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Introduction 
This guide will provide you with the basic information you need to get started with your Scotiabank VISA 
Business Card program, including the steps involved in logging into CentreSuite for the first time and a 
quick overview of the functionality CentreSuite provides. 

How to Log In 
1. Log on to CentreSuite at www.CentreSuite.com/centre/?vbc. You will be asked to enter your 

user ID and password. 
 

 
 
For CAD agreements, your user ID begins with your first name and is followed by the first 4 letters of 
your last name; followed by the last 6 digits of your Service Agreement ID (provided by Scotiabank in the 
welcome email notification).   
 
For USD agreements, your username will begin with a “U” and is followed by your first name; followed 
by the first 4 letters of your last name; followed by the last 5 digits of your Service Agreement ID. 
 
If you have both CAD and USD agreements, you will be able to access your entire portfolio with your 
CAD login.  If, when you login, you aren’t seeing both your CAD and USD agreements, please reach out 
to your Relationship Manager or the Technical Support Help Desk at 1-800-823-9653 and they will be 
able to link your agreements to the same login.  
 

2. Select your language preference from the dropdown menu. 
 

3. Enter your password. If this is your first time logging in, your temporary password is Welcome1. 
You will be asked to change your temporary password the first time you log on and accept the 
End-User License Agreement. To help protect your logon account from fraudulent use, you will 
also need to select additional security questions. You may be prompted to answer one or more 
of these questions as part of the Self Unlock/Reset Password procedure to help verify your 
identity. 

 

http://www.centresuite.com/centre/?vbc
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4. Once you have successfully changed your password, you will be provided with a confirmation. 
Click on ‘Ok’ to proceed. You now have access to CentreSuite. 

CentreSuite Overview 
Upon logging in, you will be brought to the home page.  From this page, you will be able to use the tabs 
in the top row to navigate to the various functions available. 
 
Additionally, the home page offers a link to the full Scotiabank VISA Business Card Program Resource 
Centre, and contact information for the Card Service Centre should you require assistance. 
 
Lastly, there is a list of Quick Links which offers another link to the SVBC Resource Centre, as well as links 
to documents for creating or modifying card coordinator profiles (the completed Coordinator 
Designation form would need to be forwarded to your Scotiabank Relationship Manager for processing). 
Please note that a profile may have a maximum of two coordinators. 
 

 
 
The options available in the top row of tabs are: 

• Statements 
• Accounts 
• Reports 

 
The Statements option will allow you to review Account Activity.  This provides an activity summary as 
well as a more detailed transaction view for individual cardholders, or all activity within the program.  
More information on this functionality can be found in our Balance and Transaction Information guide. 
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The Accounts option provides the ability to Manage Accounts.  This is where new cards can be issued, 
and existing cards can be modified or closed as necessary, functions which are explained in more detail 
within our Card Management guide.  Additionally, there is the option to View Authorization Requests, 
which provides a real-time list of authorizations which have not yet posted to the transaction history.  
 

 
 
The Reports tab gives you access to the Standard Reports screen as well as the Output Log.  The 
Standard Reports screen allows you to generate several different types of reports detailing your 
cardholders, transaction information, and more.  The reports which are generated will be made 
available through the Output Log.  More details about the report functionality are available in our 
Reports guide. 
 

 
 
CentreSuite Balances in ScotiaConnect 
 
Your previous day balances will be available to view from your ScotiaConnect homepage in the Credit 
Cards section.  Depending on your ScotiaConnect setup, the Credit Cards section will be displayed in one 
of the following ways:   
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To view additional details, navigate to Reports > Reporting > Credit Cards:   
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From this page, you will be able to see individual card details, your credit limit, the previous day’s 
balance and the remaining available credit. You will also be able to see a summary of your last 
statement by clicking ‘View’. 
 

 
 
Note: Super Users or users with Administration access must provide access to users for them to be able 
to view their Scotia Visa Business Card balance on ScotiaConnect. They can do this by navigating to 
Administration > User Groups > clicking on the Group name > putting a checkmark next to ‘Balance and 
Transactions’ and clicking on ‘Balance and Transactions’. 
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Next, put a checkmark next to ‘Credit Cards’ in the Functions section and ensure that the Scotiabank 
Visa Business Account number is selected in the Accounts section.  
 

 
 

 
 
If you’d like to see additional transaction details or perform any card maintenance, please log in to 
CentreSuite.  
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FAQs 
• Do cards have to be activated before use? 

 
Yes, activation is required for security reasons. You will need to call the Customer Contact Centre at 
(888) 823-9657 and simply follow the instructions from the menu provided. The card number and 
"significant date" will be required for card activation. The ‘Date of Significance’ was provided to 
Scotiabank during the initial card set up process. If you are unsure of your significant date, please 
contact your company's program coordinator. 
 

• How do I add a coordinator? 
 
Go to ‘Quick Links’ on the Homepage and click on ‘Coordinator Designation’ which will show you the 
form that you need to fill out to add or delete a coordinator. 
 

 
 

• How will I be receiving my monthly company statement? 
 
The Scotiabank VISA Business Card is a web-based product, and no paper statements are generated. On 
the 18th of every month, you will be receiving an electronic statement in PDF format. You will only 
receive an e-statement if there was activity in the previous cycle. The sender of the email is "Scotiabank" 
(scotiabank@procard.com). Please make sure to add this email to safe sender list on your browser to 
receive the statements. 
 

• What is the difference between gold and silver cards? 
 
Silver cardholders will have Waiver of Liability coverage up to $100,000. Gold cardholders will have the 
same coverage as silver cardholders; however they will also have extensive travel insurance and access 
to International Concierge Services. 
 

Insurance Type Gold Silver Maximum Coverage 
Waiver of Liability Yes Yes $100,000 
Common Carrier Travel 
Accident 

Yes No Variable Upon 
Circumstance 

Collision Loss Damage Yes No Covers Loss or Damage 
to Vehicle 

Travel Accident Yes No $500,000 
Emergency Purchases Yes No $500 
Lost Luggage Yes No $2,000 per Trip 
Flight Delay Yes No $500 per Occurrence 
Hotel/Motel Burglary Yes No $500 per Occurrence 
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• How does the credit limit and payment process work? 

 
The Scotiabank VISA Business Card (SVBC) is a "Corporate Bill/Corporate Pay" program. When the 
company coordinator is issuing plastics for individual cardholders, the cumulative credit limit for all the 
individual cardholders can be greater than the approved company corporate credit limit (ex. company 
corporate limit is $100,000, and 15 cards have been issued with individual limits of $10,000=$150,000). 
When a cardholder makes a purchase from a merchant, the system will validate against the cardholder's 
individual credit limit to ensure there are sufficient funds available to make the purchase. If funds are 
available at the individual cardholder level, the system will then validate against the company's 
corporate credit limit to ensure it has sufficient funds to allow for the purchase to go through. Only if 
both tests pass will the purchase be authorized. The purchase will be declined if either one of these tests 
fails. In essence, all cardholders are accessing the same pool of company corporate funds within their 
own individual credit limit. 
 
The billing cycle is from the 16th of the previous month to the 15th of the current month. At the end of 
the billing cycle (i.e. on the 16th of each month), all cardholder balances are reset to zero, and their 
individual transactions will roll-up to the company's corporate account so that they can spend up to 
their individual credit limit again. The company's corporate balance is due 21 days after the end of the 
billing cycle (around the 5th of each month), and payment is processed by direct debiting the company's 
business account and crediting the SVBC company account. 
 
If an individual cardholder reaches his/her assigned limit prior to the end of the billing cycle, the 
company coordinator must increase the cardholder's credit limit in order to access additional company 
corporate funds. Payments made against a cardholder's account will not affect the cardholder's 
available credit as the SVBC program is corporate bill, and the payment will be applied against the 
company's corporate account. Any manual payments made will only increase the company's corporate 
available credit but will not have an impact on the cardholder's outstanding balance. 
 
In instances where the company is reaching its maximum corporate credit limit, manual payments can 
be made in advance of the direct debit. Any manual payments made will reduce the amount owing on 
the company's corporate account and will reduce the direct debit amount to be taken. It takes 2-3 
business days to process manual payments made at a branch and for the payment to post on the 
company's corporate account. 
 

• Why is there a discrepancy between the balance due appearing on the monthly statement and 
the amount debited from my business account? 

 
The following 3 circumstances would result in a discrepancy: 
 

1. When a manual payment is made against a cardholder's account or the company account after 
the cycle end date (15th of each month), but prior to the payment due date (21 days after the 
15th of the month), the manual payment amount will reduce the balance due that appears on 
the e-statement. 

 
2. If a transaction is disputed by a cardholder between the cycle end date and the payment due 

date, the disputed amount is credited to the company account until settlement. This will result 
in a lesser amount being debited from what appears on the e-statement. 
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3. If a dispute is settled after the cycle end date, but prior to the payment due date, and the 

settlement is in favor of the merchant, the disputed transaction amount will be added to the 
balance due amount appearing on the e-statement. 

 
• What process should be followed when a card is lost or stolen? 

The cardholder must contact the Scotiabank VISA Business Card Service Centre at (888) 823-9657 and 
simply follow the instructions from the menu provided. A new card will be issued, the old card will be 
blocked, and balances will be transferred to the new card. If the cardholder has cash advance access, 
he/she will be required to set up a new PIN. The cardholder will be required to reconcile both the old 
and new card the following business cycle. The cardholder will need to ensure that any merchant set up 
for pre-authorized payment (cable, phone, periodicals, etc.) is notified of the new card number. 
 

• What does a cardholder do if he/she wants to dispute a transaction on his/her statement? 
The cardholder should first contact the merchant directly to settle the dispute. If the merchant is not 
known to the cardholder or the dispute is not settled, the cardholder will need to call the Scotiabank 
VISA Business Card Service Centre at (888) 823-9657 to initiate the dispute investigation process. The 
disputed amount will be credited to the corporate account until settlement (normally within 60 days). 
 

Contact Us 
 
Customer Contact Centre  

• 1-888-823-9657 - Toll-free number within North America – available 24 hours a day 

• Email: hd.ccebs@scotiabank.com  and your email will be answered within 24-48 business 

hours. 

• To book product training, please send an email to gbp.training@scotiabank.com 

 
® Registered trademarks of the Bank of Nova Scotia. 
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