
Bank of America Global Card Access: www.bofa.com/globalcardaccess  
(Card Activation, PIN Check, Change Your PIN, & Mobile/Email Alerts) 
 
1. Go to Bank of America’s Global Card Access website from your computer and select “Register a card”. 

 
 
2. Enter your corporate card number (this is your 16-digit p-card number).” Then click “Continue”. 

 
 
3. Complete required information to verify your card: Expiration Date, Security Code and Verification (Email or Verification ID 

(the Verification ID is 123456789) then click continue. 

 

 
 
 
 
 

 

 

http://www.bofa.com/globalcardaccess


 
4. Create Your Account and select “Continue”.  (We suggest you use the same User ID and password that you use for Works) 

 

 
  



5. Enter Your Information; First Name, Last Name and Email Address then click “Submit”. 

 
 
6. After you have successfully registered your card, you will get a message that your card has been registered. Log in using the 

User ID and Password you just created. You will be prompted to enter an authentication code that is emailed to you. Enter the 
code once you receive it in the email and click “Continue”. 

 

 

 
  



7. Read the Terms and Conditions – Individual Account and select “Accept”. 

 
 
8. You will be prompted to confirm your contact information.  You can review it or “remind for later”. 

 
 
9. If you have not activated your card by calling the number on the sticker, you will be prompted to activate the card now. If you 

select “Activate later” you have the ability to activate it through a “Quick action link” on the right. 

 
  



10. Once you activate your card, you will receive a message stating the card has been activated. If you do not see this message, 
your card is not activated. 

 
 
11. If your “available credit” reads $5.00, Purchasing is waiting for your Cardholder Agreement form. Your credit limit will not be 

set until Purchasing has this document. 

 
 
12. From the “home” screen, you can View Your PIN, Change Your PIN and Manage Alerts. 

 
 
  



13. To perform a PIN Check/View Your PIN, click on the “View Your PIN” link under Quick actions. 

 
 
14. Enter the security code from the back of your p-card and then click “Show my PIN”. Your PIN will show one number at a time. 

 

 
 

 
15. To change your PIN, click on the “Change Your PIN” link under Quick Actions. 

 
 
  



16. Complete the required information and click Submit.  A confirmation message will appear at the top of the screen and a 
confirmation email will be sent to the email address on file confirming the PIN change. 

 
 
17. To Manage Alerts, select the “Manage Alerts” link under Quick Actions. 

 
  



18. You will be prompted to select where you want to send your alerts to. If you did not “review your contact” information earlier, 
you can manage your contact information here and add a mobile phone number. 

 
 
19. When you select “manage your contact information”, you can edit your email, add a mobile phone, or edit a mobile phone (if 

you already added a phone. 

 

 
  



20. The only alerts that you may want to set up are for “Transaction activity”. Select the alerts you want to turn on, and how you 
want to be notified (email or mobile phone). 

 
 
If you have any questions or issues, please do not hesitate to reach out to the Purchasing office. 


