
Welcome!

Introduction to
PNC Corporate Credit Card



Procurement & Contracts Site
http://www.american.edu/finance/controller/Procurement-and-
Contracts.cfm
• Corporate Credit Card Policy

• Corporate Credit Card Agreement

• Corporate Credit Card Application

• PowerPoint File

http://www.american.edu/finance/controller/Procurement-and-Contracts.cfm


Agenda
Policy Highlights

IntelliLink Access

Reconciliation
◦ GL Coding for Single Transaction
◦ GL Coding for Multiple Transactions
◦ Receipt Imaging

Approval



Policy Highlights
Transaction & Credit Limits
◦ $5,000 Single Transaction, $10,000 Monthly

Credit Limits up to $20,000 available with required approval per policy

Temporary Limits available, reviewed on case-by-case basis

Receipts required for all transaction equal to and greater than $50.00
◦ Receipts not required for transactions under $50.00
◦ Hardcopies can be destroyed once receipts are uploaded to IntelliLink system

Prohibited & Restricted Commodities List

Presenter
Presentation Notes
STL – competitive bidding, industry norm



Policy Highlights
Due dates for reconciliation and approvals
◦ Reconciliation is due by the 10th of the month after statement cycle closing
◦ Approval is due by the 20th of the month after statement cycle closing

Delegates for Cardholders & Approvers

Department Cards

Suspension and Revocation
◦ Stated instances that could result in suspension or revocation of card privilege

◦ Missing due dates
◦ Missing receipts
◦ Purchasing restricted commodities without prior approval
◦ Splitting transactions to circumvent single transaction limit
◦ Personal purchases without reimbursing the University
◦ Sharing the card



Card Activation & PNC 24/7 Support
PNC Activation Line: 1-888-339-2228
◦ Security Code:  Last 4 digits of your AU employee ID number
◦ PIN:  You will be asked to set up your own PIN

◦ No more waiting for PIN Mailers!!!

◦ Sign back of card!

24/7 Cardholder Customer Service:  1-800-685-4039
◦ Report lost/stolen/fraud
◦ Account Inquiries
◦ Card benefits questions
◦ Will not increase card limits



IntelliLink
HTTPS://INTELLILINK.SPENDMANAGEMENT.VISA.COM/

Presenter
Presentation Notes
Or Visa Online.  A VISA USA system

https://intellilink.spendmanagement.visa.com/


Username

Presenter
Presentation Notes
System generated email.  Username will be AU email address



Password

Presenter
Presentation Notes
System generated initial password and email.  You will be prompted to create your own password.  Must contain UPPER case, lower case letters, and numbers



Visa IntelliLink Login



Memorable Word Setup

Presenter
Presentation Notes
Similar to security questions.  Memorable word is NOT case sensitive.  Minimum 5 characters.  Example: “Milkyway”



Memorable Word – Subsequent Log in

Presenter
Presentation Notes
You will be prompted to enter 3 random characters of the first five characters of the Memorable word.  Example:  “Milkyway” is Memorable word.  On this screen you will enter i, k, y.



Reconciliation
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Presenter
Presentation Notes
Home screen.  Will not use Expense Reports option.  Click on Personal Setting link to set up Account Statement screen.



Presenter
Presentation Notes
Personal settings menu.  You can change your password or memorable word here.  Click on Personal Settings link indicated by the arrow.



Presenter
Presentation Notes
Click on Customize Views.  Enable Quick Coding, Transaction Coding, Receipt Image, and Receipt options by clicking on the circle to the right.  They are enabled when a green checkmark is shown.  Click on Save and click on Home to return to Home screen.



Presenter
Presentation Notes
To start reconciliation and GL coding process, click on Account Statements



Presenter
Presentation Notes
Expenses menu – Statements with red dot have items requiring attention.  Up to six statements are listed in the menu.  Older statements, up to 24 months, are available under Reports.



Expenses
SINGLE ACCOUNT MULTIPLE ACCOUNTS

Presenter
Presentation Notes
For cardholders with a single account, after clicking on Statement Date the system will take you directly to the Account Statement screen.
For cardholders with multiple account, you will need to click on the account you wish to work on before you are directed to the Account Statement Screen for that account.





Cardholder

Missing Information

Coding Completed

Approver

Approval Required

Approved

Information Required

Presenter
Presentation Notes
3 pieces of information required: GL coding, Description, Receipt file for all transactions >= $50



Presenter
Presentation Notes
Single transaction using Quick Coding.  Click on drop box to search & change codes.



Presenter
Presentation Notes
Close-up of drop box without favorites added.  Click on Search to look up codes



Presenter
Presentation Notes
Code search screen



Presenter
Presentation Notes
Enter search criteria, either by code number or by description.  Wildcard character is %. Click on Search



Presenter
Presentation Notes
Right-Pointing Arrow – Add to favorites.  Will show in drop box next time you enter coding screen
Up-pointing Arrow – Add to coding box ONLY



Presenter
Presentation Notes
Code added to Favorites.  Each code segment can store up to 15 favorites



Presenter
Presentation Notes
Favorites showing in dropbox after being added in previous screen





Presenter
Presentation Notes
Multiple transaction using Quick Coding



Reconciliation
SPLITTING TRANSACTIONS TO MULTIPLE GL



Presenter
Presentation Notes
From Account Statement screen click on the X (or checkmark) to open Transaction Details window.



Presenter
Presentation Notes
Review coding information & receipt



Reconciliation
RECEIPTS



Presenter
Presentation Notes
From Account Statement screen, click on Manage Receipt Images link located below the last transaction.



Presenter
Presentation Notes
Image Linking screen.  Also accessible through the Image Library link from Welcome screen



Presenter
Presentation Notes
First option – Manual Upload



Presenter
Presentation Notes
Opens local folder.  Select file to upload. 



Presenter
Presentation Notes
Upload by email option



Presenter
Presentation Notes
Private email address for image library.  Save this email to contacts on phone
Max single file size 5 mb.  Max email size 20 mb.  Image files under 5kb will be ignored.
Also shown under Personal Details Report under Reports link from Welcome screen



Presenter
Presentation Notes
Select Image Library.  Check filter settings.  Filter bar can be expanded from right side of screen.



Presenter
Presentation Notes
Defaults to Unlinked Images and Images uploaded within 6 months.  Unlinked = images not assigned to any transactions.  





Presenter
Presentation Notes
Link to single or multiple transactions



Account Statement Screen after Coding



Approver





Presenter
Presentation Notes
Information Required = previously rejected transactions.
Information Provided = previously rejected transactions with new information provided and is now pending approval.
Approval Required = new transaction pending approval.
Must approve all transactions within 10 business days of cycle closing



Presenter
Presentation Notes
To approve transactions, place a check mark in the check box to the right of the transaction then click on Approve Selected Items.
To change GL code or to reject transaction, click on the ! Icon to open the Transaction Details – Approval window. 



Presenter
Presentation Notes
Trasnaction Details – Approval window.
To change GL codes, click on Coding tab.



Presenter
Presentation Notes
Review coding information & receipt



Presenter
Presentation Notes
Trasnaction Details – Approval window.
To reject transaction, click on Information Required circle and enter your comments.  Click on Save.



Reports
APPROVER





Presenter
Presentation Notes
Allows approvers to view all spend made by an employee for a selected period



Presenter
Presentation Notes
Allows manager view the suppliers employees have used.



Presenter
Presentation Notes
Allows managers to analyze the spending pattern of the employees they manage. It includes information on total spend per month, average spend and transaction count.



Presenter
Presentation Notes
allows an manager to report on the total credit limit of all employee card accounts that fall under a department



Contact
Robert Lu
CorporateCard@American.edu
202-885-3899 Office

mailto:CorporateCard@American.edu
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