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PAYMENT GUIDE FOR MEXICO.
How to pay your Account balance.

Welcome to the payment guide for Mexico from American 
Express corporate solutions.  
This guide has been designed to help you make the payment of the balance of your American 
Express Corporate Cards in a simple and safe way. We hope that with this tool you simplify your 
administrative processing.

Our goal is to provide options and information about:

• Alternatives in payment processing
• Ensure the fastest and most efficient way to process your payments, and these are applied on 

time, avoiding the generation of late charges
• Tips on how you can get advantages from your Corporate Card program
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Important Information 

Please keep this guide for future reference.

Before knowing the options that American Express 
offers you to make your payments, it’s necessary that 
you and your Accounts Payable team are familiar with 
the following:

• The Cycle cut date of your Corporate Card program and 
the applicable payment terms

• Available payment options, such as electronic transfers 
and online payment at a centralized or individual level

• The 15 digits of the Corporate Card Program Account (s)
• If your payment option requires a Account distribution / 

allocation file, you need to be familiar with the generation 
procedure

Making payments on time and providing all the necessary 
information will allow American Express to process your 
payments on time and efficiently, reducing the risk of 
overdue Accounts, which may lead to an interruption  
of the Service.

Your assigned Account Development or Implementation 
Manager will work with you to designate the payment 
processing that best suits the needs of your Company.

Additional Information

Make sure that the list of contacts of your Accounts Payable 
team (email and phone number) is updated regularly, as 
well as ensure that you have access to @Work® reports.

Contact your Program Administrator (PA) at 01 (800) 
633 6973 or the Customer Service Center at 01 (800) 
507 1200 from Monday to Friday from 9 a.m. to 6 p.m. for 
personalized assistance.

In this guide we have included a list of available Payment 
Channels for both individual and centralized payment. 

The channels or methods of payment with this icon  are 
considered as preferred channels or methods of payment 
that have the following benefits:

• Greater flexibility in payment processing
• Reduction in the probability of fraud or errors in the
• charges
• Minimal manual intervention in processing

CARD PROGRAM METHODS OF PAYMENT 
INDIVIDUAL PAYMENT

METHODS OF PAYMENT 
CENTRALIZED PAYMENT

HOW TO SEND YOUR 
ALLOCATION FILE ANNEX
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Individual methods of payment - Viewing your  
Account Statement:

Each Card Member must consult the amount to be paid 
on his or her printed Account Statement and / or when 
accessing the system online at americanexpress.com.mx

EXAMPLE

$1,412.65

There are several options available for you to pay your 
American Express Corporate Card. 

Individual Payment – Payment Channels:

The following payment options are those recommended 
for employees who have been designated by their own 
companies as responsible for the payments of the 
American Express Corporate Cards:

1. Online payments
Through the American Express Online Services
at: americanexpress.com.mx/pageenlinea
• Card Members can register their bank account to make 

their payment indicating the amount they wish to pay

• Through online payment, you can select a single payment 
or choose the payment amount options:

• Close Balance: Total balance of transactions made during 
the billing period

• Total balance: Balance shown in your Account from the 
date of the last closing to the current Cycle cut date and 
which includes all transactions of the Account registered 
within that period such as payments, credits, returned 
payments, charges made by shopping, among others

• Other amount: Any amount that allows you to cover your 
closing balance

2. Home banking 
Banking portal is a feature available if your employees plan 
to make individual payments. When adding your American 
Express Account in the banking portal of your choice, 
be sure to add the 15 digit Account number correctly to 
avoid delaying the application of your payments. Enter the 
banking portal of your choice and go to the service payment 
option.

3. Payments by telephone  with the help of a Customer 
Service Executive. To pay your American Express Corporate 
Card via Telephone with your bank Account, call customer 
service at: 01 (800) 507 1200 24 hours a day, 365 days a 
year.
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• This service has no cost
• You only need your CLABE (Standardized Bank Code) 

or your Debit Card number and your American Express 
Corporate Card

• The maximum amount for a telephone payment is
• $250,000.00 MXN (If you need to make payments of 

charges in dollars, please check your balance at closing 
or your history of charges billed to know the amount of 
the charges converted to National Currency).

4. Pay by Phone (IVR) Interactive Voice Response 
• To pay your American Express Corporate Card via 

telephone with your bank account, call customer service 
at: 01 (800) 507 1200 24 hours a day, 365 days a year

• It’s important that you have the 15 digits of your 
American Express Corporate Card, select the menu 
payment option and follow the instructions

• This service has no cost
• You only need your CLABE (Standardized Bank Code) 

or your Debit Card number and your American Express 
Corporate Card

• The maximum amount for a telephone payment is 
$250,000.00 MXN per day. (If you need to make 
payments of charges in dollars, it will be necessary to 
review your Account Statement at closing or your history 
of charges billed to know the amount of the charges 
converted to National Currency.)

In all the above options, the payments will be applied in 24 to 48 hours on business days and will be reflected with the date  
on which you made your payments subject to collection, after performing the transaction.
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Centralized methods of payment - Viewing your Account Statement

Check the Card Member Activities Report according to your cycle closing in the American Express @Work® reporting system 
(consider that your recent transactions may take up to 72 hours to appear in the report, because the pending transactions 
need to be processed by the Merchant’s bank).

www.americanexpress.com.mx/atwork
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These reports can be easily obtained and will help you 
have a better management of your American Express 
Card Program through which you will be able to:

• Analyze spending trends to identify savings opportunities
• Control of expenses to ensure that they comply with the 

policies of your company
• Rapid identification of accounts in arrears, as well as the 

balance in arrears

These reports can be easily obtained and will help you 
have a better management of your Program

• Breakdown of movements of each Card Member
• Analyze the information by type of industry, 

Establishment and charges
• Better visibility through spending reports
• Consult the behavior of the limits of each Card Member
• Recommended reports: Detailed Monthly Report
• (IA0100), Closing Balance Report (IA9220)

In case you want to learn more about the benefits of the 
American Express @Work® system, visit the tool’s tutorial at: 

http://resourcecenter.americanexpress.com/
AmexOverlayCOPMexicoTutorial/index.html

CARD PROGRAM METHODS OF PAYMENT 
INDIVIDUAL PAYMENT

METHODS OF PAYMENT 
CENTRALIZED PAYMENT

HOW TO SEND YOUR 
ALLOCATION FILE ANNEX



7

Centralized Payment - Payment Channels

A. Banking portal
Enter the banking portal of your choice to make an 
electronic transfer. We remind you that there are two ways 
to make an electronic transfer:

a)  SPEI (Interbank Electronic Payment System): This 
modality allows the recipient to receive their electronic 
transfer of funds in less than 5 minutes. Once the transfer 
is made, the system will show an electronic banking 
receipt, where the transfer application date is shown

b)  TEF (Electronic Funds Transfer): This modality allows 
the recipient to receive their transfer of funds in 24 to 
48 hours. Once the transfer is made, the system will 
show you a bank receipt where you can see the transfer 
application date. The amount of the transfer must be 
equal to the amount indicated in the report of “Closing 
Balances IA9220” that we downloaded in the previous step

The data of the American Express Account to which
the Electronic Transfer must be made is:

American Express inter-bank data for payments in Mexico:

• Beneficiary: American Express Bank (México), S.A. 
Multiple Banking Institution

• Bank: 103 American Express Bank (México), S.A. Multiple 
Banking Institution

• Account number: 000006722015
• CLABE: 103 180 000006722015
• Location: 0001 Mexico, Mexico City
• Folio number / COP Transaction Number (Corporate 

Online Payments)*

* See the section “Sending your Allocation File” for more details.

Make your payment to the above bank Account no later 
than three business days before your cycle closing or before 
the date you want to apply the payment.

Once your transfer has been made, you must indicate by 
any of the following means, the details of the Accounts and 
amounts to be paid according to your last billing.
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1. COP (Corporate Online Payments)
Corporate Online Payment will give your Company the 
option to pay your Corporate Account online through 
American Express @Work®. This functionality will allow you 
to streamline and simplify your Online payment allocation 
processing, review the overall expenses your business has 
had and consult all the information of your transactions in 
detail to gain more control over them. 

Benefits:

• Card Member can register their bank account to make 
their payment indicating the amount they wish to pay

• Simplify your processing by allocating Online payments 
quickly and easily

• Reduce search time with filters and friendly navigation
• View the details and the status of your transactions in the 

payment history
• Decide who, where and when you can access your 

Accounts by establishing a specific number of users

In case you want to know more about the benefits of the 
American Express COP (Corporate Online Payments) 
system, visit the tool’s tutorial at:
http://resourcecenter.americanexpress.com/
AmexOverlayCOPMexico/index.html

To ensure that the payment is processed correctly, follow 
the following recommendations:

• The allocation file must be made on the same day as the 
electronic transfer

• The amount of the electronic transfer must be exactly the 
amount identified in the total payable field within the COP 
system to avoid delays in the application of the payments

• The folio number / COP (Corporate Online Payments) 
transaction number must be included in the “reference” 
field when making your electronic transfer in your 
banking portal. The folio number / COP transaction 
number may be obtained at the moment you select the 
Accounts to which you wish to apply the payment within 
the COP system.

TO ACTIVATE THIS SERVICE.
Contact our Help Desk support area at the phone 

number: 01 800 633 6973 or (55) 5169 5860 option 
1 from Monday to Friday from 9 a.m. to 6 p.m. or by 

sending an email to help.desk.corporate.mex@aexp.com
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ERP (Enterprise Resource) option
There is the option of being able to send the allocation 
files through an application developed jointly between 
the Corporation (Client) and American Express México 
that has interaction with its internal systems for sending 
the allocation files through a secure channel to American 
Express México. You should consider that this option may 
have a cost for your Corporation.

In case you want to know more about sending allocation 
files through the Enterprise Resource Platform (ERP), 
we ask you to contact your Account Development or 
Implementation Manager in order to analyze the  
necessary steps and requirements for the development  
of the application.

Once your ERP application has been developed 
with the support from your Account Development 
or Implementation Manager and in order to ensure 
that the payment is processed correctly, follow these 
recommendations:

• The allocation file must have the design defined by 
American Express México

• One single allocation file must be generated for each 
payment sent to American Express México

• The transmission of the file must be done through  
Secure File Transfer (SFT) and in less than 24 hours  
after American Express receives the payment.

• The amount of the electronic transfer must be exactly the 
amount identified in the allocation file to avoid delays in 
the application of the payments

• No foreign Account should be included in the allocation file
• No amount should be included in zeros, as an amount 

payable within the allocation file. Make sure that the 
Accounts included in the allocation file only correspond 
to corporate products.

A payment received without its corresponding allocation  
of Accounts or allocation file may present delays in it  

being credited.

In some cases, this may be a reason for return in full  
(if the payment is not credited before 5 days after receipt  

of payment) affecting the availability of credit in any of  
your Accounts.
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Additional Payment Channels (individual payment):

1. Banking correspondents (cash / check) 
The payments made by check or cash can be made in different payment centers such as:

2. Banks 
For payments at banks, the check must be issued in the name of American Express Company (México), S.A. of C.V.

Correspondent Payment option Check in the name of:

Bodega Aurrera Cash

Chedraui Cash / Debit

Soriana Cash Comercial Mexicana will work with Soriana.

Farmacias Guadalajara Cash
The maximum amount per transaction per day is $50,000.00 MXN. If you want to pay a 
larger amount, you must make 2 payments, one for $50,000.00 MXN and the next day 
another payment amount.

Sanborns Cash / Check Sanborn Hermanos, S.A.
Note: This information is mandatory to avoid the payment return.

Sam’s Club Cash

City Club Cash

Sears Cash / Check Sears Operadora México, S.A. de C.V.

Superama Cash

Walmart Supercenter Cash

Payments made in cash through bank correspondents cannot be larger than US$10,000.00 or the equivalent in Mexican pesos; If your payment exceeds this amount, we put at your 
disposal the option of payment at banks.

Bank Payment option Website
Banamex Electronic banamex.com.mx
BBVA Bancomer Cash|Check|Electronic bancomer.com
Banorte Electronic banorte.com.mx
Banregio Cash|Check|Electronic banregio.com.mx
Bansi Electronic bansi.com.mx
Ci Banco Cash|Check|Electronic cibanco.com.mx
HSBC Cash|Check|Electronic hsbc.com.mx
Inbursa Cash|Check|Electronic inbursa.com.mx
Mifel Electronic mifel.com.mx
Scotiabank Cash|Check|Electronic scotiabank.com.mx

The banks are: BBVA Bancomer, CIBanco, Inbursa and Scotiabank will only receive payments 
with checks issued by the institution itself.
For payments made in cash at banks; if the cash payment is equal to or larger than 
$65,000.00 MXN, it will be necessary to present:

• Account statement
•  Official ID (IFE, INE) or passport in force.

The Card Member must ensure that the 15-digit American Express Account appears in the 
payment details, for example, by checking on his or her proof of payment that his or her 
Account number is correct.
A missing or incorrect digit will result in a misapplied or incorrectly applied payment.
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Quick reference guide for electronic payments (centralized payments)

This guide will help you ensure the correct application of the payments and correctly generate your allocation files.
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Allocation file sent 
through: Requirement Potential consequences of not fulfilling it

COP
The Folio Number/Transaction Number must be 
included in the “Reference” field on your bank portal at 
the time of the electronic transfer.

Delay in the application of payments, which potentially 
generates late charges, suspension of services or 
return of funds.

COP / ERP

The amount of payment in the allocation file and the 
electronic transfer must be exactly the same in pesos 
and cents.

The allocation file would be rejected and the payments 
would not be applied in time, which generates late 
charges, suspension of service or return of funds.

It is recommended that the allocation file and the 
electronic transfer be sent within the same 24 hours.

Payments may not be applied on time due to the lack 
of one of the two elements and could result in late 
charges, suspension of service or return of funds.

ERP

The allocation file must have the design defined by 
American Express México.

If the allocation file contains a design different from 
that requested by American Express México, the file 
will be rejected by the system and a return of funds 
could be generated.

A single allocation file must be generated for each 
payment sent to American Express México.

Delay in the application of payments, which potentially 
generates late charges, suspension of services or 
return of funds.

No Foreign Account or account that corresponds to a 
Corporate product should be included in the allocation 
file.

The allocation file would be rejected and the payments 
would not be applied in time, which generates late 
charges, suspension of service or return of funds.
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Glossary

@Work®: American Express @Work is an online solution 
that gives program managers the ability to perform 
different transactions across a variety of tasks related to 
the management and maintenance of Corporate products.

Allocation file: Payments that are made for multiple 
Accounts require a “Allocation File” that will indicate the 
amount of payments that will be applied to each Account. 
Card Members who make centralized payments through 
their company must send the allocation file via Secure 
File Transfer (COP/ERP) so that their payment can be 
processed.

Individual payment: Configuration for Corporate Cards 
in which the employee is responsible for processing the 
payments corresponding to the charges made.

Centralized payments: The payments of the Corporate 
Cards are managed by the Corporation / company for all 
the Cards of its employees.

Banking portal: Customers who send payments from the 
banking portal of their choice within the service payment 
options, using the 15 digits of their American Express 
Corporate Account.

Additional Payment Channels: Channels that are 
accepted by American Express for the payment of your 
Corporate Card, but are not recommended because  
the application time may be longer than the preferred 
Payment Channels.

Preferred Payment Channels: Preferred Payment 
Channels for Corporate Cards due to greater efficiency  
in processing and minimal manual intervention.
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Contact Information

If you require support with processing electronic transfer and COP processing, please contact our specialized Help Desk 
support area at 01 (800) 633 6973 or (55) 5169 5860 option 1 from Monday to Friday from 9 a.m. to 6 p.m., or send an 
email to help.desk.corporate.mex@aexp.com

If you require support with our online services, call 01 (800) 507 1200, 24 hours a day, 365 days a year.
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