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CMS Logon Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Login Procedures 

  

►Go to https://www.card-

data.com/RegionsCardMan

agementSystem/Security/L

ogin.aspx 

►Type in your User Name 

and Password (if this is 

your first time to log in 

type in your temporary 

password). 

►Click on “Login”. 

  

  

  

►Type in your current  

Password. 

►Type in your new  

Password. 

►Re-type your new  

Password. 

►Click on “Logon”. 

  

  

  

  

  

  

►The next screen will ask 

for your Credential ID and 

Security Code. 

►The Credential ID is the 

Serial Number on the back 

of your Token. 

►The Security Code is the 

six digit number displayed 

on the front of your token. 

►Type in this information 

and click “Continue”. 

  

  

  

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Login Procedures 

►I Don’t Have A  

     VIP Credential. 

   ►Credential ID 

►Security Code  

  

►Explains how to acquire your 

VIP Credential. 

  

  

  

►Illustrates where your 

Credential ID is located. 

  

  

  

►Illustrates where your Security 

Code is located. 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Statement View and Print Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Statement View Procedures 

  

►At the -Message Center- 

page, click on “Statement” 

and then “Statement View 

and Print”. 

  

  

  

►Choose the -Search Type- 

and type in the account 

name. 

►Click on “Search” 

  

►When the search results 

are loaded, click on “View 

Account” at the right of the 

account name. 

  

►The first tab is the  

-Statement Summary- 

 This will give you basic 

information about the 

account. 

  

Name 

Address 

  

Name 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►The second tab shows 

more current transactions 

and messages. 

  

  

  

►The third tab is the 

payment bank information. 

Before you change any field 

on this tab please contact 

Regions Bank. 

  

  

Regions Card Management System Statement View Procedures 

Name 

Address 

  

XXXXXXXXXXXXXXXXXX 

XXXXXXXXXXXXXXXXXX 

Name 

Address 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Account View and  

Update Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Go to “Account  

Maintenance”. 

►Click on “Account  

View/Update”. 

  

  

  

  

►Select the -Search Type- 

then type in the -Account 

Name- and click “Search”. 

  

  

Regions Card Management System Account View/Update Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Once the information is 

displayed, click on “View 

Account” to the right of the 

account. 

  

►This will bring up the 

information about the 

account such as: 

 Account Status 

 Credit Line 

 Current Balance 

 Account 

Permissions 

 Demographics 

 Limits 

 Billing 

 Account Summary 

  

  

Regions Card Management System Account View/Update Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Create New Account Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Search by the Account 

Name, Account Number, or 

Employee/Vendor ID. 

  

  

Regions Card Management System Create New Account Procedures 

►To Create a New 

Account go to the -Account 

Maintenance- link and click 

on “Create New Account”.  

  

►Click on  

“View Account” beside the 

existing account that you 

want to model. 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Make changes to reflect 

the new account  

Information on the –

Demographics- tab. 

  

  

  

► Make any credit limit 

changes on the –Limits- tab. 

  

  

► -Billing- tab should not 

be used. 

► Click on “Review” at the 

bottom of the page. 

Regions Card Management System Create New Account Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

► Review the data and 

click on “Add Account” if 

no further changes need to 

be made. 

  

Regions Card Management System Create New Account Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Transaction Inquiry Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Go to  

-Account Maintenance-. 

►Click on “Transaction 

Inquiry. 

  

  

  

►Select the -Search Type-. 

►Type in the -Account 

Name/Account 

Number/Employee/Vendor 

ID-. 

►Select the -Transaction 

Type-. 

►Click “Search”. 

  

  

Regions Card Management System Transaction Inquiry Procedures 

  

►This will bring up the 

transaction data. 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Create New user Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Create New User Procedures 

  

►Go to “Administration”. 

►Click on  

“User Maintenance”. 

  

  

  

►Click on “Add User”. 

  

  

  

►Type in -User Name-. 

►Type in First Name. 

►Type in Last Name. 

►Type in a Temporary 

Password (at least 7 

characters, at least one 

letter and two numbers). 

►Re-type the Temporary 

Password. 

►Select the Access Level. 

►Select the Company or 

Account. 

►Click on “Save & 

Continue”. 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Add User Functions . 

►Click on “Save &  

Continue”. 

  

  

  

►If ordering a VeriSign 

token for the user, complete 

the form and click on  

“Order”. 

  

►If the user does not need 

a VeriSign token click on  

“Skip Order”. 

  

  

Regions Card Management System Create New User Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►If you need to make edits 

to the user click on the 

“View/Edit” link. 

►If the user is ready to be 

created, click on  

“Continue”. 

  

  

  

►This will bring you back 

to the -User Maintenance- 

screen. 

►Type in your User Name 

that you just created and 

click on  “List Users”. 

  

  

  

►This will bring up the 

user that you just created. 

At this point you can verify 

the user has been created 

and verify the set up is 

correct. If everything is 

correct, the user is ready to 

log into the system. 

  

  

Regions Card Management System Create New User Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Credential Maintenance Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
  

►Go to “Administration”. 

►Click on “Credential 

Maintenance”. 

  

  

  

►Select the -Access Level-

. 

►Select you –Company-. 

►Click on “Search”. 

  

  

  

►Locate the user and click 

on “Reorder” to order a new 

VIP Token or click on 

“Order” to order a new VIP 

Token for a new user. 

  

  

Regions Card Management System Credential Maintenance Procedures 
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XXXXXXXXXX

X 
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CMS Update User Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

►Go to “Administration”. 

►Click on “User  

Maintenance”. 

  

  

►Type in the User Name in 

the -Name Search- field. 

►Click on “List Users”. 

  

  

  

►Click on “User Name” to 

update the user information. 

  

  

Regions Card Management System Update User Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

►Make changes to the -

User Information- and click 

on “Save & Continue”. 

  

  

  

►Make changes to the 

 -User Functions- and click 

on “Save & Continue”. 

  

Regions Card Management System Update User Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Audit Log Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Audit Log Procedures 

  

►Go to –Reports-. 

►Click on “Audit Log”. 

  

  

  

►Select your -Begin Date- 

and your -End Date-. 

►Select your -Transaction 

Type-. 

►Select your -User Name-. 

►Select your –Status-. 

►Click on “Display Data”. 

  

  

  

►Data will be displayed . 

  

  

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 
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XXXXXXXX 

XXXXXXXX 
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CMS Audit Summary Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Audit Summary Procedures 

  

►Go to –Reports-. 

►Click on “Audit  

Summary”. 

  

  

►Select your -Begin Date- 

and your -End Date-. 

►Click on “Display Data”. 

  

►Click on the –Entity- that 

you are pulling the Audit 

Summary for. 

  

  

  

►Audit Summary Details 

will display. 

  

  

XXXXXXXX 

  XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Reporting Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Reporting Procedures 

  

►Go to –Reports- 

►Click on “Standard  

Reports”. 

  

  

►Oracle Reports will open 

in a separate page 

►Click on “Standard  

Reports” at the top of the 

page. 

  

►Click on the Standard 

Report Tab you would like 

to pull. 

  

  

  

►Click on “Download”, 

choose the download  

format and select the 

location to download the 

file to. 

  

  

XXXXXXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXX 

  

XXXXXXXXX

X 

  

XXXXXXXXXXX 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

CMS Quick Reference Guide 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Login Quick Reference 

►Go to https://www.card-data.com/RegionsCardManagementSystem/Security/Login.aspx 

►Type in your User Name and Password (if this is your first time to log in type in your Temporary Password). 

►Click on “Login”. 

►Type in your Current Password. 

►Type in your New Password. 

►Re-type your New Password. 

►Click on “Logon”. 

►The next screen will ask for your Credential ID and Security Code. 

►Credential ID is the Serial Number on the back of your Token. 

►The Security Code is the six digit number displayed on the front of your token. 

►Type in this information and click “Continue”. 

Regions Card Management System Statement View Quick Reference 

►At the -Message Center- page, click on “Statement” and then “Statement View and Print”. 

►Choose the -Search Type- and type in the account name. 

►Click on “Search”. 

►When the search results are loaded, click on “View Account” at the right of the account name. 

►The first tab is the “ Statement Summary” (this will give you basic information about the account.). 

►The second tab shows more current transactions and messages. 

►The third tab payment bank information. (Not Applicable) 

Regions Card Management System Account View/Update Quick Reference 

►Go to -Account Maintenance-. 

►Click on “Account View/Update”. 

►Select the “Search Type” then type in the -Account Name- and click “Search”. 

►Once the information is displayed, click on “View Account” to the right of the account. 

  

  

  
Regions Card Management System Create New Account Quick Reference 

►To create a new account go to the “Account Maintenance” link and click on “Create New Account”.  

►Search by the Account Name, Account Number, or Employee/Vendor ID. 

►Click on “View Account” beside the existing account that you want to model.. 

►Make changes to reflect the new account information on the –Demographics- tab. 

►Make any credit limit changes on the –Limits- tab. 

►-Billing- tab should not be used. 

►Click on “Review” at the bottom of the page. 

►Review the data and click on “Add Account” if no further changes need to be made. 

Regions Card Management System Transaction Inquiry Quick Reference 

►Go to -Account Maintenance-. 

►Click on “Transaction Inquiry. 

►Select the -Search Type-. 

►Type in the -Account Name/Account Number/Employee/Vendor ID-. 

►Select the “Transaction Type”. 

►Click “Search”. 

►This will bring up the transaction data. 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Regions Card Management System Transaction Inquiry Quick Reference 

►Go to -Account Maintenance-. 

►Click on “Transaction Inquiry. 

►Select the -Search Type-. 

►Type in the -Account Name/Account Number/Employee/Vendor ID-. 

►Select the -Transaction Type-. 

►Click “Search”. 

►This will bring up the transaction data. 

Regions Card Management System Create New User Quick Reference 

►Go to –Administration-. 

►Click on “User Maintenance”. 

►Click on “Add User”. 

►Type in -User Name-, -First Name-, -Last Name-. 

►Type in a Temporary Password (at least 7 characters, at least one letter and two numbers). 

►Re-type the Temporary Password. 

►Select the Access Level. 

►Select the Company or Account. 

►Click on “Save & Continue”. 

►Add User Functions . 

►Click on “Save & Continue”. 

►If ordering a VeriSign token for the user, complete the form and click on  “Order”. 

►If the user does not need a VeriSign token click on  “Skip Order”. 

►If you need to make edits to the user click on the “View/Edit” link. 

►If the user is ready to be created, click on  “Continue”. 

►This will bring you back to the -User Maintenance- Screen. 

►Type in your User Name that you just created and click on “List Users”. 

►This will bring up the user that  you just created. At this point you can verify the user has been created and  

verify the set up is correct. If everything is correct, the user is ready to log into the system. 

  

Regions Card Management System Credential Maintenance Quick 

Reference 
►Go to –Administration-. 

►Click on “Credential Maintenance”. 

►Select the -Access Level-. 

►Select you –Company-. 

►Click on “Search”. 

►Locate the user and click on “Reorder” to order a new VIP Token or click on “Order” to order a new VIP Token 

for a new user. 

  

Regions Card Management System Update User Quick Reference 

►Go to –Administration-. 

►Click on “User Maintenance”. 

►Type in the User Name in the -Name Search- field. 

►Click on “List Users”. 

►Click on “User Name” to update the user information. 

►Make changes to the -User Information- and click on “Save & Continue”. 

►Make changes to the -User Functions- and click on “Save & Continue”. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Regions Card Management System Audit Log Quick Reference 

►Go –Reports-. 

►Click on “Audit Log”. 

►Select your -Begin Date- and your -End Date-. 

►Select your -Transaction Type-. 

►Select your -User Name-. 

►Select your –Status-. 

►Click on “Display Data”. 

  

  Regions Card Management System Audit Summary Quick Reference 

►Go to –Reports-. 

►Click on “Audit Summary”. 

►Select your „Begin Date” and your -End Date-. 

►Click on “Display Data”. 

►Click on the –Entity- that you are pulling the Audit Summary for. 

►Audit Summary Details will display. 

►Go –Reports-. 

►Click on “Standard Reports”. 

►Oracle Reports will open in a separate page. 

►Click on “Standard Reports” at the top of the page. 

►Click on the Standard Report Tab you would like to pull. 

►Click on “Download”, choose the download format, select the location to download the file to and click “Save”. 

  

  

Regions Card Management System Reporting Procedures 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

 

                     

 

 
 

 
 

 

 

© 2013 Regions Bank. Member FDIC.

                     

 

 
 

 

 

 

This guide is for general informational and reference purposes only and is entirely subject and subordinate to 
the terms of the respective written agreements for the products and services described above. This guide does 
not constitute a contract or representation or warranty of any kind, express or implied, nor does it in any way 
supplement, replace, modify, or amend the terms and provisions of the written agreements that govern the 
products and services. You should review actual product and service agreements carefully to understand the 
terms that govern the products and services and the rights, responsibilities, and liabilities of parties thereunder.

 

 
 

 
 

 

 
 

 


