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Key2Business Glossary

Term Definition Related Terms

1099 Reporting With Commercial Card transactions, the Acquirer/Acquiring Bank is 
responsible for 1099 reporting to the IRS. Validate your tax reporting 
responsibilities with your tax professional.

More information here

4th Line of 
Embossing

An additional line of data imprinted on a plastic card, below the 
cardholder’s name. It is most often the name of the company/
organization, or a division thereof.

Extra Embossing Line

Account Balance The current outstanding amount owned on an account.

Account  
Delinquency

When the full minimum payment due is not received by the payment 
due date, the account is past due (delinquent). If an account remains 
delinquent for a period of time, charge privileges will be revoked until 
the past due amount is paid in full. Commercial Cards are charge cards 
and require the entire previous Billing Cycle’s balance be paid in full.

Minimum Payment Due,  
Payment Due Date

Account Status The state of the account, such as open, closed, lost/stolen, 
suspended. The status of the account is one of the factors that 
determines the ability for the account to be used to transact.

Accounts Payable Accounts Payable is the use of SUGA or Vendor Cards to remit 
electronic commercial card account payments to merchants in place 
of checks (or other payment methods). Accounts Payable is a Non-
Distributed card program.

SUGA, Vendor Cards,  
Non-Distributed Cards

Acquirer/ 
Acquiring Bank

The merchant’s bank/payment processor that allows them to accept 
card transactions.

Issuer

Available Balance The current available credit on an account to make purchases.

Billing Cycle The Billing Cycle is a recurring period of time where transactions 
(debits, credits, payments, fees, etc.) are posted to an account. When 
the Billing Cycle ends, a Billing Statement is issued for that Billing Cycle.

Billing Cycle Date,  
Billing Statement

Billing Cycle Date This is the day of the month that an account cycles for billing. It 
is a fixed day of each month, but may sometimes vary based on 
weekends and holidays.

Billing Cycle,  
Billing Statement

Billing Statement The official invoice from KeyBank that documents the previous 
balance, new purchases, credits, payments, fees, new balance and 
minimum payment due for an account in each Billing Cycle. All Billing 
Statements are electronic; no paper statements are available.

Memo Statement, Billing 
Cycle, Minimum Payment 
Due

Card Activation When a new card is mailed, all transactions are blocked until the 
recipient contacts the bank to validate they have received the card 
by providing certain pieces of information. The cardholder should 
also create their Personal Identification Number (PIN) during the card 
activation process.

Personal Identification 
Number (PIN)

Card Compromise A data breach at a merchant, card processor, etc. in which card 
account data is obtained by an unauthorized third party. This does not 
always mean that a compromised account experiences fraud. Often a 
replacement account will be issued to protect against fraud occurring.

Fraud

https://www.key.com/businesses-institutions/solutions/payments/key2business-resources.jsp
https://www.irs.gov/businesses/small-businesses-self-employed/am-i-required-to-file-a-form-1099-or-other-information-return
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Card Security Code 
(CSC)

A three-digit code that is used in the transaction authorization process 
to validate the authenticity of the account. The code appears on the 
back of the plastic card next to the signature line. Almost always 
required for web- or telephone-based transactions.

CVC, Transaction 
Authorization

Card Validation 
Code (CVC)

A three-digit code that is used in the transaction authorization process 
to validate the authenticity of the account. The code appears on the 
back of the plastic card next to the signature line. Almost always 
required for web- or telephone-based transactions.

CSC, Transaction 
Authorization

Cardholder A person who has a plastic card issued in their name.

Cardholder Misuse The use of a card account by an authorized user for their own 
personal gain. Cardholder Misuse is not technically fraud as the user 
was authorized to use the account.

Fraud

Cash Advance Limit The maximum dollar amount that can be taken (outstanding) in cash 
on an account. The Cash Advance Limit is a subset of the overall 
Credit Limit.

Credit Limit

Central Bill Account All transactions and balances roll from sub-accounts linked to the 
Central Bill account at the time of the billing cycle. Payment must be 
made to the Central Bill Account. At the time of the billing cycle, all of 
the sub-accounts’ credit limits refresh.

Individual Bill Account,  
Sub-Account

Chip/PIN Card Chip/PIN refers to plastic cards that have a computer chip embedded 
in the card. A PIN may to be required at the Point-of-Sale, to be 
entered in the merchant’s terminal. Although not always required in 
the United States, it is standard outside the U.S.

Personal Identification 
Number (PIN), Transaction 
Authorization Process, EMV

Commercial Card A non-revolving charge card used in B2B transactions. Accounts can 
have physical plastics or use virtual account numbers for purchases. 
Organizations can impose controls at which merchants purchases  
can be made.

Credit Limit The maximum dollar amount that can be spent on an account in a 
billing cycle (Central Bill), or the maximum balance allowed on an 
account (Individual Bill).

Central Bill Account, 
Individual Bill Account, Sub-
Account, Cash Advance Limit

Cycle Transaction 
Count

The maximum number of transactions that can be authorized on 
an account in a Billing Cycle (sometimes referred to as Monthly 
Transaction Count).

Daily Transaction Count

Daily Amount The maximum dollar amount of spend permitted on an account in a 
calendar day.

Daily Transaction Amount

Daily Transaction 
Amount

The maximum dollar amount of spend permitted on an account in a 
calendar day.

Daily Amount

Daily Transaction 
Count

The maximum number of transactions that can authorized on an 
account in a calendar day.

Cycle Transaction Count

Distributed Cards 
Program

Plastic cards are issued to individual persons for use at Point-of-Sale. Non-Distributed Cards 
Program

EMV Europay, Mastercard, Visa (EMV) – the global standard for cards 
equipped with computer chips and the technology used to 
authenticate chip-card transactions.

Chip/PIN Card

Extra Embossing 
Line

An additional line of data imprinted on a plastic card below the 
cardholder’s name. It is most often the name of the company/
organization, or a division thereof.

4th Line of Embossing

https://www.key.com/businesses-institutions/solutions/payments/key2business-resources.jsp
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Fraud The unauthorized use of a card account by a third party for that 
party’s own personal gain.
KeyBank must be notified of a fraudulent transaction(s) within 60 days 
of the transaction appearing on the Billing Statement.

Cardholder Misuse

Ghost Card A commercial card account with no physical plastic. The account 
information is given to a single merchant (vendor) for recurring payments.

Vendor Card

Individual Bill 
Account

The owing balance remains on the Individual Bill Account. Payments 
must be made directly to the account. Often common with Travel & 
Entertainment cards usage.

Central Bill Account,  
Sub-Account

Issuer Issuer refers to the financial institution that provides commercial card 
programs to organizations, i.e., KeyBank.

Acquirer/Acquiring Bank

Level I Data Transaction date; post date; merchant name; dollar amount; merchant 
city, state, ZIP

Level II Data Level I +

Level III Data Level I, Level II +

Memo Statement Memo Statements are issued for sub-accounts linked to a Central 
Bill Account. The Memo Statement lists the purchases, credits, and 
fees that posted within a unique Billing Cycle to a Sub-Account. 
The Memo Statement is informational only and does not reflect a 
minimum payment due. All Memo Statements are electronic; no paper 
statements are available.

Billing Statement, Billing 
Cycle, Sub-Account

Merchant A provider of goods/services that accepts credit cards. Also referred 
to as vendors or suppliers.

Merchant Category 
Code (MCC)

A four-digit code assigned to every card-accepting merchant that 
identifies what type of service or goods they provide.

Merchant Category Code 
Group

Merchant Category 
Code Group (MCCG)

A grouping of MCCs. The MCCG(s) assigned to an account 
determines if a transaction can be authorized on the account. Each 
account can be assigned up to nine MCCGs.

Merchant Category Code

Minimum  
Payment Due

The Minimum Payment Due appears on the Billing Statement and is 
the least amount of funds that must be received by KeyBank by the 
Payment Due Date. If the Minimum Payment Due is not received on  
an account, the account will become delinquent.

Billing Statement,  
Account Delinquency

Non-Distributed 
Cards

No Physical Plastics for cardholders, aka Ghost Cards

Personal 
Identification 
Number (PIN)

A four-digit code used in the transaction authorization process. The 
PIN is used in Chip/PIN face-to-face transactions with merchants and 
to obtain cash advances from automated teller machines (ATM). The 
cardholder should create the PIN at the time they activate their account.

Transaction Authorization 
Process, EMV, Card 
Activation

Point-of-Sale (POS) The location, physical or virtual, where a card transaction originates.

Retrieval A request from the issuer, usually on behalf of the cardholder, for a 
copy of the sales slip from the merchant.

Single Transaction 
Amount

The maximum dollar amount that can be charged to an account in an 
individual transaction.
The limit is assigned at the account level and can vary from one 
account to another.

Split Transactions

https://www.key.com/businesses-institutions/solutions/payments/key2business-resources.jsp
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Split Transaction The result of dividing a purchase amount into at least two smaller 
card transactions in order to circumvent dollar limits, such as a 
cardholder’s single transaction limit. This is typically prohibited by 
end-user organizations.

Single Transaction Amount

Sub-Account A Sub-Account is a commercial card account linked to a Central Bill 
Account for billing purposes. The Sub-Account does not carry the 
previous Billing Cycle’s balance — that is moved to the Central Bill 
Account. No payments are due on a Sub-Account.

Central Bill Account,  
Individual Bill Account

Transaction 
Authorization

An approval given to a merchant by the card issuer to debit the 
commercial card account.

Transaction Decline

Transaction 
Authorization 
Process

The electronic or telephonic protocol a merchant uses to request 
permission to debit an account.

Transaction Authorization, 
Transaction Decline, 
Personal Identification 
Number (PIN), Chip/PIN Card

Transaction 
Chargeback

The reversal of a transaction back to the merchant, due to a 
Transaction Dispute.

Transaction Dispute

Transaction Date The date that the merchant obtains authorization to debit the 
commercial card account. The Post Date is often one to three days 
after the Transaction Date.

Transaction Post Date

Transaction  
Decline

A refusal by the bank to approve a transaction request from a 
merchant. Often a transaction is declined due to a lack of Available 
Balance, an MCCG block, or exceeding a Single Transaction Limit.

Transaction Authorization,  
Available Balance, MCCG,  
Single Transaction Limit

Transaction  
Dispute

A formal process applied when a transaction is called into question 
by the cardholder, due to a billing error or failure to receive goods/
services, etc. The rules and protocols for disputing a transaction are 
defined by the card network (Mastercard). The dispute of a transaction 
must be initiated within 60 days of the transaction appearing on the 
Billing Statement.

Transaction Chargeback

Transaction  
Post Date

The date a transaction is added to the account balance. It is often one 
to three days after the Transaction Date.

Transaction Date

Vendor Card A commercial card account with no physical plastic. The account 
number is given to a single merchant (vendor) for recurring payments.

Ghost Card
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