
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Company | Adding Companies to a Cardholder 

STEP ONE | Adding a Company to a Cardholder 
 
In the Cardholders profile next to the Works For table click ‘add’ 
 

 
 
 
 
Search for the company you are wanting to add. Click into the company. 
 

 
 
 



 

  

 
 
An admin note will appear for you to complete. 
 

 
 
 
If you want to make this new company the default company for this cardholder at 
your site, click ‘set’ in the Works For table. 
 

 
 
 



 

  

  
 
 
An admin note will appear for you to complete 
 

 


