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TOPICS

I. Introduction

II. Chip Cards

III. Applicable/Maintenance Forms

IV. CentreSuite (Dashboards/Reports)

V. Fraud

VI. FHB Reminders
I. Disputes
II. Payments
III. Finance Charges & Fees

VII. Merchant Category Codes (MCC’s)

VIII. SPO-035 Requests to Use pCard for Blocked 

Purchases 

IX. Reminders

Presenter
Presentation Notes
Good morning and thank you for attending this annual event.  



CECILIA MCMOORE
FIRST HAWAIIAN BANK



CHIP CARDS
VERIFICATION ID (6 numeric)

• Executive Branch: Cardholder Statement zip code plus 
zero.  (Ex: 96813 plus 0 = 968130)

• Used for Card Activation.
• Used for Identification purposes when calling Customer 

Service.

CARDHOLDER NOTIFICATION
• pCard Admin to notify cardholder when they turn in their 

application what their 6 numeric Verification ID is.

PIN FOR FOREIGN TRAVELERS
• Use the Maintenance Request form to request a PIN.

Presenter
Presentation Notes
Chip Cards to be released early to mid October 2016.  
All cardholders should have received and activated all chip cards
For all executive branches…The 6 digit Verification ID should be the cardholders statement zip code plus zero.
Some counties have opted for another 6 digit verification id
The verification Id is used for card activation and identification purposes, should they need to call customer service

When submitting the application, please be sure to advise the cardholder what their 6 digit verification ID is.

If a cardholder is traveling over seas, please email us to request a PIN as some foreign merchants may require a PIN with the chip card



FORMS

Cardholder Application Form

• To be used as of January 1, 2018

• Sections of the application can be 
customized to Department needs

• Email the completed form to 
DataEntry@fhb.com



FORMS

Maintenance Request Form

• To be used as of January 1, 2018

• Used to make changes to 
existing cardholder accounts

• Email the completed form to 
DataEntry@fhb.com



CENTRESUITE – DASH BOARDS

With this release, new report dashboards will be added 
to the Report Module.  The new dashboards will provide 
enhanced trending analysis related to program spend 
and CentreSuite usage. 

*Live Demo



CENTRESUITE
• Department / Jurisdiction pCard CentreSuite Admin Role

– Reset User passwords & security questions
– Unlock User accounts
– Create Admin User accounts
– Monitor cardholder accounts for usage and spend

• PDF statements available for review and download 1 - 2 days after 
cycle. 

• PDF statements are available online for 6 rolling months. (new)

• Transaction data available online for 24 rolling months. 

BEST PRACTICE: Download PDF statements and transaction data to
build your own database for research, audit purposes, and UIPA requests.



FRAUD

• Types of Fraud

• Fraud Decline Overview

• Fraud Tips and Best Practices
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FRAUD TIPS / BEST PRACTICES
• Notify the Bank for any upcoming spend related to travel, 

special projects, very high dollar amounts, etc…

• Have the cardholders periodically monitor their posted 
transactions for unauthorized activity.

• The cardholder may be contacted by our Risk Department 
to confirm suspicious activity on the account.  If not fraud, 
the Risk Department will remove the watch flag and the 
cardholder can resume using the card.

• If confirmed fraud, the cardholder can block the account 
but the POC must authorize the Bank to transfer the 
account and mail out the card.



REMINDERS
DISPUTES

• Notify the bank if any fraudulent or unauthorized charges 
have posted to the account.

• All notices of disputed items must be made within 60 days 
of the cycle in which the item first appears on the 
cardholder statement.

• Protections for the State includes zero liability for fraudulent 
transactions.  However, buyers must notify their 
administrators of the fraudulent transactions so that it can 
be disputed.

• Advise the cardholder to look for the dispute form in the 
mail, after they have disputed a transaction. 



REMINDERS
PAYMENTS

• The pCard is a paid in full product, so payment must be 
paid in full.

• If a transaction is disputed after the statement has been 
produced, payment in full is still required. Must pay the 
amount due on the statement. 

• Any short payment may result in finance charges, late 
fees and restricted use if the company account is two 
months past due.



REMINDERS
FINANCE CHARGES & FEES

• Finance charges & fees may be assessed if a payment in 
full has not been received.

• First Hawaiian Bank shall have the option to waive the 
interest finance charges/fees under certain 
circumstances:

- First time offender with no history of past due accounts, 
or

- Last finance charge was assessed more than 12 
months ago, or

- Finance charge is due to bank operational processing, 
or

- Extenuating circumstances exists, based on a case to 
case situation. This requires the State Procurement 
Office verification and recommendation.



MAHALO NUI LOA!
If you have any follow up questions 
please do not hesitate to email the 

commercial card team at 
comlcard@fhb.com  

Cecilia McMoore  844-3184
Katie Kaopua 844-3127
Lynne Hirayama  844-4657
Kelsey Lew  844-3181
Jay Polk                         844-3187
Carissa Leonida 844-3183



Request to Use pCard for Blocked 
Purchases

 Form SPO-035 must be submitted 7 days prior to the 
event.
 Dates cannot be retro-active but can be a single date or 

date range
 Effective dates cannot be indefinite
 If submitting an eSign form must include the audit report

 Merchant Category Codes Updated
 Review PC2003-16, Amend 18

 SPO will check delegation, training & cardholder 
agreement and method of procurement

 Comptroller approval (if applicable)
 Declined transactions

 Call your pCard Administrator first.
 Primary SPO point of contact – Shannon Ota
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REMINDERS

 Effective 11/20/2017 all SPO-035 are required to be submitted 
through HANDS.

 Any changes to the department’s/juridisction’s pCard
administrator or alternates  must be submitted using SPO-036.
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Contact Information

 Bonnie Kahakui

 587-4702, bonnie.a.Kahakui@hawaii.gov

 Shannon Ota

 586-0563, shannon.j.ota@hawaii.gov

 Shawn Richey

 586-0577, shawn.l.richey@hawaii.gov
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Mahalo

mailto:bonnie.a.Kahakui@hawaii.gov
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