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1. Overview

The Key2Benefits card is a prepaid debit card designed to offer state agency programs and public
entities a secure, low-cost, and convenient method of issuing recurring payments such as unemployment
insurance, child support, retirement/pensions, workers compensation, and utility subsidies electronically.

Key2Benefits enables you to issue payments to your recipients via a prepaid debit card, as an alternative
to paper checks or direct deposit. The cards can be loaded with multiple deposits and can be used like
any other debit card for point-of-sale purchases or cash withdrawals at ATMs or via a branch.

Secure websites are available for your program administrators to enroll and maintain card accounts,
and for cardholders to view their Key2Benefits card account information such as transaction history
and statements.

The Key2Benefits administrator portal is available at https:/idp.paycardsolutions.com/main/
key2benefits/Login.

This portal allows you to:

e  Search for cardholders

e Add new cardholders

e Update cardholder information, including addresses

e Review deposit history and card status information

1.1 About This Guide

This document should be provided to any program administrator who can enroll cardholders, view or
update cardholder information, or access Key2Benefits reports on KeyNavigatorS™ You will find detailed
information about the Key2Benefits administrator portal and detailed Administrator procedures. The
procedures explain how to enroll or search for cardholders. For existing cardholders, procedures
explain how to update cardholder information, review deposit history, and troubleshoot common issues.
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2. Key2Benefits Administrator Portal

The Key2Benefits Administrator Portal is a secure, advanced website for you to manage your
Key2Benefits program. User IDs and passwords are required to access the administrator portal.
KeyBank’s Security Administrator will provide a user name and initial password to all users who require
access to the system.

For all Prepaid Card client questions and issues, including User ID or password resets, card
adjustments and card replacements:

Call Prepaid Support at 1-800-539-9039, Option 3, or email Prepaid_Call_Support@KeyBank.com.

For all other inquiries related to your Key2Benefits program, please contact your Payments Advisor or
email to ECP_Prepaid_Product@KeyBank.com.

2.1 Password Requirements

Passwords must adhere to the following requirements:

e Must be eight characters (no blanks).

e Must use one alphabetic and one numeric character.

e Must use at least one of the following three characters from the National Character Set: @ # $ .
e The three national characters cannot appear at the beginning or end of the password.
e Passwords must be changed at your normal password change interval.

e Passwords cannot be changed within one day of the last change.

e Do not reuse a password that you have used in the previous 16 password iterations.

e Do not use your user ID as part of your password.

e Do not use three repeating characters in your password. Example: abc@1222

To further safeguard your password, follow these industry best practices:

e Passwords must not be shared, available, or known to others (including administrators).
e Passwords must not be displayed in the open, on reports, or other media.

e Passwords should not be written down, printed, or stored In the open.

e Passwords should not be transmissted over an unsecured channel.

e Do not choose passwords that could be guessed easily.

e Never use a dictionary word or common name as part of a password.
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2.2 Logging on to the Key2Benefits Administrator Portal

To access the Key2Benefits Administrator Portal, follow these steps:

1. Launch a web browser (e.g., Internet Explorer® or Google Chrome®)

Visit https://idp.paycardsolutions.com/main/key2benefits/Login.

2
3. Bookmark the logon page for easy access on return visits.
4

Enter your User ID and password. Click Continue.

Key2Benefits

F?r all Prepaid Card cliint questions‘ anddissues,

. - . please contact KeyBank Commercial Card Support at
Welcome - Key2Benefits Administrator Login 1-800-539-003¢, Option 3 or via email at
Prepaid_Call_Support@KeyBank.com.

Enter your User ID and Password and click Continue. »
Security Statement

User ID l:l We are confident of our system's ability to protect all
transactions; however, this is not an invitation for

Password l:l people to attempt unauthorized access to the
system. This is a private computing system which is
restricted to authorized individuals. Actual or
attempted unauthorized use of this computer system
will result in criminal andfur civil prosecution. We
reserve the right to view, monitor and record

>> Continue activity on the system without notice or permission.
Any information obtained by monitoring, reviewing
Change Your Password or recording is subject to review by law enforcement

organlzatlons in connection with the |nve5t|gat|on or
prosecution of possible criminal activity on the
system.

If you are not an authorized user of this
system or do not consent to continued
monitoring, exit the system at this time.

Contact Us | FAQ | Privacy Policy

Copyright © 2014 FIS and/or its subsidiaries. All Rights Reserved.

5. The Search for Cardholder page will display immediately after you log on. Use this page to locate
a record for any cardholder who is already enrolled. You can also navigate to other functions by
selecting the appropriate menu link.

Card Administration Key2 Beneﬁts

Swarch for Casdholder

The follawing partial search optioas are available for Febds in bold taxt.

Employes i 3 characters followed by an asterisk

Last Name: 1 character followed by an asterisk

Cley/Seate Combinatkon: Ciey 1 charactes followed by an asterisk and State 2 characters.

City/Seate/Zip Combination: City 1 character followed by an asterisk, State 2 characters, and full sip

CieyiCowntry Combination: City 1 character followed by an asterisk, Country 1 character lnlr.md bynnlml-all

For more information see Frequastly Asked Questions.

Card®older 10:

Social Secunty Number |

Last Nama: Teedhalde Fusl Nama
Ciry: St

Zips: ]

Country:
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3. Adding a New Cardholder

Follow these steps to enroll a new cardholder in your program. Once a cardholder is added through the
Key2Benefits portal, a Key2Benefits card package will be mailed to the cardholder. Note: Cardholders
cannot access the Key2Benefits cardholder website until after a card account is created for them on
the administrator portal.

Add a New Cardholder:

1. From the menu, click Add New Cardholder.

2. The Add New Cardholder page appears. Required fields appear in red.

a. If the cardholder does not live within the United States, check the box above the Mailing
Address field before entering the cardholder information. The Country field will also need to be
completed to enroll a cardholder with a foreign address.

Add New Cardholder

Customer Number : |:|

Please check the box if entering in a Foreign Address: []
Mailing Address: |

|
| |

Country: USA

Home Phone Number: | |-| | Business Phone Number: | |-| |-| |

|-
Cardholder 55N: | |- - | Date of Birth: | l 1] |

Mother's Maiden Mame: l:l
E-Mail: | |
AMLICIF Indicator:

Identification Information

ldentification Type:

ldentification Number:

ldentification Expiration Date:

lssuing Entity of Identification:

|
|
Identification Issue Date: |
|
|
|

Issuing Location of ldentification:

Cardholder Request Paper Statement: () yaz ® Mg

As a program administrator, you may choose to collect additional identification information from your
cardholders. This information is only for your reference and is not reported anywhere.
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3. Fillin the mandatory fields below to enroll a cardholder.

Field Name Valid Values

First Name

Last Name

Mailing Address

City

State

ZIP Code

Home Phone Number
Cardholder SSN

Date of Birth

Cardholder’s first name

Cardholder’s last name

Cardholder’s home street address

Cardholder’s city

Cardholder’s state

Cardholder’s ZIP (+4 extension optional)

Cardholder’s valid 10-digit telephone number
Cardholder’s Social Security or Tax Identification Number

Cardholder’s date of birth

4. Click Submit at the bottom of the page.

5. A confirmation message will appear to indicate the cardholder was enrolled and will provide the

17-digit cardholder ID.

a. Make note of the cardholder ID number to use for card funding.

b. If the cardholder ID number does not display, do not click Submit again.
Instead, Search for the cardholder.

6. Click OK to view the cardholder information.

Card Administration KGYQBenefltS
Last Login 03/ u.rmu 13:07 CO|
Password will expire in 90 day(s)
Card Name; BENEFITS CARDHOLDER Expiration Date: 1@RNT
Card Seatus: ACTIVATION Last Change: R0LR01T
Cardbalder ID: 0724245 M0 Adminlstrator ID: BOGAX
Cardhokler Information
Cardholder I0: O7M42453400020209 Customer Humber:
Firse Name: BENEFITS Last Nama: CARDHOLDER
Emboas Hame: BENEFITS CARDHOLDER
Mailing Address: 133 ANTWHERE 5T
City: CLEVELAND State: oH Ziped: M-
Coumtry: usa
Home: Phone Humber: 215555 5EL Business Phone Number: 000-000-0000
Cardholdaer S5M: e ) Date of Bink: Q1011570
Mothes's Maiden Namae:
Email:
AMLICIF Indicator: ¥

7. If you want to add another cardholder, click Next and go to Step 3.
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4. Working With Existing Cardholders

These procedures are used when you need to search for a cardholder, review deposit history, and
update cardholder information through the Key2Benefits Administrator portal.

To search for a cardholder’s information:

1. Use the Search Cardholder page to find the cardholder record. Click on the cardholder record you

are looking for.

Key2Benefits

Card Administration

Search for Cardholder

for flelds In bold text.

Emplayee Id: 3 chasacters followed by an asterisk
Last Hame: 1 character followed by an asterisk
clms-m Combination: City | om!rn:hn lnuema by am n1|r||u um State 2 characters
n asterisk, State 2 characters, and full zip cod
Cll'pv(mny Combination: cm 1 churu:m follcwed by an astarisk, Country 1 character followed by an —

For mose information see Erequantly Asked Questions,

Cardbolder WD;

Soeial Secunty Numbar

Last Name: [cadhoow First Nama
Cley: ] State:
Zip:

Country:

Key2Benefits

Card Administration

o
Last Logim 0324/ 2017 13:07 COT
Passwword will expire in 90 day{s]

Cardhaldar Search Rosults

07342453400020209 HOLDER, BENEFITS

cun Cardhaldor Address
= . 1235 123 ANYWHERE ST

CLEVELAND. OH 44114
07342453800115660 CARDHOLDER BEMEFITS .. TTEE 123 ANYWHERE ST
CLEVELAND. OH 44114
Comtact AQ | Prrvsc Pocy

Cardholder Card Status
ACTWATION

CLOSED

KeyBank .

KeyBank O
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2. Click on the cardholder you are looking for. The Cardholder record will appear. It contains the basic
cardholder information required, including their name, address, phone, Social Security number, and

date of birth.

Card Administration

Key2Benefits

Maama: BENEFITS CARDHOLDER
Seatus: ACTIVATION
Laraholkdes i 0734245340002020%

Cardholder ID: OTI42452400020209
First Nams: BENEFITS
Emboss Nama: BENEFITS CARDHOLOER
Mailing Address: 123 ANYWHERE §T
Ciry: CLEVELAND
Coumry: UsA
Home Phone Bumber: 216-L5E.EEEE
Cardholder $5H: MaRiats <
Misthas's Maidien Marsa:
E.mail;
AMUCIF Indicaton: L

URGSE CarSooionT  URHIE CAIDIHA . [T, 0N TWD, BOATSTISOR MATIES. DTl WECNTIEY MW, G491 G, &7ed MY § Tasder) name.

Expiration Date:
Last €
Adeinistrator 10

Casdhoider Information

Customar Numbar:

Last Mame; CARDHOLDER

Semto: oM

Business Phone Number:
Dute of Binth:

000-DOD- 0000
ouenngT

Fipad: 4104

=]
Latl Login 03/24/200F 13:07 COT
Password will expire in 90 day(s)|

Ll hg
AT
WG

4.1 Reviewing Funding History

1. On the Search for Cardholder page, enter cardholder information to locate the account. If multiple
cardholders show on-screen, select the appropriate cardholder. The Search Results page appears.

2. Once you have the cardholder’s profile on the page, hover over the Search Cardholder Menu in
the top left-hand corner of your screen.

3. Select Review History.

wd Hame: BENEFITS CARDHOLDER
ey, 'rd Status ACTIVATION
ardholder 1D: 07242452400020208
Cardholder ID: 07342453400020209
First Name: BENEFITS

Emboss Name: BENEFITS CARDHOLDER

Mailing Address: 123 ANYWHERE 5T

City- CLEVELAND
Country usa

Home Phone Number: 216-555-5555
Cardholder SSN: 1235

Mother's Maiden Name:
E-mail:
AMLICIF Indicator:

Identification Information
Identification Type:

Identification Number:
Identification Issue Date:
Identification Expiration Date:
Issuing Entity of Identification:
Issuing Location of Identification:

Overdraft Services
Overdraft Service Opt-In Ind:
Overdraft Service Opt-In Date:
Overdraft Service Opt-In Method:

Cardholder Request Paper Statement:

Cardholder Information

Customer Number;

Last Name:

State:

Business Phone Number:
Date of Birth:

N
00/ 00/ 0000

Ne

Expiration Date: 1203112017
Last Change: 09/0412017
Administrator ID: 00G4X
CARDHOLDER
CH Zip+s 44114

000-000-0000
01m1eTD

KeyBank O
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4. The Key2Benefits History page will appear.

Card Administration Key2 Benefits

Card Namws BEMEFITS CARDHOLDER Exgeration Date: f12gnr
Caed Status ACTIVATION Last Change L
Caseihalder ID OTIARAS 00020309 Adeministrates i 004X

#1314 ACH DAL REUTHE INDS n
L] AL Pl - el E
a1 A0 LA - BB 008
e AT UM - BT T

5. To view additional pages, click Next. To view the previous page, click Previous.

4.2 Updating Cardholder Information

1. On the Search for Cardholder page, search for the cardholder. If multiple cardholders are found,
select the appropriate item. The Cardholder Search Results page appears.

Card Administration Key2Benefits

Search for Cardholder

The it " fal b opth llsble for flelds in bold text.

Emplayee Id: 3 chasacters followed by mallmlsl
Last Name: 1 character followed by an asterlsk
City/Seate Combination: City | character lulloma by an n1|r||k and Siate 7 characters
1 charac! erisk, State 2 characters, and full zip cod
Clty/Country Combination: cne, - cheracoes folkowed by jm nlurllk Country 1 character foflowsd bymnml:ll

For more information see Frequantly Asked Questions.

Cardbolder WD:

Sozial Security Number

Last Nama: Teadnoker ] Fust Nama
City: ] State: [ |

i

Comntry:

Card Administration KE‘Y2 Benefits

Last Logim 0324/ 107 COT
Fassword will expire in 90 day{s)

Cardhaldor Sesrch Rusults

Cardhaldor Address. Cardholder Card Status

123 ANYWHERE ST ACTVATION

CLEVELAND. OH 44114

L TTRE 123 ANY'WHERE ST CLOSED
CLEVELAND, OH 44114

07342453800020209

07342453800118650

Cotactln | EAG: | oo Py

KeyBank <.
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2. On the Search Cardholder menu, select Update. The Update Cardholder Information page

appears.

Card Administration

Key2Benefits

Last Login 03/24/2017 13:07 COT
Password will expire in S0 day(s)|
Upste Cardnoier  Upate Gl Ofeahihel &1, NATeR. S04, DEWEIOv DAL L. D051 BECUNTY Nmt=, Ga% Of Darth, ard MG s Masien rame.

BENEFITS CARDHOLDER Expiration Dain: 1N
ACTIVATION Last Change: T
07342453400020205 Adeningstrator 1 00G4AX
Cardhoider Infarmation

Cardholder 10: OT3424524D0020209 Customer Number:

Fhrat Name: BENEFITS Last Mama: CARDHOLDER

Emboss Name: BENEFITS CARDMOLDER

Mailing Address; 123 ANTWHERE ST

Clty: CLEVELAND Seate: o Tipd: 44104 -

Courtry: usa

Hema Phone Bumbar: 216-LLL.EEEE Businass Phons Humber: £00-000-0000

Carcdheddor S SN L1238 Date of Birth: fmngna

Mothes's Maiden Name:
E.mail:

3. Make changes to the appropriate information and click Submit. A pop-up window with a
confirmation message will appear.

You can use the Update Cardholder Information page to update the following information:
e Name

e Address, city, state, ZIP+4, country

e Home and business telephone numbers

e Social Security number

e Date of birth

e  Mother’'s maiden name

e Opt cardholder into paper statements (do not elect paper statements unless requested by the
cardholder, as fees may apply).

BLNLITT S CARDHOLOCH
ACTIVATION

Last Bame

{pENEFTE CARDHOLDER |
Cuntemen Rumiom i |

Pisuse shesk the box f ensening in a Fareign Asaress: [l
Maiting Address: |12

ey,
Cuniry,
Wi Phasna Mumsr Dussinass Phons Nombsr

Cardholder S5K: Date of Barth

MADther s Massen Mams
EMad
AMLICH Indsater

entfication information

ideraibaation Tyse:

et ataor Number L .
[PR——— -
[ —— T

Insusing Eriity of bdsnefication
Issuing Locanen of isentfication

Cwerdraf Senvices
Cvardran Servics O s Ing
Eheprran Sarvits Optan Date:
Crrvrdralt Servive Optdn Methad:

L

KeyBank O
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NOTE: If you change a cardholder’s name, a service request for a new card will not be
submitted automatically. To submit a request you must contact us at 866-295-2955. The
customer service center contact information is the same phone number on the back of
the cardholder’s card.

4. Click Submit to complete your changes. A confirmation box will appear.

4.3 Working With Cardholder Information

Various information is available in the Card Information Toolbar within Key2Benefits. This section
describes some of these items in detail to help respond to cardholder inquiries or research other
aspects of the card account history.

Card Masma BEMEFITS CARDHOLDER Expirntion Date: 12T
Card Status:  ACTIVATION Last Change 0RAZT
Cardhplder 10, 07 Q45300000 Administrator I0: DOGAX

1. Card Name: Name embossed on the card.
2. Card Status: This field describes one of many.

a. Active — The card has been activated by the cardholder and can be used to make purchases
and access cash.

b. Hot Card - The card has been reported as lost, stolen, or damaged, and placed into a hot
card status; no transactions can be performed in this status.

c. Warm Card — The card can be used for limited transaction types such as accepting deposits,
account transfers, and inquiries. Debits cannot be performed in this status. Typically this status
is used for cards being monitored for suspicious activity. Cardholders should contact customer
service to verify recent account activity in these cases.

d. Activation — The card has not been activated by the cardholder.

e. Compromise — The card may have been compromised. The cardholder should contact
customer service to determine whether a new card should be issued.

f.  Closed — The card has been closed and no transactions can be performed.

3. Cardholder ID: Unique identifier for the card account on the prepaid system. This is the number
used to fund the card account via ACH. This value is crucial to the funding process and should
never be modified by a user.

4. Expiration Date: This is the date the card will expire. The cardholder will need to receive a new
card and activate it prior to the expiration date. Cards are set to expire based on your program’s
specifications.

5. Last Change: Represents the last date a change was made to the card account, such as
enrollment, demographic update, or replacement card issuance.

6. Administrator ID: Internal system identifier not used by program administrators.
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5. Viewing Your Key2Benefits Reports

Your Key2Benefits reports can be accessed via KeyNavigatorSM This requires different logon credentials
than for the Key2Benefits Administrator site. Select Card Services from the top Navigation and then
select Key2Benefits.

Dashboard Reporting & Research v Payables v Receivables v File Services v Card Services A Specialized Services v

- ji  Key2Benerits
Quicklinks o Welcome, Redesi

Cash Vault Currency & Coin Order N Key2Payroll How to avoid email scams

that appear to come from someone you know

Business Email Compromise is an especially crafty fraud scheme. Criminals can spoof and even hack into

the email accounts of colleagues and vendors you know, trust, and do business with —and then make
authentic-looking payment requests.

Learn how to protect your business.
©2024 KeyCorp. Al rights reserved. 240814-2734629 KeyBank -

Multiple reports are available for Key2Benefits programs, including:
e New Account

e Cards Never Activated

e (Card Funding

e Returned Cards

A variety of reports are available for your program on a daily, weekly, and monthly basis. The report
description can be found by selecting the information “i” within the blue circle. Please spend some time
familiarizing yourself with the most relevant reports for you.

Key2Benefits

To enroll new cardholders, and to search and view existing cardholder information, click Administrator Sign On.

Choose Program

Card Prefix No./Division No.

12345 -

Show Reports

Report Frequency .
® Daily O Weekly O Monthly

Reports

Audit

Demographic Updates Report @ view filter
Cardholder Transaction Summary Report @ view filter
Financial

Funding Detail Report @ view filter
Funding Summary Report @ view filter
Cardholder Account Balance Summary Report @ view filter
Status
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6. Key2Benefits Cardholder Website

Please remind your cardholders that they can access the Key2Benefits cardholder website at
www.key2benefits.com to:

e \iew balance and transaction information

e Update their addresses and phone numbers
e Sign up for email and/or text alerts

e View and print statements

e Change their PINs

There is no fee for accessing the cardholder website. Additionally, your cardholders can also access
customer support 24/7 at 1-866-295-2955. This customer support number is also found on the back
of their Key2Benefits cards.

7. Card Funding

Funding your Key2Benefits cards follows the same general process as sending funds to a direct-
deposit account.

You simply add a record for each Key2Benefits cardholder account, which contains four additional
data fields:

e 17-digit account number (the leading zero (0) is mandatory)
e KeyBank prepaid routing number

e  Checking Account Designation

e Funding Amount

Funding for all of your Key2Benefits cards is processed as a normal ACH file.

NOTE: Prepaid ACH-rejected records are typically handled like any other ACH-rejected
item. If your ACH entry is rejected, you will be notified by Prepaid Card Operations.
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