.
Account Past Due Message will be displayed for Cardholders (if individually billed program) or Program Administrators on Past Due accounts on top of the page highlighted 
in red.



Friendly Business Co.

Viewing Statements

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



Payments
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.



Payments (Continued)
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Below are emails that generate when a payment is scheduled, changed orcanceled:



Cardholder Dashboard



Viewing Account Summary and Recent Card Activity

44

Home     PIN Check    Card Management

Julian West

Jim’s Electrical Solutions

Budget Airlines

Julian West - 0542

Under Recent activity, Cardholders 
can view recent authorizations, 
posted transactions and declines

Balance, credit limit, and payment 
information are available under 
Account Summary

If set up for Alerts, the Decline 
Alert does not include the 
reason however, the  Cardholder 
can click into the decline to see 
the decline reason from their 
Home Screen in GCA.  Note that 
this is only available to 
Cardholders.  A PA cannot see 
Decline Detail.



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.



User Profile Self Management



PIN Check and PIN Change



View PIN
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Julian West - 2020

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

After clicking Show my 
PIN, the digits of the PIN 
are displayed one at a 
time…have your pen 
ready

3
2

1 Click this link to view the card’s PIN

Home     PIN Check    Card Management

Julian West



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

2

Julian West - 2020

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

Home     PIN Check    Card Management

Julian West



GCA Mobile Application
(In App Store: BofA Global Card Access)



GCA Mobile App

Real-time account information anytime, anywhere
• View individual account information
• Securely view your unique card PIN
• Provides contact information for Servicing

Quick actions for added security
• Temporarily lock a card to prevent unauthorized use

Convenient options for self-service tasks 
• Update contact information

Additional, robust capabilities are available via Global Card 
Access Online
• Review/Download up to 18 months of digital statements
• View PIN/Create a custom PIN
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Additional features 

• Activate and register a new card
• Login using biometrics 

authentication 
• Review credit limit, balance, 

available credit and recent card 
transactions in the dashboard

• Drill into transaction details that 
include decline reasons and 
enhanced authorization information

• Lock/Unlock Card
• Manage select alerts directly within 

the mobile application
• Maintain profile and account 

security information
• Recover user ID and password 
• Contact Servicing

A convenient way for Cardholders to access card account details anytime, anywhere 



Accessing GRAM or Works
(if applicable)



Friendly Business Co
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Accessing GRAM or Works

• If you also use Global Reporting and Account Management 
(GRAM) or Works to manage your card program, those 
platforms can be accessed under ‘Related Links’

• If your program is enabled for ‘single point of access’, you will 
not be prompted for additional login credentials. If your 
program is not yet enabled for ‘single point of access’, then 
you will land on the GRAM or Works login page and can log in 
using those separate login credentials



Helpful Resources and Support Contacts



Helpful Resources and Support Contacts



Helpful Resources

Global Card Access: 
https://cardportal.works.com

Contacts:
Card Digital Services
Call: 1.888.715.1000 Option 2, 4
Email: CardDigitalServices@bofa.com

Company Level Support
Call: 800.822.5985, Option 1
Email: ccs_team_servicing@bankofamerica.com


