
@ Work® &  
PA Onboarding

AMERICAN EXPRESS 



@ Work Onboarding Journey
Click on the boxes below to be taken to the relevant section.  
Click  which is located at the top left of each page to return to this page.

For any additional queries contact your local PA Servicing Call Centre 



1. DIGITAL ENROLMENT FORM
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BEFORE YOU BEGIN

Complete the form at  
atworkenrollment.americanexpress.com

HELPFUL HINTS

Look out for this icon for helpful hints and tips!

INSTRUCTIONS  
Click on the above numbers to reveal more information
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BEFORE YOU BEGIN

Navigating the @ Work Enrolment form

1. User Details

3. Access Approval

2. Access assigned

4. Review and Confirmation

INSTRUCTIONS  
Click on the above numbers to reveal more information
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CREATE A NEW USER
Digital @ Work Enrolment form
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CREATE A NEW USER

New User Application – User Details

VERIFICATION PIN/WORD

Retain these for first time log in.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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VERIFICATION PIN/WORD

Retain these for first time log in

CREATE A NEW USER

New User Application – User Details

INSTRUCTIONS  
Click on the above numbers to reveal more information
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CREATE A NEW USER

New User Application – Create Access

Click “Next” to proceed

INSTRUCTIONS  
Click on the above numbers to reveal more information
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New User Application –  
Nominate the control account/s

CREATE A NEW USER

INSTRUCTIONS  
Click on the above numbers to reveal more information

1
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New User Application –  
Nominating a Card Application Approver

CREATE A NEW USER

IMPORTANT

You must be listed as an AS/AO for that country  
if you are requesting a brand new AS/AO to be  
registered for an Account.

INSTRUCTIONS  
Click on the above numbers to reveal more information

1
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New User Application –  
Adding additional access to a User

CREATE A NEW USER

INSTRUCTIONS  
Click on the above numbers to reveal more information
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New User Application –  
Proceed to Approval or Add another User

CREATE A NEW USER

INSTRUCTIONS  
Click on the above numbers to reveal more information
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New User Application – Approver Details

CREATE A NEW USER

HELPFUL HINT

In this example Ted Test is an Authorised  
Signatory for their Singapore Account and able  
to approve @ Work Singapore access for Sally 
Sample who is not on the system. Ted’s approval  
on this screen ensures Sally will now be set up  
as a new PA for Singapore and provided access  
to @ Work.  Sally is already a PA on their India 
Account so completes her details as well.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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New User Application – Confirm Details

CREATE A NEW USER

INSTRUCTIONS  
Click on the above numbers to reveal more information
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New User Application –  
Confirmation Page

CREATE A NEW USER

HELPFUL HINT

The request will be finalised within 5 business days 
and the Applicant will receive two confirmation 
emails to finalise their enrolment.

We encourage all our new @ Work Users to book a 
time with one of our Training Consultants to learn 
more about the features of @ Work.  Contact PA 
Servicing or email atworktraining@aexp.com to  
book a free session.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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mailto:atworktraining%40aexp.com?subject=Request%20for%20%40%20Work%20User%20Training


MODIFY AN EXISTING USER
Digital @ Work Enrolment form
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Modify Existing User(s) – User Access

MODIFY AN EXISTING USER

INSTRUCTIONS  
Click on the above numbers to reveal more information
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Modify Existing UserAccess –  
Access  Details

MODIFY AN EXISTING USER

Click “Next” to proceed

INSTRUCTIONS  
Click on the above numbers to reveal more information
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Modify Existing User Access  
for multiple Users

MODIFY AN EXISTING USER

INSTRUCTIONS  
Click on the above numbers to reveal more information
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Modify Existing User Access –  
Approver Details

MODIFY AN EXISTING USER

HELPFUL HINT

In this Modify User example Lily Tam is already an 
Authorised Signatory for her New Zealand Account 
and able to self enrol her @ Work NZ access.

Charles Frost is the Authorised Signatory for their 
Hong Kong account as Lily is not a registered 
Program Administrator for that location’s Account.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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Modify Existing User Access –
Confirmation Page

MODIFY AN EXISTING USER

HELPFUL HINT

The request will be finalised within 5 business days 
and the Applicant will receive two confirmation 
emails to finalise their enrolment.

We encourage all our new @ Work Users to book a 
time with one of our Training Consultants to learn 
more about the features of @ Work.  Contact PA 
Servicing or email atworktraining@aexp.com to  
book a free session.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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mailto:atworktraining%40aexp.com?subject=Request%20for%20%40%20Work%20User%20Training


DELETE AN EXISTING USER
Digital @ Work Enrolment form
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Delete Existing User – User Details

USER DETAILS

INSTRUCTIONS  
Click on the above numbers to reveal more information
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Delete Existing User – Confirmation Page

CONFIRMATION PAGE 2525



2. NEW @ WORK USER WELCOME 
EMAIL SAMPLES
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Welcome Emails for AU & NZ

WELCOME EMAILS FOR AU & NZ

INSTRUCTIONS  
Click on the above numbers to reveal more information

2727

https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf
mailto:atworktraining%40aexp.com?subject=%40%20Work%20Training%20Session%20-%20Booking%20Request
https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


Welcome Emails for Japan

WELCOME EMAILS FOR JAPAN

*Scroll down the email to view English version.INSTRUCTIONS  
Click on the above numbers to reveal more information
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Welcome Emails for India, Singapore, 
Hong Kong, Thailand & Taiwan

WELCOME EMAILS FOR INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

Once the above steps have been completed 
successfully, the PA will only be asked for their  
User ID and Password in future.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


3. NEW @ WORK USER FIRST
TIME LOG IN EXPERIENCE
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FIRST TIME LOG IN EXPERIENCE
Australia, New Zealand & Japan
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First Time Log in Experience: Step 1

AUSTRALIA, NEW ZEALAND & JAPAN

HELPFUL HINT

Do not enter all four fields as the system only 
requires either of these options and an error  
message will appear.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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First Time Log in Experience: Step 2

AUSTRALIA, NEW ZEALAND & JAPAN

INSTRUCTIONS  
Click on the above numbers to reveal more information
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https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


First Time Log in Experience: Step 3

AUSTRALIA, NEW ZEALAND & JAPAN

INSTRUCTIONS  
Click on the above numbers to reveal more information
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FIRST TIME LOG IN EXPERIENCE
India, Singapore, Hong Kong, Thailand and Taiwan
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First Time Log in Experience: Step 1

INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

INSTRUCTIONS  
Click on the above numbers to reveal more information

3636



First time Log in Experience: Step 2

INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

INSTRUCTIONS  
Click on the above numbers to reveal more information
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https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


First time Log in Experience: Step 3

 INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

INSTRUCTIONS  
Click on the above numbers to reveal more information
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First time Log in Experience: Step 4

INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

INSTRUCTIONS  
Click on the above numbers to reveal more information
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https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


First time Log in Experience: Step 5
  

INDIA, SINGAPORE, HONG KONG, THAILAND & TAIWAN

HELPFUL HINT

If you did not receive the @ Work Welcome email:

Check your firewall to ensure emails from American 
Express have not bounced back.

Contact PA Servicing Call Centre to request the 
Welcome Email be resent.

INSTRUCTIONS  
Click on the above numbers to reveal more information
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https://icm.aexp-static.com/Internet/CorporateCards/pdf/ATWORK_CLIENT_TRAINING_CALENDAR.pdf


4. @ WORK CLIENT
CONSULTANTS
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Introducing our @ Work Training Consultants

Whether you are an existing @ Work User or considering 
enrolling, we have a Team who can help you utilise the right 
features in @ Work to meet your organisational needs.

Speak with them today about how you can manage your 
Program more efficiently or use powerful data insights 
to manage compliance, Card Member spend and track 
employees across the globe.

Our experienced Consultants provide free demonstrations 
or training sessions on @ Work capabilities.  To book a time 
convenient for you, contact your Account Manager or your 
local Corporate PA Servicing Team.
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5. @ WORK RESOURCE CENTRE
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The Global @ Work Resource Centre 

Provides educational materials to help you make the most of your access.  You can visit the site via the @ Work Homepage link or access the site here.

GLOBAL HOMEPAGE

Select the site you wish to view.

LOCAL HOMEPAGE

Search for information or use links.

PRODUCT SPECIFIC 

View interactive user guides, videos, documents 
and other materials.
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https://business.americanexpress.com/resource-center
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