
PEX CARD INFORMATION 

Pex cards are prepaid visa cards. These replace a monthly cash budget and are 
issued to the purchaser for each department. The Pex card is used just like a 
credit card to make the necessary purchases for each department. 

The following are instructions on the set up and use of the cards. 

A personal pin has been assigned to your card. The pin is the four digit YEAR of your birth so it is 
easy to remember and you will always be reminded how old you are. J The card can be used as 
a credit or debit card. It will need to be used as a debit card with your pin number at places 
such as Costco or Sams Club where they limit the types of credit cards that can be used.  

Budgets will be filled prior to the beginning of the new month. Please keep track of your card 
balance on the mobile app and attach receipts to each transaction. You have the option of 
entering a note for each transaction to clarify purchases that may need further explanation. The 
administrator will review the card transactions prior to adding new funds. Please make sure 
that all receipts are attached to the transactions so that they can be reviewed and approved. 
The card will not receive new funds until the previous funds are accounted for with receipts.  

FIRST TIME LOG IN 

Cardholders are able to view their balance, download statements, add transaction notes, and 
update their profile by accessing the PEX Cardholder website or on the mobile app. They must 
first complete the "First time login." 

CREATING AN ACCOUNT USING AN EMAILED VERIFICATION CODE 

1. Go to https://ch.pexcard.com and click the link titled "First time login?" 
2. Click the link at the top of the page or navigate to https://ch.pexcard.com/registration/ 
3. Click the "Begin" button 
4. Key in the sixteen (16) digit card number as shown on the front of your PEX card and click the 

"Next" button 
5. A six (6) digit code will be emailed to the address provided when the card was ordered 
6. Retrieve the code from your email and enter it in the field provided. Click the "Next" button. 
• Note: if you have not received the code after 10 minutes, please check your spam folder. If you 

still have not received the email, please contact your business administrator to confirm which 
email address is associated with your card 

7. After verifying your email address, you will be shown the phone number and birth date we have 
on file. Please alert your business administrator if this information is incorrect. 

8. Create a username. Your username must be unique 
9. Choose a password and re-enter. The password must be 8-11 characters, and must contain 

letters, numbers, and special characters. Spaces are not allowed 
10. Choose a security question. You can also write your own question 
11. Enter your security answer. Note that answers are case sensitive, so enter it in the exact way 

you will enter it in the future 
12. Click the "Register" button. Your business administrator will receive an email alerting them to 

your new account. 
Example cardholder account creation: 



 

CREATING AN ACCOUNT USING YOUR BIRTH YEAR FOR VERIFICATION 

1. Go to https://ch.pexcard.com and click the link titled "First time login?" 
2. Key in the sixteen (16) digit card number as shown on the front of your PEX card 
3. Key in your four (4) digit year of birth 
4. Click the "Submit" button 
5. Create a username. Your username must be unique 
6. Choose a password and re-enter. The password must be 8-11 characters, and must contain 

letters, numbers, and special characters. Spaces are not allowed 
7. Enter a security question. The security question should be something that only you will know 

the answer to. For example, "First pet's nickname". 
8. Enter your security answer. Note that answers are case sensitive, so enter it in the exact way 

you will enter it in the future. 
9. Click the "Submit" button 

 

Download the mobile app to easily manage your card, attach receipts and check your balance. 

 



 
RECEIPTS FOR TRANSACTIOnS 

The PEX platform allows cardholders and admins to attach a receipt file directly to a merchant 
transaction. 

The system will verify a few things when uploading a file: 

• The format is supported. 

• There is no malware or virus present. 

• It is not corrupted. 

• The size is less than 10 MB. 

Admins and cardholders can attach a receipt to the cardholder transaction from the mobile 
apps or the websites. 

1. PEX Card mobile 

    File formats supported: .PNG, .JPG 

• Navigate to the cardholder transaction list. 

• Click on the correct merchant transaction for the receipt. 

• Android - click the green plus. iOS - click the receipt icon.  
• Select the way you want to attach the receipt: 

o Take a photo with the camera. 

o Find an image in the gallery. 

• You can crop or rotate the image prior to uploading. 

2. PEX websites (admin and cardholder) 

    File formats supported: .PNG, .JPG, .PDF 

• Navigate to the cardholder transaction list. 



• You will notice a new column ‘Receipt.’ 

 

• Click on the upload icon to select the receipt image from your local machine. Or, browser 
permitting, you can drag the receipt file to the transaction. 

• You can crop, zoom and rotate the image prior to uploading. 

Receipts cannot be attached to funding transactions. Please attach after they have funded. 

 


