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OVERVIEW AND RESOURCES 
CWB’s business credit card offering includes a U.S. dollar card, a low-rate card, and two rewards cards 
—that will meet a range of needs for businesses of different sizes and stages.  

 

CWB credit cards have a cash back rewards program, premium benefits, and insurance for eligible 
cardholders along with: 

• real-time employee card issuance,  

• configurable spend controls,  

• access to customized reporting and more! 

 

The enhanced digital capabilities will help you better manage your account online.  

 

This user guide assists and orients CWB Business Credit Card clients to the CWB Business Credit Card 
Portal and outlines the functionality within it.  

  

HOW TO USE THIS GUIDE 

 
Ctrl + left click - The topics in the Table of Contents is hyperlinked. Entering Ctrl + left click will take you 
to each section directly.  
 
Ctrl + F – This will open a search box. Enter the topic in the search field and the results set will show 
you every instance of the search term in the document.  
 
Quick Steps – Some sections within this Guide may have a “quick steps” section. This provides fast 1-2-
3 steps with screen likenesses. Detailed instructions with screen shots are posted after the Quick Steps 
section for more information and assistance.  
 
Navigation - Navigation within CWB Business Credit Card Portal is best done using: 

Navigational arrows and buttons provided:  

Not the browser buttons:  
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RESOURCES 

Our experts can be reached at: 

 

 Email: 

support@CWBbusinesscreditcards.com  

 

 Client Support 

Monday to Friday (5AM – 8:00 PM Pacific and 8AM - 11:00PM Eastern) 

Canada & USA: 1-877-252-4288 International (collect): 647-252-4216 

 

 

 

CWB Website   

  

CWB Relationship Manager or Banking Centre staff 

mailto:support@CWBbusinesscreditcards.com
https://www.cwbank.com/en/business/credit-cards
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GENERAL QUESTIONS 
ACTIVATION 
Once I have been approved, when do I get my card?  

Your Digital Welcome Package provides you with immediate access to your new digital card. The 

Business Credit Card Portal allows you to access your credit card number, expiry and CVV number 

online – all the details needed to start making online purchases or add to your mobile wallet for in-

person Point-of-Sale (POS) transactions. There’s no need to wait for your physical card! 

You will receive your new Physical Welcome Package and your physical card within 7-10 business 

days of receiving your Digital Welcome Package, depending on your location and Canada Post 

volumes. 

What is included in my Welcome Package? 

Your Digital Welcome Package, which is emailed to you, provides a link for you to log in to the online 

portal where you can access: 

• your digital card,  

• functionality to manage your account, 

• your legal documentation such as Cardholder Agreement, Product Benefits Guide and other 

disclosure documents outlining interest rates and fees associated with your card as well as 

other information like minimum payments, grace periods and insurance coverage.  

Inside your Physical Welcome Package, which is mailed to your business address, you will find your 

new credit card and welcome letter outlining how to activate your card and other important 

information about card usage.  

How do I activate my new card? 

Your Physical Welcome Package includes the activation URL. Navigate to the activation link where it 

takes less than 1 minute to complete the card activation process.  

You can activate your card online or by calling our Client Support Team and selecting option 2.  

NOTE: activation is only required for your physical card – you don’t need to activate to make 

purchases using your digital card information. 

If one new card is activated, will all cards on the account automatically activate?  

No, each cardholder activates their own card to protect the security for account and each cardholder.   
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CARD USAGE, PLATFORM FEATURES AND BENEFITS 
REWARDS EARN 

You earn rewards with the CWB Echelon Rewards Business™ and CWB Echelon Rewards+ Business™ 
Mastercard®.  
 

With both cards, you - earn rewards by making purchases or by using your card through select retail 
partners through inCard and eShop offers with the CWB Rewards program. 

 

How do I earn rewards on my CWB Business Credit Card? 

You will earn rewards on every purchase you make with your CWB Echelon Rewards Business and 
CWB Echelon Rewards+ Business Mastercard. The base rewards rate is dependent on the type of 
CWB Business Credit Card selected.  

What is inCard? 

inCard offers are embedded directly into your credit card, meaning all you need to do is use your 
card at participating merchants in-store or online to earn the advertised points bonus. 

 

What is eShop? 
 

eShop offers are online only and can be accessed through the Rewards section of the CWB 
Business Credit Card Portal. 

 

What are CWB Rewards powered by Brim and how does that increase the rewards I earn? 

CWB has partnered with Brim to offer you more rewards when you use your CWB Business Credit 

Card to shop at select retailers and merchants both in person and online. Hundreds of different offers 

are available, including brands like Apple, Indigo, Lululemon, Avis, and Budget to name a few. 

You can earn up to 30% back in points at these partners through the CWB Rewards program. All 

offers are accessible through the CWB Business Credit Card Portal.  

All inCard and eShop offers displayed in the CWB Business Credit Card Portal represent the total 

points you will earn on an eligible partner transaction. inCard and eShop Rewards replace the base 

earn rate associated with your CWB Business Credit Card. 

What do I have to do to opt into CWB Rewards powered by Brim? 

Absolutely nothing! All merchant offers can be viewed or accessed through the CWB Business Credit 
Card Portal under the Rewards tab.  

You will have access to inCard offers automatically, just by using your card. Partners with inCard 
offers include Amazon, Indigo, Sunwing, Avis, Budget, Contiki, Bloomberg, Hello Fresh and others.  
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To access eShop offers, log into your CWB Business Credit Card Portal and click on the partner/offer 
you want to take advantage of. You will be redirected to their e-commerce website, and you simply 
need to use your CWB Business Credit Card as the payment method at checkout. Partners with 
eShop offers include Apple, Lululemon, Nike, Patagonia, and others. 
 

REWARDS REDEMPTION 
How can I redeem points my business has earned? 

You can redeem your rewards in two ways: 

1. You can redeem as cashback under the “Make a Payment” button on the Dashboard. Choose the 

total amount of your accumulated rewards or choose a custom amount to redeem. The amount 

of your chosen points value will reduce your total balance due the following business day. 

2. You can also redeem against specific transactions made in the past by clicking the '+' icon to the 

right of the transaction in the transaction listing.  This means you can put your points towards 

specific purchases like a computer or a flight, making those transactions completely free! Your 

total balance due on your next statement will be reduced by the amount of that transaction you 

redeemed against. 

Can anyone redeem points on the card?  

Rewards points on the credit card account can only be redeemed by the Primary Cardholder or any 

Admin (Full Access) user.  

What is the difference between the “earn rate” and the “redemption rate”? 

The “earn rate” is the rate that rewards are earned on the card.  

• CWB Echelon Rewards Business Mastercard earns 0.5% on ALL purchases. This means 0.5 

points are earned for every $1 spent. 

• CWB Echelon Rewards+ Business Mastercard earns 1.5% on ALL purchases. This means 1.5 

points are earned for every $1 spent. 

The “redemption rate” is the rate points are redeemed. For both rewards earning cards, 1 point is 

equal to $0.01. Another way of saying this is for every 10,000 points; $100 in value is received.  

Is there a limit on the number of points I can accumulate and redeem?  

There are no limits! You earn points on every eligible purchase and can redeem as many points as 

you want, at any time.  

How long does it take for a point redemption to appear on my account? 

You will see the points deducted in real time and the credit will be reflected in your account balance 

in approximately one business day. 
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INSTANT LOCK CARD AND BLOCK TRANSACTIONS 
How can I lock my card if I misplace it? 

If you misplace your card or are worried someone else is using it, you can instantly lock your card in the 

CWB Business Credit Card Portal. Primary and Admin (Full Access) are also able to lock cards of 

additional cardholders.  

If you believe your card is permanently lost or stolen, please go to your My Card section on the CWB 

Business Credit Card Portal and request a new replacement card.  

Lock your card immediately if you see any fraudulent activity on your account. Alternatively, you can 

call Client Support at 1-877-252-4288 to report your card as lost/stolen. Client Support will assist you 

in canceling your existing card and issuing a replacement card. 

What is Lock Online or Lock Foreign? 

You can customize your own security features on your card or the cards of additional cardholders. 
Lock online transactions when you know you will not be using your card for any e-commerce 
transactions. This protects against fraudsters attempting to use your card information online. Lock 
foreign transactions when you know you will not be spending in a foreign currency. 
 
You can turn these toggles off and on as you continue to use your card – everything is in real-time 
so you can turn the lock off, make an online or foreign transaction, and then turn it back on again to 
better protect yourself. You will also be notified if a transaction is attempted when the card is locked.  

 

Who can lock the cards of additional cardholders? 

If you are a Primary Cardholder or an Admin (Full Access) user, you can lock the cards of additional 
users and customize how additional cardholders can spend on the account.  

INSTALLMENT PAY 
What is Installment Pay? 

Installment Pay is a unique feature allowing you to divide purchases over $500 into smaller monthly 

payments, making it easier to manage larger purchases.  

Installment Pay may be spread over 3, 6, 12 months. Please refer to your Cardholder Agreement and 

disclosure statement for eligibility and terms and conditions. 

Am I charged interest on installments? 

No! Interest is not charged on purchases you pay over installments. Your monthly installment 

payments are the original purchase price divided by the number of months you have chosen to 

spread the installments over, plus a monthly processing fee of 1% of the original purchase price.  
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Is there a fee to set up an installment?  

No! There is no set up fee, just a monthly processing fee on the installment which is 1% of the original 
purchase amount. This is charged monthly for the duration of the term. 

 

How do I setup an installment? 

Setting up an installment is done in the CWB Business Credit Card Portal, making it incredibly easy. 

Select an eligible* transaction under the Installments tab on the Activity page, choose a duration to 

install over and confirm. Primary Cardholders and Admin (Full Access) users can set up Installment 

Pay on an account. 

*Installment pay cannot be used for restaurant or alcohol purchases and transactions must be over 

$500.  

How do I pay off my installments? 

Your monthly installment payments and processing fee will appear on your monthly statement and 

will be reflected in your minimum payment for that billing cycle. 

Can I pre-pay my installment plan? 

Yes! Pay off your installment plan at any time by paying the full amount. You can also email 
support@CWBbusinesscreditcards.com to cancel your installment plan.  

Can I cancel my installments?  

You can cancel an installment plan at any time. Any unpaid installment balances will become due 
and owing as if they were ordinary purchases on the account. Please refer to the Cardholder 
Agreement for additional information.   

Do I earn points on my installments? 

Yes! If you have a rewards card, you will earn points on the original purchase. 

How long can I install for? 

Our installment plans range from 3, 6 and 12-months options. You choose the duration that best fits 

your needs. 

How does Installment Pay affect my available credit? 

When setting up an installment plan, your available credit will be reduced by the original purchase 

price and will increase as you pay your monthly installments.  

 

mailto:support@CWBbusinesscreditcards.com
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MOBILE WALLET & CARDS 
What Mobile Wallet can I add my credit card to? 

You can add your CWB Business Credit Cards to the following Mobile Wallets: Apple Pay, Google Wallet, 

Samsung Pay, Fitbit Pay or Garmin Pay. 

How do I add my credit card to a Mobile Wallet? 

On your preferred device (Apple phone, Google phone, etc.), open the Mobile Wallet app or payment 

app to initiate adding your credit card to the wallet. Enter your credit card details into the wallet or 

payment app and click on continue. Accept the terms and conditions, and you will receive an SMS or 

emailed one-time passcode that you will insert into the wallet app or payment app when prompted. 

That’s it! You can then begin using your card on any of the wallets listed above. 

If you don’t receive a passcode, please call Client Support at 1.877.252.4288. 

NOTE: if you don’t complete verification within 24 hours, you’ll need to restart the process. 

How do I use my card through a Mobile Wallet? 

Using a Mobile Wallet is very similar to tapping your card/making a contactless purchase. Initiate 

the use of your Mobile Wallet on your device and then move your phone or device towards the 

contactless section of the point of sale. 

Is there a limit on the amount I can spend through a Mobile Wallet? 

CWB has not set a limit on the transaction amount you can pay using a Mobile Wallet on a CWB 

Business Credit Card. Some merchants do, however, restrict transaction amount, so it may vary from 

merchant to merchant. If there is a cap, most merchants set it at $150-$250. 

Can I tap my card? 
 

Yes, you can! All CWB Business Credit Cards are contactless, meaning you can tap your card instead 
of inserting your card and entering your PIN. 
 

Is there a limit on the amount I can tap?  

Yes, you can tap for any transaction up to $250. If the transaction is above $250, it will automatically 
prompt you to insert your card after trying to tap – it will not decline your transaction. 
 
NOTE: The tap function cannot be turned off.  
 

How do I set or change my PIN? 

During online activation, you can set your PIN digitally. If you forget your PIN or need to change it as a 

security measure, you can do so in real time through the CWB Business Credit Card Portal.  
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Navigate to “Cardholders & Admins” section under “My Account” and click Change PIN. This will prompt 

you to enter your card number and allow you to change your PIN. Your card with your new PIN will 

be ready to use on your next transaction.  

ADDING CARDHOLDERS 
 

This functionality allows a Primary or Admin (Full Access) user to add and delete cardholders or 

administrators to the account in real time. Each cardholder immediately receives a welcome email 

with access to the CWB Business Credit Card Portal and their digital card. 

How can I add an additional cardholder to the business account? 

You can add up to a maximum of 15 additional cards to your account by going to “Cardholders & 
Admins” under the Account Management section of the CWB Business Credit Card Portal.  
 
If more than 15 additional cards are needed on your account, you can subscribe to the CWB Business 
Pro Package which allows for unlimited cardholders.  
 
NOTE: Applicable additional cardholder fees will apply. 

 

How can I set or edit spend limits for the additional cardholders on my account? 

You can set spend limits under the “Cardholders & Admins” section of the CWB Business Credit Card 

Portal. Each cardholder can have their own unique spend limit that resets at the end of each billing 

cycle.  

Setting spend limits does not reduce the overall company credit limit, it just limits what cardholders 

associated with the business account can access of the total company credit limit. 

Do I earn points on the spend of my additional cardholders? 

Yes! If you have a rewards card, all transactions made by additional cardholders will earn the same 

number of points as if the Primary Cardholder made the transaction. All points accumulate up to 

the company level in the credit card account. 

Can I track the transactions completed by my additional cardholders? 

You will be able to see all transaction activity of your additional cardholders in the Business Credit 

Card Portal. The Primary Cardholder or Admin (Full Access) user can also filter by additional 

cardholder to track transactions on an individual level. The additional cardholder can only view their 

own transactions within the CWB Business Credit Card Portal.  
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PAYMENTS 
How can I make a payment to my account? 

Canadian dollar credit card payments can be made through the CWB Business Credit Card Portal 
using an Online Payment or AutoPay. You can also make a bill payment through your financial 
institution via online banking or in person. 

US dollar credit card payments must made through the CWB Business Credit Card Portal using 
Online Payment or Autopay. USD Credit Card Payments should be made from Canadian USD bank 
accounts, or they may be rejected by the sending financial institution. If it is not rejected and a non-
USD payment is made to your credit card account, foreign exchange rates may be charged by the 
sending financial institution. 

How can I make a bill payment online? 

We accept payments from all major Canadian financial institutions. Navigate to the bill payments 

section of your bank or credit union’s online banking platform and search for “CWB Business 

Mastercard” as your bill payee. Once you add CWB Business Mastercard as your payee, enter your 

business credit card number under the account number section and type in the amount to be paid. 

Payments made through the Bill Payment system take 2-5 business days to reflect in your account. 

NOTE: A USD credit card payment cannot be made from a USD account through the Bill Payment   

system. Please make USD credit card payments through the Business Credit Card Portal. 

Can I recall a payment made to my account?  

If you've overpaid your account, please contact your Relationship Manager to request a refund. 

Can I pay my USD card in USD funds?  

Yes! A USD credit card payment must be made from a Canadian USD bank account via the CWB 

Business Credit Card Portal.  

NOTE: A USD credit card payment cannot be made from a USD account through the Bill Payment 

system. 

Can I set up an automatic payment to my account? 

Yes! This is called AutoPay and you can set up an automatic payment for a minimum amount, fixed 

amount, or the total balance owing.  

If you set up AutoPay to pay the full balance or the minimum payment amount due each month, 

your payment amount will automatically adjust to reflect these amounts.  

If you make a mid-billing cycle ad hoc payment for an amount greater than your AutoPay amount, 

AutoPay will not run for that statement period. 
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Will my available credit limit change if I make a payment prior to the statement due 
date? 

Yes, as you make monthly payments on your account, the available credit limit for the company 

and Primary Cardholder goes back up by that amount (minus any fees or other charges); this 

includes any payments you make prior to the payment due date. This does not, however, change 

the available credit for additional cardholders.  

If you need to make credit available for additional cardholders mid-billing cycle, there are 2 

options: 

• Make a bill payment directly to the cardholder by using their 16-digit credit card number 

instead of the Primary card number, OR 

• Make a regular payment to the Primary cardholder account and then increase the spend 

limit for the additional cardholder. 

STATEMENTS  
Will my statement show what is spent for each cardholder? 

A Primary Cardholder or any Administrator can access account statements. This information can 
be filtered by individual users showing everything an authorized cardholder has charged for that 
period.  
 
An authorized cardholder can access only their transactional activity and not any statement 
information.  

Can I have electronic statements? 

Yes, our primary delivery of statements is electronic. If you wish to opt for paper statements instead, 

you can update your preferences at any time via the Statements section under the Email 

notifications section of the CWB Business Credit Card Portal. 

How am I notified when my statement is ready? 

You will receive a link via email taking you to your monthly statement. It can also be accessed via 
the CWB Business Credit Card Portal at any time. In the Activity section, you can view and download 

your current statement as well as up to 40 previous statements. 

Paper statements are sent at no cost should you choose this option. Please refer to the Disclosure 
Statement for a complete fee schedule.  

ACCOUNT MAINTENANCE 
Do I need to call Client Support to change the information on my account? 
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No, it’s easy and safe to make changes to your account on your own via the CWB Business Credit 
Card Portal. You are always welcome to speak with one of our Client Support agents if you’d like 
help with your account or updating your information.   

 

Here’s a list of account settings you, as the Primary Cardholder or Admin (Full Access) user, can 
update or change within the portal: 
 

◗ Business address   

◗ Business industry 

◗ Contact information for cardholders 

◗ Monthly spend limits for cardholders 

◗ Travel notices  

◗ e-Statements or Paper Statement preference 
 

Here’s a list of settings all users can update or change within the portal: 
 

◗ Password to access the portal 

◗ Contact email 

◗ Contact phone number 

◗ PIN on your card 

◗ Email communications (opting in or opting out of various email notifications) 

◗ Setting travel notices 
 

NOTE: changing your address in the CWB Business Credit Card Portal does not change the 
address within any other CWB systems. Please contact your Relationship Manager to assist you in 
changing your address throughout CWB.  
 
It is a best practice to select the “Google” drop down address option when possible.  
 

SECURITY & CREDIT 
Credit Limits 

How can I change my company credit limit? 

Please contact your Relationship Manager at CWB or visit your local CWB Banking Centre. Our 

banking centre staff will be happy to review your request.  

Can I change my access permissions?  

You can’t change the access permissions for a user. See the summary of permissions available to 
each user. The Primary Cardholder or Admin (Full Access) can assign a different role to a user. 

 

FRAUD ALERTS 
What are fraud alerts? 

As you use your card, our system will automatically learn your spending behavior and habits. If there 

are certain transactions our system deems as potentially fraudulent, you will receive an alert. For 
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example: a transaction coming from another country, while all other transactions are made in 

Canada. We may block the transaction and alert you. This keeps your account safe and protects 

you from fraudulent attempts on your card. 

What do I do once I receive an SMS or email fraud alert? 

The SMS or email fraud alert will identify the transaction deemed high risk and include information 

such as the transaction amount, the merchant, and transaction date/time.  

You can respond “Valid” or “Fraud” through the SMS alert or the email alert indicating whether you 
performed the transaction, or if it is fraudulent. If you respond Valid, you can continue to use your card 
unencumbered. If you respond Fraud, your card will immediately be blocked for future transactions.  

If you do not respond within the allotted time frame, you may need to contact Client Support.  

TRAVEL NOTICES 
What are travel notices? 

Within the Business Credit Card Portal, you can set travel notices whenever you are leaving for an 

international destination and will be using your CWB Business Credit Card. Setting a travel notice 

automatically updates our system.  

NOTE: this does not mean your card will never be blocked for suspected fraud while a travel notice 

is in effect as there may be other factors indicating potential fraud. 

How do I set a travel notice? 

Travel Notices are set under the My Account section of the Business Credit Card Portal. You can 

choose a city or country and then identify the travel dates and confirm.  
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PERMISSIONS/ACCESS CHART 
 

The following chart indicates the functionality of the credit card roles of Primary, Admin (Full Access), 
Admin (View Only), and Authorized Cardholder (additional cardholder).  
 
An account must have either a Primary Cardholder or an Admin (Full Access) user.   

  Primary 
Cardholder 

Admin 
(Full Access) 

Admin 
(View Only) 

Additional 
Cardholder 

Activate A New Card Only their card   Only their card 

Add Additional Cardholders ✓  ✓    

Add New Admins ✓  ✓    

Change Business Information ✓  ✓    

Change PIN Only their card   Only their card 

Download Transactions ✓  ✓  ✓  Only their card 

Enable CWB Business Pro Package ✓  ✓    

Lock/Unlock Cards ✓  ✓   Only their card 

Set Travel Notices ✓  ✓   Only their card 

Look Up/View Accounts  ✓  ✓  ✓  Only their card 

Make Online Payment in the Portal ✓  ✓    

Setup Autopay ✓  ✓    

Receive Purchase Notifications ✓  ✓   Only their card 

Modify Additional Cardholder Spend 
Limits and other details 

✓  ✓    

Redeem Points ✓  ✓    

Remove Admins & Cardholders  ✓  ✓    

Report Lost/Stolen Cards ✓  ✓   Only their card 

Set Up Accounting Software 
Integration 

✓  ✓    

Set Up Installment Pay ✓  ✓    

Search Transactions ✓  ✓  ✓  Only their card 

Statements – Change Delivery Options ✓  ✓    

Access Statements ✓  ✓  ✓   

Update Personal Information  ✓  ✓  Only their own Only their own 

View Card Details  ✓  ✓  ✓  Only their card 

View Rewards Offers ✓  ✓  ✓  ✓  

View Individual Transactions ✓  ✓  ✓  Only their card 

View Company Spend ✓  ✓  ✓   
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CWB BUSINESS CREDIT CARD PORTAL 

CARD ACTIVATION  

Instructions to activate a CWB Business Credit Card are available in your Physical Welcome Package.   
 
The URL to activate is listed in the letter itself while the card carrier also has a scannable QR code. Each 
of these will take you to the card activation page.   
 
Activation - Quick Steps 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Activation – Detailed Steps 
A cardholder can also access the Activation flow from the CWB Business Credit Card Portal login page.  
 
Click Activate.   
 
 
 
 
Step One: Enter your 16-digit credit card number.  
Check “I’m not a robot” 
 
Click Next.   
 
 
 
 
 

Step One 

•Enter your 16 digit card number

•Click "I'm not a robot"

•Click Next

Step Two

•Enter the 4-digit code sent to your email

•Click Next

Step Three

•Choose your PIN number

•Click Next

Step Four

•Accept the Electronic Access Agreement

•Click Activate

•Congratulations! Your card is active. 
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Step Two: Enter the 4-digit email code you’ve been sent. 
 
Click Next.  
 
 
 
 
 
 
 
 
Step Three: Create your password for online access. 
 
NOTE: this is only if you haven’t already created your password 
when accessing your account via your Digital Welcome 
Package.  
 
Click Next. 
 
 
 
 
 
Step Four: Set your PIN number. Your PIN number can be 
changed at any time within the portal.  
 
 

 
 
 
 
 
 
 
Step Five: Accept the Electronic Access Agreement. 
 
Click Activate. 
 
 
 
Congratulations! Your card is active.  
 
You can navigate to the portal from this page.  
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LOGIN 

You can access the CWB Business Credit Card Portal via the login page. 
https://businesscreditcard.cwbank.com/webportal/cwb-login 

 
 

1. Enter credentials – Email and 
Password 

2. Click Login. 
3. Enter one-time Password (if 

needed) 

4. Activate the physical card (if needed) 

5. Reset password (if needed) 
 
NOTE: One-time Password 
Authentication is required when logging 
in for the first time and when accessing 
the portal from a new IP address. 
 

EXPLORING THE DASHBOARD 

Once successfully logged in, the dashboard appears and provides an account overview. This overview 

will depend on user permissions and users can view and access details on their accounts.  

The dashboard view for a Primary Cardholder or an Admin (Full Access) allows these roles to view 

their information and those associated with other cardholders and users.  

NOTE: the CVC number will not show for anyone except the cardholder.  

As the Primary Cardholder or Admin (Full Access) user, you will be able to view the following account 

related information on the dashboard: 

1. Company Spend Info 

a. Business Credit Limit - the 

maximum credit available on the 

account 

b. Current Balance - current amount 
owed on the account including all 
cardholder transactions, fees and 
payments. Pending transactions 
and pending payments are not 
included. 

c. Available Spend – The account 
credit limit minus the current 
balance and pending 
transactions. Pending payments 

https://businesscreditcard.cwbank.com/webportal/cwb-login


 

22 
Canadian Western Bank  CWB Business Credit Card – August 2024 

are not included. 
d. Total Points – current points balance (available for applicable cards) 

2. Cardholders 

a. Search for employees 

b. Balance for each employee 

c. View employee card details 

d. View employee detailed spend  
3. Recent transactions for Primary and 

additional cardholders 

The Primary Cardholder or Admin (Full Access) 
user, the dashboard acts as a conduit for other 
functions within the portal such as: 

1. View Primary card details 
2. Lock and unlock – all cardholders 
3. Lock and unlock online – all cardholders 
4. Lock and unlock foreign transactions – all cardholders 
5. Make a payment 

 

If you’re an additional cardholder on the account, 

you will be able to perform the following actions 

within the CWB Business Credit Card Portal for your 

card only:  

1. View card details  
a. Lock and unlock card 
b. Lock and unlock online 
c. Lock and unlock foreign  
d. View card transactions 

2. Your spend info 
3. Your top merchants 
4. Your spend breakdown 
 
 
Navigation in the portal can be done through: 
 
Tabs at the top of the page. 
 
 
Clicking on a Tile Link. 
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Navigating to My account under the cardholder’s name.  
 
 
 
If you have more than one credit card account profile, 
you may also switch between accounts with the  
Switch account feature. Your email address and Date of Birth must be the 
same on each account profile to be able to navigate between them, and you 
must also have activated your profile on each account. 
 
 
 
 
 
 

VIEW CARD DETAILS 
 
As a cardholder, you can digitally access details including card 
number, expiration date and CVC. 
 
 

LOCK/UNLOCK CARD 

As a cardholder, you can lock/unlock your physical and digital card in real time. You can also lock/unlock for 

foreign (out of country) transactions or lock online to block e-commerce transactions. You will not be able 

to access your card for any transactions when your card is locked.  

◗ When the card is locked, the locked card icon will appear on your card. 

◗ This action will be enabled in real-time. 

◗ Until disabled, the unlock card option will be available for you. 

 

If you have a USD card, the ‘lock foreign’ feature will block all non-USD transactions. 
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VIEW RECENT TRANSACTIONS 

Individual cardholders can only view transactions made on their own card. Primary Cardholders and 

Admin roles can review 

transactions completed by all 

cardholders.  

 

You have the option to toggle 

on/off to view or hide pending 

transactions. 

 

You can view historical 

transactions. 

 

Each transaction will include 

the amount and respective 

points accumulated (if 

applicable). 

 

 

MAKE A PAYMENT 
(Primary Cardholders and Admin (Full Access) users have this functionality.) 

You can access payment options directly from the Dashboard or through the My Account menu.  
 
To make payments from the Dashboard, click the make a payment button. 
 
Select your payment method:  

a) Pay Bill – takes 3-5 business days to post to your credit card account  
b) AutoPay – allows you to “set and forget” an automatic payment  
c) Online Payment – applies payments the next business day  
d) Cashback (on applicable cards) – allows you to redeem points and apply the credit to your 

account balance 
 
Pay Bill - allows you to pay from any financial institution and takes 3-5 business days to process.  

 
1. Once selected, click on your bank’s icon, and you will be redirected to your bank’s website. 
2. Go to your bank’s bill payment screen 
3. Add CWB Business Mastercard as your payee 
4. Add your Account Number (i.e. Card Number) and make a payment towards your balance. 

 
NOTE: To reduce the balance of an individual card mid-cycle, enter the individual card number. 
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You may continue to make payments through your financial institution.  
       

 
Pay with AutoPay – once set, this method will automatically pull either the balance due, minimum 
payment or a fixed amount every month and avoids the hassle of making a payment manually.  
 
AutoPay - Quick Steps 

 
 

 
 

 

Step One

•Select the AutoPay option 

•Click Set AutoPay

Step Two

•Select the FI which you want to pay from 

•Enter in the account information for the FI

Step Three

•Select the payment option - balance due, minimum payment or fixed amount

•Agree to the Terms & Conditions

•Click Next

Step Four

•Confirm the payment information is correct

•Click Next

Step Five 

•Confirmation of set up should appear

•AutoPay may be changed or cancelled at any time
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AutoPay – Detailed Steps  
 
Step One: 
 

• Select the AutoPay option  
• Click Set AutoPay 

 
 
 
 
 
 
Step Two: 
 

• Select the FI which you want to pay from  
• Enter in the account information for the FI – Please ensure you type in your transit and account 

numbers correctly as most rejected payments are due to mistyping of this information.  

NOTE: your transit number is usually 5 digits. Your CWB Relationship Manager or banking centre can 
assist if you have questions. 
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Step Three:  
 

• Select the payment option - balance due, minimum payment or fixed amount 
• Agree to the Terms & Conditions 
• Click Next 

 

 

 

 

 

 
 

 

 

 

 

 
NOTE: if you make an ad hoc payment between your account cycle date and the scheduled payment 
due date, it will reduce the total amount due and consequently adjust the amount deducted on the 
next AutoPay. It is advisable to set the payment option to ‘Balance Due’ to ensure the full balance is 
paid off each month and avoid interest charges. If you make an ad hoc payment for an amount greater 
than the balance due, AutoPay will not be processed for that statement period. 
 
NOTE: Rewards points redemptions are applied as a cashback, reducing the amount reflected in your 
balance due. However, this redemption does not affect the amount deducted through AutoPay, which 
will continue to be charged based on the original option selected. 
 
 

 

 

 

 

 



 

28 
Canadian Western Bank  CWB Business Credit Card – August 2024 

Step Four:  
• Confirm the payment information is correct 
• Click Next 

 

  
 
Step Five:  
 

• Confirmation of setup should 
appear 

 
 

 

 

 

The payment will be applied to your account by the end of the day on the payment due date. If the 
payment is not applied on the due date, please allow two additional business days for it to reflect in 
your account. The fund transfer timing depends on your selected bank's processing times. 

 

MANAGE AUTOPAY 

 

Once AutoPay has been successfully setup, you can also select Manage AutoPay in the My Account menu to 

make modifications. 

NOTE: Any change to or cancellation of AutoPay must be completed 3 business days prior to the due 

date.
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CANCEL AUTOPAY 

 
To cancel AutoPay, you can select Manage AutoPay and proceed through the workflow to cancel the 

AutoPay setup on your account.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

MAKING AN ONLINE PAYMENT  
 
To make a payment directly through the CWB Business Credit Card portal, select the Make an Online 
Payment option from either the “My Account” menu or the “Payment” button on the Dashboard.  
 
Payment processing times:  
 
If your Online Payment is set up BEFORE 3 PM EST on a business day, then the payment will be processed 
to the account in the evening (Day 1) and you will see the payment the next day.  
 
If your Online Payment is set up AFTER 3 PM EST on a business day, then your payment will be processed 
to your account in the evening of the NEXT day (Day 2).   
 
If the Online Payment is set up on a non-business day (i.e., weekend or statutory holiday), then the 
payment is posted in the evening of the first business day (Day 3).  
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This will take you through similar steps as the other payment options.  
 
Click “Make an Online Payment”. Select your FI.  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Confirm your account (or add a new account). Click Next. 
Enter the amount of the payment. Click Next.  
 

 
 

Confirmation of your payment will appear.  
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You bank account information will be saved for future payments. To make another online payment, 
select your account from the drop-down menu. 

 
 
A listing of completed requests will also be available for your records.  
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Redeeming Points as Cashback 

(Primary Cardholders and Admin (Full Access) users have this functionality.) 

The option to redeem points as Cashback only appears for the CWB Echelon Rewards+ Business™ 
Mastercard® or the CWB Echelon Rewards Business™ Mastercard®.  
 
You may redeem the “Maximum Amount” or a “Custom Amount” on the account.  
 

 

 

 

 

 

 

 

 

 

 

 

MAXIMUM AMOUNT 

Entering the “Maximum Amount” will auto-populate the points total and clicking next will take you to a 

confirmation screen. The cashback redemption will be reflected in your account the following business 

day. 
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CUSTOM AMOUNT 

Entering the “Custom Amount” will allow you to apply a specific number of points to the account.  

 

  

 

 

 

 

 

 

NOTE: If you make a payment via points redemption, you will still need to make a minimum payment. 

Points redemption doesn’t satisfy the minimum payment requirement. Redemptions also do not affect 

the amount deducted through AutoPay, which will continue to be charged based on the original AutoPay 

option selected. 

 

POINTS REDEMPTION ON A SPECIFIC PURCHASE 

From the “Recent transactions” or the “Activity” tab, click on the “+” sign beside the purchase. 
 

 
 

Click the Redeem button. 
 

 
 

Select “Maximum Amount” (if applicable) or “Custom Amount” and follow the prompts as above.  
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ACCOUNT ACTIVITY 
 
You may retrieve the activity on your account from either the Dashboard or from the Account Activity 
page.  
 
From the Dashboard, scroll down to Recent 
transactions and click See all. This takes you to 
the Activity Tab where you may download 
transactions.  
 

 

 
 
Click Download. 

 

 

 

 

 

 
As a Primary Cardholder or Admin, you can download 
transactions for an individual cardholder, or for all 
cardholders on the account. 

◗ By posted date 

◗ By transaction date or 

◗ By statement period 

Select Excel or CSV under file type and click Download 
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The Activity Dashboard will include the 

cardholder’s card balance and points 

balance.  

 

 

 

 

 

 

 
 
 
 
TRANSACTIONS 

As a Primary Cardholder or Admin, you 

can view a complete summary of the 

transactions made on the account, 

including transactions of your own and 

any additional cardholders. As an 

additional cardholder, you can view your 

transactions. 
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1. You can search for a specific transaction. 

 

2. As a Primary Cardholder or Admin, you can select a specific cardholder from dropdown to view their 

transactions and you can filter the transaction list by: 

a. Foreign transactions 

b. Redemptions 

c. Payments 

d. Recurring Transactions 

e. Refund Transactions 

f. eShop Transactions 

g. inCard Transactions 

 

 

 

 

 

 

 

 

 

 

 

 
 

STATEMENTS 
 
As a Primary Cardholder or Admin, you can view and download your current and previous account 
statements on the Statements page (under the Activity tab) in the CWB Business Credit Card Portal. 
 
You will have the ability to review current statements under that section, as well as up to 40 previous 
statements. If you require older statements, please contact Client Support. 
 
Account statement cycle dates are the 7th, 14th, and 21st of the month. If you would like to change 
the date your account cycles, please contact your Relationship Manager or local Banking Centre. 
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From here you can:  
• View your current statements  
• Download current statements in PDF/CSV/Excel formats 
• View past statements 
• Download past statements in PDF/CSV/Excel formats 
• Change to electronic statements  

 

 
NOTE: A statement period must include at least 30 days. Requesting a change to your cycle date will 
result in a longer statement period. Example: if the cycle date is the 7th and it is changed to the 14th, 
the statement cycle will run from the 7th of the previous month to the 14th of the following month.  
 

INSTALLMENT PAY 
(Primary Cardholders and Admin (Full Access) users have this functionality.) 

As a Primary Cardholder and Admin (Full Access) user, you can view installment information associated 

with your account by navigating to the Activity tab and then selecting the Installments section. You can 

view Current installments, Eligible installments, and Past installments. 

CURRENT INSTALLMENTS 

You can view the status, date of purchase and installment set up, total amount, and monthly installment 
breakdown.  

ELIGIBLE INSTALLMENTS 

You can view your current transactions (above $500) that are eligible for Installment Pay. 

◗ Restaurant and alcohol transactions are not eligible for Installment Pay.  

◗ You may be able to use Installment Pay for Costco purchases as it is categorized as a wholesaler.  
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SET UP AN INSTALLMENT 

1. To set up a new installment, 
navigate to the Activity tab > 
Installments on your 
account. 
 
Select Eligible Installments. 

 

 

 
2. From Eligible Installments, 

select the transaction by 
clicking on the “+” symbol on 
the right-hand side of the 
screen. 
 
Click Install. 

 

 

3. Click Continue. 
 

4. Select the length of the 
installment.  

 
5. Confirm.  
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VIEW INSTALLMENTS  
 
From the Activity tab, click on installments and a list of all current installments will be generated Click 
on the transaction you wish to view.  

 

FRAUD ALERTS 
 

After your credit card spending habits are established, you may receive fraud alerts on your CWB 
Business Credit Card via SMS and email on certain transactions. This assists in keeping your account safe 
and protects you from fraudulent attempts.  

  
While you’re able to turn on/off email notifications, you may NOT turn off any Fraud Alerts.  

 

You can respond “Valid” or “Fraud” either through the SMS alert or the email alert or both indicating 
whether you performed the transaction or whether it was fraudulent. If you respond Valid, you can continue 
to use your card unencumbered. If you respond Fraud, your card will immediately be blocked for future 
transactions. 

If you do not respond within the allotted time frame, you may need to contact Client Support.  
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REWARDS 
 
On every purchase with your CWB Echelon Rewards 
or CWB Echelon Rewards+ card, you will earn points 
at your card’s earn rate unless it is with a CWB 
Rewards merchant partner, in which case the 
promotional points offer replaces the base reward 
earn rate. 

 

 

 

 

There are two ways to earn added points when 
using the CWB Business Credit Card and that is 
through inCard and eShop Rewards. 

INCARD REWARDS 

CWB Business Credit Card clients can access inCard offers via the CWB Business Credit Card Portal under 

the Rewards tab at the top of the screen. These offers are automatically applied once you use your 

credit card at one of the merchant partners either 

in store or online.  You can:  

1. Search for a specific inCard offer 

2. Filter the offers by “category” 

3. Filter the offers by the “offer type” 

4. Sort the offers alphabetically or by 
newest offers 
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ESHOP REWARDS 
eShop offers are online offers available only through the CWB Business Credit Card Portal through the 

Rewards tab at the top of the screen.  

 

1. Click on the partner/offer 
you want to take advantage 
of 

2. You will be redirected to 

their e-commerce website, 

and you simply need to use 

your CWB rewards credit 

card within (3) hours of URL 

activation. 

 

       You can: 

1. Filter offers by category 

2. Filter offers by earn type 

3. Sort eShop offers 
alphabetically, highest 
rewards or by newest 
offers 

 

 

NOTE: Clicking the “Shop Now” button means you, the cardholder, are taken to a specific merchant 
URL. Purchases within the site need to be made within the first 3 hours in order for the extra points to 
be applied.   
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SPEND 
(Primary Cardholders and Admin users have this functionality.) 
 

You will be able to view spend for the entire 

CWB Business Credit Card account.  

This will include the transactions made by all 

the cardholders associated with the Business 

Credit Card account and can be viewed based 

on a selected month/year. 

 

 

BUSINESS SPEND BREAKDOWN 

The company spend section will display your transactions made in a specific month/year and segregated 

by different categories. 
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In addition, Company spend will also be categorized based on the merchant categories and employee 

spend insights. Merchants with the highest spend and employees with the highest spend will be displayed 

on the Spend Dashboard. 

 

MY ACCOUNT 
 
As a Primary Cardholder or Admin (Full Access) user, you can access 
various administrative functions on your account in the My Account 
section of the portal, such as:  

 
• Upgrading to CWB Business Pro Package 
• View Business information 
• View Cardholders & Admins 
• Setup and manage AutoPay 
• Make an online payment 
• Manage email notifications 
• Setup Travel notices 
• Switch to another account (if applicable)  
• Access support contact information 
• Access legal documentation such as your Cardholder 

Agreement, Disclosure Statement, Rewards Terms & 
Conditions, and Insurance Certificates 
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BUSINESS INFORMATION 

Primary Cardholders and Admin (Full Access) 
users can view and modify business information 
including:  

• Business Address 

• Business Industry 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CARDHOLDERS & ADMINS 

“Cardholders & Admins” page will 

display all additional cardholders and 

Admins associated with the account. 

Primary Cardholders and Admin (Full 

Access) users can modify or remove 

any of these users as well as add new 

users from this page.  
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PRIMARY CARDHOLDER OR ADMIN (FULL ACCESS) VIEW 

As a Primary Cardholder or Admin (Full Access) user, you can view and access card details for you and 

additional users associated with the CWB Business Credit Card account. 

You can view or make changes to the following on your profile:  

1. View card details 

2. Lock/unlock card 

3. Lock/unlock foreign 

4. Lock/unlock online 

5. Change PIN (your card only) 

6. Report Card lost/stolen 

7. Modify personal information including: 

i. Job title 

ii. Work email 

iii. Phone number 

 

 

 

 

ADD NEW CARDHOLDER OR ADMIN 

As a Primary Cardholder or Admin (Full Access) user, you can add additional cardholders and Admins to 
your CWB Business Credit Card account by inputting the user's personal information (i.e., name, date of 
birth, contact details). Once added, they will display within the Business Credit Card Portal in real time. 
 
A Primary Cardholder can only be added at account setup. To change the Primary please contact your 
local CWB banking centre. 
 
ADDING A NEW CARDHOLDER  
 
Navigate to Add Cardholder. Click Add Cardholders. 
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Enter the cardholder information.  

 

 

 

 

 

  

 

 

 

 
Set the limit on the card and the new Cardholder will have access to the digital card immediately and 
receive their physical card 7-10 business days later. 

 
 
 
NOTE: For new credit card accounts, additional cardholders can only be added 24 hours after account 
is opened. 
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ADDING AN ADMINISTRATOR 
 
The process is similar to adding a Cardholder except you must select the type of Administrator you 
would like on the account. 
 
Navigate to Add Admin. Click Add Admin. 
 

Enter the Administrator’s information.  

 

Click Next. 

 

 

 

 

 

 

 

 

Select the type of Admin and confirm. The Administrator will immediately receive a welcome email 

with a link to access the CWB Business Credit Card portal. 
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ADDITIONAL CARDHOLDER VIEW 

As an Additional Cardholder, you can view and access card details for your card only. You can view or 

make changes to the following on your profile: 

• Access card information  
o Lock card 
o Lock online 
o Lock foreign 

• Change PIN 
• Report card lost/stolen 
• Change Job Title 
• Work Email 
• Phone Number  
• Change email notifications  
• Set travel notices 

 

REPORT LOST/STOLEN CARD  

While Client Support is always happy to assist if your card is lost or stolen, you can also go directly to 
the CWB Business Credit Card Portal to report a lost/stolen card.  

You can mitigate any potentially 
fraudulent activity by selecting the Report 
lost/stolen card button located in the 
Cardholders & Admins section in the My 
Account screen and also by locking your 
card immediately in the portal.  

Once reported as lost/stolen, a 
replacement card will be delivered to the 
business address. You will also have 
immediate access to the new digital card 
details in the Card information tab. 

 

Full Navigation: My Account > Cardholders 
& Admins > Click on your name > Report 
lost/stolen  
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You are asked two questions to determine if you can order a replacement card yourself or if the 
request must be handled by Client Support.  

In the event of the card being lost/stolen, 
are any of the following true? 

• Does the account have fraudulent 
activity? 

• Has the address changed in the 
past 30 days and/or were you 
traveling outside of Canada? 

NOTE: If either of the above are true, you 
will have to call Client Support to process a 
replacement card request. See the 
Resources section of this guide.  
 
If your answer is “No” to the above statements, then 
you can proceed with the next steps. 
 
Click Confirm.  
 
 
 
 
 
 
 
 
 
 
 
If your answer is "Yes” to the above 
statements, then you will be prompted to 
contact the Support Centre.  
 
 
 
 
 

 

 

Once reported as lost/stolen, your card will be delivered in 7-10 business days. Your digital card will be 
available immediately.  
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CHANGE PIN 

Any cardholder can change their PIN, via the 
“My Account” screen. Navigate to 
“Cardholders & Admins” section and click on 
the account. 
 
Click on “Change PIN”. 
 
 
 

1. Enter your card number. Click Next.  

 

2. Select if you remember your current 
PIN number or not. 
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3. Enter and save your new card PIN.  

  

NOTE: Activation instructions are different if you select Remember or Forgot PIN. 
 
If you selected ‘Yes I remember my PIN’:  If you selected ‘No, I forgot my PIN’ 
  

 
 
  

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

EMAIL NOTIFICATIONS 

Each user can modify their email notification preferences. You can choose to either opt-in or opt-out of 

the various account related email notifications based on the correspondence you prefer to receive.  

As a Primary Cardholder or Admin (Full Access) user, you can perform the following functions: 
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Enable or disable:  

◗ Personal email notifications for purchases 
and payments 

◗ Marketing email notifications 

◗ Electronic statements 

◗ Purchase email notifications related to 
additional cardholders 

◗ Notifications for when your available credit 
reaches a certain threshold, as well as 
adjust the threshold.  

 
  

Note: statement delivery preferences are set at 
account level – changing the delivery method will 
change it for all users. 

 

 

TRAVEL NOTICE 

As the Primary Cardholder or the Admin (Full Access) user, you can set travel notices for yourself and 
others when going overseas and intend to use your CWB Business Credit Card. Setting a travel notice 
automatically updates the system. Although your travel notice is set, you may still be alerted to review 
transactions and confirm a transaction is not fraudulent.  

HOW TO SET A TRAVEL NOTICE 

Setting a notice is quick and easy. A Travel notice may be added by navigating to My Account and 
selecting Travel notice. 

1. Add a destination by city or 
country.  

2. Identify the departure and 

return dates you will be 

traveling. Click Add travel 

notice.  

3. Once confirmed, your travel 
notice will appear in the travel 
notice section. 

4. You can modify or remove your 

travel notice if any itinerary 

changes occur. 
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CWB BUSINESS PRO PACKAGE 

There’s no one-size-fits-all for businesses. That’s why we’re introducing the CWB Business Pro Package, 

which is an optional upgrade giving your business access to premium accounting and administrative tools 

for only $5.00 per month. The package includes: 

◗ Add unlimited additional cardholders - Easily scale and adapt to your company’s evolving 
needs. Provide employees with the purchasing power they need to perform their jobs 
effectively without the administrative burden. Additional card fees may apply depending on 
card type. 

Coming soon to the CWB Business Pro Package: 

◗ Digital one-time card issuance (coming soon)- Generate digital cards for one-time use. These 
can be used for a one-time pre-authorized payment or issued to an employee for a single 
purchase. Cards automatically expire after one transaction, providing an additional layer of 
security and reducing the risk of fraud. 
 

◗ Accounting Integration (coming soon) - Reduce manual errors and save time while gaining 
valuable insights into your financials. Software integration helps streamline your financial 
management and is compatible with Quickbooks 

 

To upgrade to a CWB Business Pro Package, 
click on the Upgrade button in the My account 
area:  
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CONTACT US 

Client Support can assist you with any inquiry or service request related to your account, including 

questions about delivery of cards, reissuance of a new card, questions on rewards or fees associated with 

your account, etc. 

Client Support can also perform account maintenance on the account such as changing contact 

information, and redirecting cardholders to areas depending on your inquiry. You can reach out to the 

following lines for further assistance via email or phone. 

 

NOTE: Any requests regarding credit limit changes, account closures and fee or interest reimbursement 

should be raised directly with your Relationship Manager at CWB.  
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ACRONYMS, DEFINITIONS, GLOSSARY  

 
Activity tab – Under the activity tab, you will be able to see your transactions, any installments you have 
set up and access your statements. 

 
Administrators - This is a user who is authorised to manage the business credit card account on behalf 
of the company. There is no limit to how many admins you can add on an account.   

 
Admin (Full Access) - company administrator who can access and manage all employee cardholders. 
This includes adding and removing cardholders, locking and unlocking employee cards or specific 
transactions, as well as other tasks such as managing payments and point redemptions (if applicable). 
They may also be a cardholder but are not required to be. 
 
Admin (View Only) - a user that has view-only access to the company account (i.e. for pulling 
statements, transaction history) – this profile would be suitable for an accountant or bookkeeper. 

 
AutoPay – A method of automatically making payments on your Business Credit Card Account. This can 
be a full balance, minimum payment, or specific dollar value payment. 

 
Authorized User - This is an employee cardholder. Their credit limit is the amount assigned to them by 
the Primary or Admin (Full Access) and they can only view their own card details and transactions in 
the client portal. 

 
Brim Financial – CWB’s credit card partner. Brim Financial, one the fastest growing fintechs in Canada, 
is ranked best-in-class Credit-Card-as-a- Service Platform (CCaaS) provider globally. Brim is a market-
leading provider of an omni-channel, financial technology Platform-as-a-Service (PaaS) for financial 
institutions, large brands and fintech partners.  
 
Client Support – The Client Support area refers to a support centre where you may call in for assistance 
with your account.  

 
Dashboard – For a Primary Cardholder or an Admin (Full Access) user, this is where you will view your 
Company Spend Info, Card Details, Top Merchants and Company Spend Breakdown within the Business 
Credit Card Portal. You may also make a payment or add a new cardholder on this screen. If you are an 
additional cardholder, you will be able to see information on your account only.  

 
Digital Card – A digital card is when you have your credit card number, expiry date and CCV number and 
you use your card online or through your Mobile Wallet without using your physical card. You can access 
your digital card online at any time after you receive your digital Welcome Package.  
 
Earn Rate – This is the rate in which you earn rewards on your credit card. Currently, the CWB Echelon 
Rewards + Card earns points at 1.5% and the CWB Echelon Rewards Card at 0.5%.   
 
e-Shop - eShop offers are “online only” offers which can be accessed through the CWB Business Credit 
Card Portal and you earn a higher point value because the retailer is part of the Brim merchant program.  
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FI – Financial Institution 
 

inCard – These are offers which are automatically applied when you use your credit card account at a 
merchant partner in store (POS) or online store and you will earn points at a higher point value because 
the retailer is part of the Brim merchant program. 

 
Installment Pay – A program where you may be able to spread larger purchases (>$500) over a 3-, 6- or 
12-month period.  

 
Merchant partner – these are retailers who are part of the CWB Rewards program where you will earn 
higher point values when you use your Business Credit Card at their locations (either in store or online). 

 
My Account – is located under your name. In this section, you can access the Pro Package subscription, 
accounting integration tab, business information, cardholders & admins, AutoPay function, manage 
Email notifications, travel notices, and help and support information.  
 
Primary cardholder - is a cardholder that has full administrative access to the account. They can view 
and manage all employee cardholders and their own credit limit is equal to the total company credit 

limit. There can only be one primary cardholder per account. 
 

POS – Point of Sale – This is the terminal which you can tap or enter your PIN number in when making a 
purchase in person at a retailer.  

 
Redemption Rate – This is the rate in which you can redeem points on your credit card. Currently, the 
redemption rate for both rewards earning cards is: 1-point equals $0.01 (or 10,000 points is $100).  

 
Travel notice - Setting a travel notice automatically updates the system to ensure the cardholder won’t 
be encumbered while using their card while away from home and traveling. 

 
 

 


