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1. Introduction 

1.1 Purpose of the Document 
This document is the AS VIRŠI-A Company Self-Service System “Virši for You” 
(hereinafter referred to as ‘Virši for You’) User Manual (hereinafter referred to as 
the ‘Manual’). This Manual describes the functionality available to the customer 
in Virši for You, as well as information on how to use the system. 

This Manual is intended for AS VIRŠI-A customers who use the company self-
service system Virši for You. 

 

1.2 Description of Virši for You 

Virši for You is a self-service system for AS VIRŠI-A customers who have entered 
into an agreement on the purchase of fuel or other goods and services. Using Virši 
for You is a free service. 

Virši for You, like Internet Banking, enables the customer to monitor invoices, 
receive detailed reports on purchases made at service stations of AS VIRŠI-A and 
partner networks, as well as perform card transactions and manage users with 
access to the company account. 

Each user of the company self-service system Virši for You is assigned their own 
username and password, ensuring the security of personal data and financial 
information.  

 

1.3 Terms and Abbreviations Used 

Abbreviation Explanation 
 

Station Service station 

Virši AS VIRŠI-A 

Virši for You Virši for You self-service system for 
companies 

Customer A legal or natural person who has 
entered into an agreement with 
AS VIRŠI-A on the purchase of fuel or 
other goods and services 

Manual AS VIRŠI-A Company Self-Service 
System “Virši for You” User Manual 
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Card AS VIRŠI-A fuel card granted to the 
customer in accordance with a 
mutually concluded agreement 

Mobile app AS VIRŠI-A mobile application “VIRŠI” 

2. Working with Virši for You 

2.1 Getting Started 

2.1.1 Connection 

Initially, Virši Customer Service will set up a Virši for You connection under an 
agreement with the customer or on a customer application. A user created based 
on the agreement or application is the company’s main user and can create 
additional users in the system.  

The user’s connection details are via e-mail. Virši for You is available at 
https://www.virsi.lv/en/business#login.  

To start working with Virši for You, you need to provide the username and password 
you received in the e-mail and then click the “Log in” button (see Figure 1). By 
logging into the system, the user confirms that they have read this User Manual. 

 

Figure 1. Getting started 

 

https://www.virsi.lv/lv/biznesam#login
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2.1.2 User Access Rights 

The Customer, as the main user of Virši for You, may grant Virši for You user rights 
to third parties — additional users.  

The Customer undertakes to familiarise the Virši for You additional user with this 
Manual. The Customer is obliged to monitor additional users of Virši for You. 

The following user rights are available in the Virši for You system: 

• Main user with rights to view, modify data and create, delete additional 
users 

• Additional user with the right to modify data 

• Additional user with viewing rights 

The main user can only be created by Virši Customer Service on the basis of an 
agreement or customer application. A company may have one or more main 
users. 

The main user not only has the right to view data, download the purchase list and 
invoices, but also to order, block, activate cards, change card details (PIN code, 
marking, limit, type), pay invoices from the system, as well as create and delete 
additional users. 

The main user can create additional users in Virši for You in the “Profile” section. 
There are 2 levels of rights for additional users: the right to modify data or the right 
to view data only. After creating an additional user, the access details, i.e. 
username and password, are automatically sent to the e-mail address of the 
additional user.  

If an additional user is granted the right to modify data, they can not only view data, 
download the purchase list and invoices, but also order, block, activate cards, 
change card details (PIN code, marking, limit, type), pay invoices from the system, 
as well as create and delete additional users. 

If an additional user is granted the right to view data only, they cannot perform any 
actions with cards, but can view data, download invoices and purchase lists, and 
pay invoices. 

An additional user, regardless of the scope of rights granted, does not have the 
possibility to create new additional users or delete existing ones. The additional 
user does not have access to information about other users registered by the 
Customer in Virši For You. 

A user can also be linked to multiple customers. In this case, the user can switch 
the view of the active customer by clicking on the customer name on the right and 
opening the menu (see Figure 2). 
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Figure 2. Changing the customer

2.1.3 User Obligations and Responsibility 

AS VIRŠI-A, as the controller of personal data in accordance with the provisions of 
the General Data Protection Regulation 2016/679, informs that its privacy 
statement, which results from the relationship set out herein, is available on the 
website: https://www.virsi.lv/documents/download/as-virsi-a-privacy-statement. 
The Customer is obliged to read this Manual before accepting it. 

Before providing information about users of the Virši for You system, the Customer 
is obliged to inform these persons about the AS VIRŠI-A Privacy Statement. In the 
event of changes to the Customer’s user data in the Virši for You system, the 
Customer shall remain under such obligation to notify. In the event of objections 
or claims from the above-mentioned persons (in connection with the fact that they 
have not received the information specified in the AS VIRŠI-A Privacy Statement), 
AS VIRŠI-A shall be entitled to apply to the Customer with a claim for 
compensation for the damages suffered. 

In the event that any of the additional users of Virši for You terminate their 
employment with the Customer or are otherwise no longer eligible to use Virši for 
You, the main user or other authorised representative of the Customer shall 
immediately delete such additional user. Deletion is possible in the “Profile” 
section of Virši for You or by contacting Virši Customer Service. 

In the event that the main user terminates employment with the Customer or is 
otherwise no longer eligible to use Virši for You, the Customer shall contact Virši 
Customer Service and inform of the change. 

Until the Customer has taken action to delete the Virši for You user, the user shall 
be deemed to have the right to access the Customer’s account and the Customer 
shall be liable for all actions taken by the user. 

https://www.virsi.lv/documents/download/virsi-a-privatuma-pazinojums
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If a user does not log in to Virši for You for 6 months, the system will not renew the 
user’s password. To reset the password, it is necessary to contact Virši Customer 
Service. If the user logs in at least once every 6 months, the validity period of the 
password is extended automatically. 

If the Customer does not use the Virši for You system for one year, the Customer’s 
profile and all data contained therein are deleted. 

 

2.2 Finishing the Work 

To finish working with Virši for You, you need to click the “Log out” button (see 
Figure 3). 

For security reasons, it is recommended that you take this action as, depending 
on the browser you are using and its settings, you may not be able to end the 
session even if you close the browser. 

 

Figure 3. “Log out” button. 

3. Functionality and User Interface 
The user interface is designed for use with a web browser. 

At the top of the page, you will find sub-sections such as “Basic Data”, 
“Purchases”, “Invoices”, “Customer Cards”. 

On the right-hand side you can see the name of the current customer, which you 
can click to navigate through the above sections, switch to another customer (if 
the user is linked to multiple customers), open the “Profile” section, as well as the 
“Log out” button. 

The “Purchases”, “Invoices” and “Customer Cards” sections allow you to 
personalise the columns. The personalisation settings for the columns are stored 
in cookies on your web browser. When connecting to the system from another 
device, they have to be personalised again. 
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Figure 4. Virši for You main sections 

 

3.1 Basic Data 

The “Basic Data” section (see Figure 5) shows basic information about the 
Customer, as well as financial information. 

 

Figure 5. Customer’s basic data 

Basic information: Customer’s details, actual address, and contact details for 
the Customer and Virši Customer Service. The Customer cannot change his/her 
basic information in Virši for You. If you need to make any changes to this data, 
please contact Virši Customer Service. 
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Financial information: credit limit and balance details for fuel cards, fuel 
wholesale, electricity, TankYou vignettes and BP cards (if the Customer uses these 
services).  

 

3.2 Purchases 

The “Purchases” section contains a list of purchases made by the Customer (see 
Figure 6). 

It is possible to filter purchases by: 

• Time period (from/to); the period available is the current and previous year. 
For older purchases, please contact Virši Customer Service 

• Customer cards 

• Service stations 

After entering the filter criteria, click the “Search” button.  

 

Figure 6. Purchase list 

By clicking the “Save to file” button, the selected data can be saved in Microsoft 
Excel format. See Figure 7 — sample purchase report: 
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Figure 7. Sample purchase report. 

In the “Purchases” section, you can personalise the columns to customise the 
view to your needs. 

a) When you open the system for the first time, the following columns appear in 
the purchase list:  

• Payment method (credit — fuel card purchase, bank, cash — discount 
card purchase) 

• Card number (fuel or discount card number) 
• Receipt number 

• Time of purchase 

• Service station 

• Country (country where the service station is located) 
• Product name 

• Quantity 

• Price EUR (unit price) 
• Total EUR 

b) In addition, the following columns can be added: 

• Card marking 

• Card user 

• Card group 

• Total excluding VAT EUR 

c) It is possible not to show the following columns: 

• Payment method 

• Country 

• Price EUR 

• All columns referred to in (b) 

 

3.3 Invoices 

This section shows the invoices issued to the Customer for fuel card purchases 
(MT invoice, brokerage invoice), wholesale supplies (VT invoice) and electricity 
(see Figure 8). Other types of invoices may also be displayed in the section. You 
can filter your invoices by type (electricity, fuel, other). 
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Figure 8. Invoices.  

Fuel card invoices can be downloaded in Adobe PDF, XML and CSV formats. 
Electricity invoices can be downloaded in Adobe PDF and XML formats. To save a 
document in PDF, XML or CSV format, you need to click the button in the “Save as” 
column to select the desired format.  

The wholesale invoice cannot be downloaded in the Virši for You system. If you 
need a copy of this invoice, you need contact Virši Customer Service. 

In the “Invoices” section, it is possible to personalise the columns. When you 
open the system for the first time, the following columns appear in the invoice list:  

• Save as (option to download invoices) 
• Status (invoice payment status. If the invoice has been partially paid, the 

amount paid is also shown) 
• Type (invoice type) 
• Document No. (invoice number) 
• Date (date of invoice) 
• Amount excluding VAT EUR 

• VAT amount EUR 

• Invoice amount EUR 

• Due date (invoice due date 

• Days overdue (number of days since the due date if the invoice was not 
paid on time) 
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From the “Invoices” section, you can pay invoices. When you move the mouse 
over an invoice that has not been paid, the “Pay” button appears in the “Status” 
column (see Figure 9). By clicking on the button, the user is redirected to the 
Internet Banking selection and authorisation. The invoice amount and the 
purpose of the payment are automatically entered and cannot be changed. 

It is possible to pay invoices up to EUR 10,000 from Virši for You. No payment 
button is offered for invoices over this amount. 

Figure 9. Payment button. 

 

3.4 Customer Cards 

The “Customer Cards” section shows active card applications and a list of issued 
cards (fuel or payment cards, customer (discount) cards, Vārpa cards (limit card 
for purchasing agro-diesel). You can manage your cards in this section: order, 
activate, block, change PIN codes, limits, type, as well as track the status of card 
orders. 

 

3.4.1 Card Applications 

The section displays active card applications: recently submitted, pending and 
card orders delivered in the last 30 days (see Figure 10). Once 30 days have 
passed since delivery, the order is no longer displayed on the list, but the order 
details can be obtained by contacting Virši Customer Service. 

 

Figure 10. Card applications. 
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Cards are delivered by courier. To order new fuel or discount cards, click the “New 
card” button and enter the delivery information and card details (see Figure 11). 
The Vārpa card cannot be ordered via the Virši for You system, it must be ordered 
by contacting Virši Customer Service or a service station. 

• Contact person, phone, e mail are uploaded from the basic data, can be 
changed if necessary  

• Delivery address: the actual address is uploaded from the basic data. A 
different address can be specified if necessary 

• Additional information: optional, notes can be provided 

• Add a fuel or loyalty card: the type of card should be selected 

a) Add a fuel card (see Figure 12): 
- Select a card type from the list 

- Select a card group (only if cards are divided into groups) 
- Card marking: information to be printed on the card in addition to the 

company name. This information is also provided on invoices. Optional 
field 

- Monthly, daily, purchase limits in EUR: to be specified if the card 
requires purchase limits 

- Print credit information on the receipt: tick if you want to print the 
available balance in EUR on the receipt 

- Print customer details on the receipt: marked in the standard, it is 
possible to remove the mark, but companies usually need the details 
on the receipt 

b) Add a loyalty card (see Figure 13): 
- Card marking: information to be printed on the card in addition to the 

company name. Optional field 

- Print customer details on the receipt: tick if applicable 

Once the card application details are filled in, click the “Create” button. The card 
application is sent to Virši Customer Service for processing. Fuel cards are usually 
produced and delivered by courier within 3 business days, while customer cards 
may take longer to be produced. 
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Figure 11. Entering a card application. 
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Figure 12. Ordering a fuel card. 

 

Figure 13. Ordering a loyalty card. 
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3.4.2 Customer Cards 

The “Customer Cards” section shows a list of cards issued to the Customer (see 
Figure 14). 

 

Figure 14. Cards. 

In the “Customer Cards” section, you can also select inactive/blocked cards, 
search for a card by number (you can also enter part of the number), marking or 
user, and personalise the columns to customise the view to your needs. 

 

Figure 15. Personalisation of the card list. 

a) When you open the system for the first time, the following columns appear in 
the card list:  

• Edit (option to edit card data) 
• Card number (fuel or discount card number) 
• Type (type of card and information about the items that can be purchased 

with the card) 
• Status (active, not activated, blocked, expired) 
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• Valid until (expiry date) 
• Daily limit (daily limit of purchases in EUR, if set. The limit is valid 24 hours 

a day (00:00 - 24:00)) 
• Monthly limit (monthly limit of purchases in EUR, if set. The limit is valid 

within one calendar month) 

b) In addition, the following columns can be added: 

• Card marking (information printed on the card and displayed on invoices) 
• Card user (information for the customer’s internal use, does not appear on 

invoices) 
• Card group (card groups can be created if you need to split purchases into 

several invoices, e.g. for separate departments. To create card groups, 
please contact Virši Customer Service) 

• Monthly balance (the amount of purchases made with the card in the 
current month in EUR) 

• Purchase limit (single purchase limit in EUR, if set) 
• Print balance (a note to print the available balance on the receipt, if set) 
• Mobile payments (a note that the card has been added to the Virši mobile 

app) 

c) It is possible not to show the following columns: 

• Daily limit 
• Monthly limit 

• All columns referred to in (b) 

 

3.4.2.1 Card Activation 

For security reasons, fuel cards are sent to customers inactive and without PIN 
codes. Cards need to be activated in the Virši for You system. Cards that have not 
been activated appear at the top of the card list with the status “Not activated”.  

The cards can be activated by clicking the “Activate cards” button (see Figure 16). 
All cards with the status “Not activated” are activated in this way. After the cards 
are activated, the PIN codes of the cards are downloaded. 

Cards can also be activated one at a time by opening the card data with “Edit” and 
pressing the “Activate” button (see Figure 17). After activation, the PIN code of the 
card is displayed and a printout of the PIN code can be downloaded. 
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Figure 16. Card activation button. 

 

Figure 17. Activation button in the card data. 

! PIN codes are only displayed once after the cards have been activated. Please 
make a note of them or keep them in a safe place. 

! The PIN code is confidential information which the Customer may not disclose 
to third parties. It is the Customer’s responsibility to ensure that Virši for You is not 
accessed and PIN codes are not obtained by unauthorised persons. If a Virši for 
You user has terminated his/her employment with the Customer or are otherwise 
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no longer eligible to use Virši for You, the main user or other authorised 
representative of the Customer shall immediately delete such additional user. If 
the user has activated the cards and obtained a PIN code, they shall be deemed 
to have been authorised to access the Customer’s account with Virši for You. 

 

3.4.2.2 Changing Card Details and Limits 

By selecting a card from the list of cards and pressing the “Edit” button, the card 
data sheet (see Figure 18) can be opened and, if the user has the appropriate 
rights, modified: 

• Card type (possible to change the conditions of which items you are 
allowed to purchase. See Figure 19 for available card types. For detailed 
information on card types and product restrictions, please contact Virši 
Customer Service) 

• Marking (by filling in the “Marking changes” field) 
• Card user information 

• Card limits (monthly, daily, purchase) 
• Tick whether to print credit information (available balance) on the receipt 
• Tick whether to print details on the receipt 

Most of these data can only be changed for fuel cards. For the Customer’s 
discount cards and Vārpa cards, it is only possible to add the card user’s details 
and tick whether it is necessary to print the details on the receipt. 

The note “Added for mobile payments” is for fuel cards that users have added to 
the Virši mobile app. The card can be added to the mobile app by a card user who 
has access to the card number and PIN code.  If the card user is not entitled to 
make purchases with the card, the Customer is obliged to immediately block the 
card or change its PIN code. If you block your plastic card, it will also be blocked 
in the mobile app, but if you change your PIN code, you will no longer be able to 
use the previously added card in the mobile app. The card can also be deleted 
from the mobile app by the user, however, if the card is not blocked or the PIN code 
is not changed, the user can re-add the card.  

By pressing the “Change PIN” button, you can change your PIN code. PIN code 
change is only available for fuel cards. To change your PIN code, you need to enter 
your existing PIN code and your new PIN code. The PIN code consists of 4 digits. 
In case the current PIN code is not known, you need to contact Virši Customer 
Service or go to a Virši service station. 

By pressing the “Block” button, you can block the card. If you need to unblock the 
card, press the “Unblock” button.   
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Figure 18. Card data 
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Figure 19. Available card types.

3.5 Profile 

The “Profile” section contains the current user’s contact details, role and the 
option to change the password. The user with the role “Main user” can also add 
new additional users (see Figure 20).  

 

Figure 20. User profile 

To add an additional user, press the “Add user” button. It is possible to add up to 
15 additional users. You need to specify the additional user’s name, surname, 
phone number, e-mail address and the scope of the right (to view information only 
or to view and edit data). Once added, a username and password are sent to the 
additional user’s e-mail.  
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Figure 21. Adding an additional user. 

The main user can also edit and delete data of additional users. The main user 
sees a list of all the company’s users, while additional users see only their own 
data.  

 

4. Problems and Solutions 

 

4.1 Unable to Connect to Virši for You 

If the message “Unable to connect” appears (see Figure 22), then: 

1. check that the username you entered is correct 

2. re-enter your password, making sure that the Caps Lock function on your 
keyboard is not switched on and that you have not added a space to your 
password 

If you still cannot log in, please reset your password using the “Forgot password” 
menu. 

If you are unable to log in and the system has not been used for more than 
6 months, your password may have expired and you will not be able to reset it 
using “Forgot password”. In this case, please contact Virši Customer Service. 
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Figure 22. Unable to connect. 

 

4.2. Resetting Password 

If you forget your password, you can reset it by clicking “Forgot password”. A 
window opens, where you have to enter your system username or e-mail address 
(the username can be the same as the e-mail address or 4 digits) and click the 
“Send password to e-mail” button (see Figure 23). If the username or e-mail 
address is entered correctly, a new password will be sent to the user’s e-mail. If 
the data is not in the correct format, an error message is displayed (see Figure24). 

 

Figure 23. Resetting Password 
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Figure 24. Incorrect username or e-mail address. 

If you receive a message that the password has been sent to your e-mail address, 
but you do not receive an e-mail, the password of the specified user may have 
expired or the user is not registered in the Virši for You system. Please contact 
Virši Customer Service. 

 

4.3 Unable to Modify Card Data 

The user is not granted the right to modify customer and card data. The main user 
must change the scope of the additional user’s rights by changing the scope of the 
user’s rights in the “Profile” section. 

 

4.4 Unable to Add a New Additional User 

If an error message (see Figure 25) appears after entering the data of an additional 
user, please contact Virši Customer Service, as this error means that the user with 
such data is already registered in the Virši for You system for another customer. 
Customer Service will help you resolve the situation. 

 

Figure 25. Unable to save an additional user 


