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1. The basics

Why is there a new Z Card Online user guide?

Our Technology Team have built a replacement solution for our old Z Card Online system which was taken
offline in December after a complex and technical issue was discovered with it.

What you can do with our new Z Card Online portal

order new cards

cancel and replace cards

update card details

suspend and reactivate cards

run transaction and invoicing reports

Logging in

To access our new Z Card Online portal you need to visit https://cards.z.co.nz/

What browser are you using?

We recommend the following browsers to get the best out of this site:

Internet Explorer 10 / 11 (PC)
Google Chrome - current release (PC/Mac)

And because we know running a fleet keeps you on your toes and you’re not always at your desk, we've
built our new portal so it’s easily accessed on mobile devices - giving you the power to manage your Z
Cards when you're on the move.

Forgotten your login or password details?

If you've forgotten your password to Z Card Online, there is a link on the login page where you can get the
details reset. You need your login/client ID and the email connected to the login/client ID.

If you don’t have these details you can contact our friendly call centre and they can resend the details. If
you have your account number on hand we’ll be able to find your login quickly and easily. If you are unsure
what is your Account Number, it's embossed on your Z Card (right underneath the card number) or you
can find it on your Z Card invoice.

Our email is zcard@z.co.nz or give the team a call on 0800 474 355

If you have any questions please give us a call on 0800 474 355 or email us on zcard@z.co.nz
Customer service team hours are 7:00am - 9.00pm Monday to Friday and 8:00am - 1:00pm Saturday
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2. Cancelling a card

How to find the card you want to cancel

Searching for your card

If you have multiple accounts that you administrator, first up you’ll need to
select the account the card belongs to - if you just have the one account
you won't need to make an account selection.

Don’t worry if you don’t have
all the details of the card. You
can search using partial card

. . numbers, vehicle registration
A new screen will open with all the cards on your (selected) account. You

can refine your search to identify a single card or a group of cards using
the range of selection parameters at the top of the page.

numbers or driver names,

making it easier to find what

you're looking for

Search by:

Card No. Rego Driver Name Cost Centre Status

ENTER CARD NUMBER ENTER REGO ENTER DRIVER NAME ENTER COST CENTRE Active only v Q

Card No Status Expiry Rego Vehicle Details Driver Name Cost Centre Fleet ID

What do the card statuses mean?

Each card is marked with its current status. Here’s what the card status codes mean:

L = live card

P = pending (live card but not used yet)
D = deleted or inactive card

O = pending transfer out of the account
N = pending transfer into the account

You can replace any card that is live or pending transfer out of the account or pending transfer into the
account or any pending card but you won't be able to replace a deleted or inactive card.

Changes made to cards are processed four times a day

The download process happens at 3am, 10am, 2pm and 6pm NZ time. If you’ve made an error, or changed
your mind, and need to edit changes you've requested, you can do this before each scheduled download
process. All you need to do is find the Z Card and select edit from the action button. After the download
process, the change will be made and you’ll need to get in touch with our customer service team on 0800
474 355 or send us an email at zcard@z.co.nz.

Do you need extra help?

If you're having trouble with Z Card Online and this guide isn’t answering your questions, don’t hesitate to
get in touch with us by calling 0800 474 355 or dropping us an email at zcard@z.co.nz.

Our customer service team’s hours are 7.00am to 9.00pm Monday to Friday and 8.00am to 1.00pm every
Saturday.

If you have any questions please give us a call on 0800 474 355 or email us on zcard@z.co.nz
Customer service team hours are 7:00am - 9.00pm Monday to Friday and 8:00am - 1:00pm Saturday
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3. Ordering new Z Cards

To order a new Z Card, select Order Z Cards from the Card Maintenance button on the main navigation
menu.

Card Maintenance ~ Reports ~

Maintain Z Cards

Order Z Cards

Select New Order from the drop down box under the Actions button on the right hand side of the header
row.

The Order Card screen will appear.

Rego Vehicle Details Driver Name Cost Centre FleetID m

New Order

Order Card

Details Addresses Limits Preview

Card Details
Any Vehicle? Fleet ID

nter Fleet ID 2
No. Enter Fleet ID Emboss on card?

Enter Registration Number Cost Centre ID

nter Cost Centre ID 2
Vehicle Detalls Enter Cost Cent Emboss on card
Enter Vehicle Details

Driver Name

Any Driver

Compulsory Odo?

Pin Number

Please enter a 4 digit PIN or ‘Generate’ a random PIN.

4 digit PIN required

Generate Random

o

Fill in the fields on each section of the form (Details, Addresses and Limits). If there are any errors with
the information provided the section header will turn red with a ¥ and an error message will display
under the field.

If you have any questions please give us a call on 0800 474 355 or email us on zcard@z.co.nz
Customer service team hours are 7:00am - 9.00pm Monday to Friday and 8:00am - 1:00pm Saturday
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Card Details

When ordering a new card, you'll be asked to add your new card’s details. These are explained below:

Vehicle registration (Reg No.)

You can choose whether you want to enter a specific vehicle’s registration plate or enter something
generic, so the card can be used by multiple vehicles in your fleet. Make your selection by entering -

=A =4 =4 =8 =4 =9

If you

If you have any questions please give us a call on 0800 474 355 or email us on zcard@z.co.nz
Customer service team hours are 7:00am - 9.00pm Monday to Friday and 8:00am - 1:00pm Saturday
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