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
o GL Coding for Single Transaction
o 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

o 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 reconciliationand approvals
> Reconciliation is due by the 10%" of the month after statement cycle closing

> Approval is due by the 20t of the month after statement cycle closing

Delegates for Cardholders & Approvers
Department Cards

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

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



Card Activation & PNC 24/7 Support

PNC Activation Line: 1-888-339-2228
o 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
o Card benefits questions
o 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

Welcome to Visa IntelliLink Spend Management

You have been successfully setup as a new user on Visa IntelliLink Spend
Management.

Please find below the username you can use to access this senace.

Username: newuserpnc

Please click here to sign into Visa IntelliLink Spend Management



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


Password

Welcome to Visa IntelliLink Spend Management

You have been successfully setup as a new user on Visa IntelliLink Spend

Management.
Please find below the password you can use to access this service.
Password: ILHS 124

FPlease click here to sign into Visa IntelliLink Spend Management



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

Welcome to Visa IntelliLink
Spend Management

Username

v o
2 - h

Password

Forgotten your password?



Memorable Word Setup

Memorable Word

Please establish a "memorable word" that will be used for login
authentication

Please select

Enter answer to question:

(This is your "memorable word™) Minimum of 5 and maximum of
15 alpha characters. Upper or lower case. No spaces of numbers.

Re-enter answer:



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


Memorable Word — Subsequent Log in

Memorable Word

Please enter the characters from your memorable word:

Character 2 n
Character 4 .

Character 5 .

Back

View Memorable Word Reminder
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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




Reconciliation Due Date Timeline
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Visa IntelliLink
Spend Management

VIS

Home Reports v

Administration ¥ e Expenses v

1 My Actions

B= Card Expenses

£ Expense Reports

o Pinned

Administration
Overview
Administration Cverview
Account Management
File Management
The Vault
Period Management
Statement Periods
Data Extract Management

Data Analysis

ADMINISTRATOR

Transactions

PNC Bank 4940

03/01/2017 10 0373172017

Total Coding Required Pending Approval
1017 833 101
Transactions Diebit (USD) Credit (USD)
1017 195,446.86 4,053.20

EI “iew full transaction summary

Recent Periods =

Account Management Unmapped
PNC Bank 4940 98
Cash Expenses 2 7

Active

656

MY EXPENSES

=1l Announcements

Issuer Message

Important Note

We will never ask you to provide credit
card details, password credentials, or any
personal information in an email or over
the phone. If you do receive a request like
this please report it immediately to your
Administrator.

5 Shorts Travel | = " 5162

PNC Bank 4940 | Corporate Card | VISA

‘Current Balance (USD)

641.29

Action Required Pending Approval

5 0

Available Credit (USD)

99,358.71

5 World Travel | = =" 5154

PNC Bank 4940 | Corporate Card | VISA

Current Balance (USD)

25,940.02

Action Required Pending Approval

97 0

Last visit: 03/06/2017

EPNC

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


EPNC
p Robert \"

Image Library

Language

Personal Settings

Password

Memorable Word

Help

Contact

— Log Out


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


Personal Settings

The following diagram map is aimed to help you configure and manage your own personal settings. Ifyo

| Charge Groups | | Charge Codes |

| Report Groups | | Reports |

| Approval Roles | Approval Rules

e Statement - Fields & Sort Order
Account Management Transaction Date vt

Management Codes Fosting Date v

Default Codes Transaction Type

2

Supplier 4
Approval Delegation

Supplier Crder Number
Customize Views Disputed

Audit History Personal

Regional Settings Source Amount
Tax Amount

Issuer Tax Amount
Amount (Tax Exclusive)

Amount (Tax Inclusive)

NN

Enhanced Data

v

Allocation

Expense Report Name

Expense Report Number

QuickCoding v

General Settings

Mo Auto Closing
Windows
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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.


)

Visa IntelliLink
Spend Manageme

VIS

Home Reports v

Administration ¥ e Expenses v

1 My Actions

B= Card Expenses

£ Expense Reports

o Pinned

Administration
Overview
Administration Cverview
Account Management
File Management
The Vault
Period Management
Statement Periods
Data Extract Management

Data Analysis

ADMINISTRATOR

Transactions

PNC Bank 4940

03/01/2017 10 0373172017

Total Coding Required Pending Approval
1017 833 101
Transactions Diebit (USD) Credit (USD)
1017 195,446.86 4,053.20

EI “iew full transaction summary

Recent Periods =

Account Management Unmapped
PNC Bank 4940 98
Cash Expenses 2 7

Active

656

MY EXPENSES

=1l Announcements

Issuer Message

Important Note

We will never ask you to provide credit
card details, password credentials, or any
personal information in an email or over
the phone. If you do receive a request like
this please report it immediately to your
Administrator.

5 Shorts Travel | = " 5162

PNC Bank 4940 | Corporate Card | VISA

‘Current Balance (USD)

641.29

Action Required Pending Approval

5 0

Available Credit (USD)

99,358.71

5 World Travel | = =" 5154

PNC Bank 4940 | Corporate Card | VISA

Current Balance (USD)

25,940.02

Action Required Pending Approval

97 0

Last visit: 03/06/2017

EPNC

2 Rovert v
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Presentation Notes
To start reconciliation and GL coding process, click on Account Statements


Visa IntelliLink
Spend Management

Administration v»- EXpenses W Reports v

d Statement - 03312017 s

Expense Reporis » Statement - 02/28/2017

Statement - 01/31/2017
Statement - 12/30/2016
Statement - 11/30/2016
Statement - 10/31/2016
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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

Account Statement
03/01/2017 to 03/31/2017 nY o EXpENSEs W Reports w
Robert Lu - PNC 4940 - WB Mason
o Account Statements
Quick Coding
Narrative Details # Fund # UNIT
¥ | s PNC Bank 4940 - Period 03/01/2017 to 03/31/2017
[J Resetto single coding line
A - r
Receipt [ ] [] E - Employee Name  Account Name
Robert Lu Corporate (5162) - Shorts Travel
Tran Date Post Date Supplier Faobert Lu Corpaorate (8816) - Wb Masan
(] 02272017 03012017 Wb Mason Robert Lu Corporate (5154) - World Travel
10 641005 52101 111 MNone (

= 02272017 03012017 Wb Masaon
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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.


Account Statement
03/01/2017 to 03/31/2017
Robert Lu - PNC 4940 - World Travel

Quick Coding

Marrative Details # Fund # UNIT # Object Code # Project

[ e [ I [ I [ s

L] Resetto single coding line

i : r
Feceipt
SUIERRCE

Tran Date Post Date Supplier Receipt Image(s) AmountIncl

O 02252017 03/01/2017  Lufthansa Na 127276
10 641005 52101 11112 Mone 0.00 127276

o 02/27/2017 030172017 Agent Fee Na 8.00
10 641005 52101 11112 Mone 0.00 8.00

O 02272017 03/M01/72017  AgentFee No 30.00
10 641005 52101 11112 Mane 0.00 30.00

O 02/27/2017  03/01/2017  Agent Fee Na 30.00
10 641005 52101 11112 Mane 0.o0 30.00



(] 02272017 03/01/2017  United No 332.80 A
10 641005 52101 11112 None 0.00 332.80
(] 02282017 03/02/2017 AgentFee No 9.00 X !
10 641005 52101 11112 None 0.00 9.00
(] 02/28/2017 03/02/2017  AgentFee No 30.00 X (1
10 641005 52101 11112 None 0.00 30.00
(] 02/28/2017 03/02/2017  AgentFee No 9.00 X (1
10 641005 52101 11112 None 0.00 9.00
Cardholder Approver
Missing Information X Approval Required I
Coding Completed v Approved W

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


Cluick Coding

Marrative Details

# Fund # UNIT # Object Code # Project

10 E

) Resetto single coding line

541005 E

52101 t 11112 t

Tran Date Post Date

022572017  03/0172017

< Receipt [] [] 1] -

Supplier Receipt Imageis) Amountincl
Lufthansa . Mo 127276 X!
10 641005 52101 11112 MNane 0.00 127276
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Presentation Notes
Single transaction using Quick Coding.  Click on drop box to search & change codes.


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


B visa IntelliLink Spend Management - Google Chrome BEEIE

@ Secure | https://intellilink.spendmanagement.visa.com/settings/Favourites_cc.asp?employee_num=robertluficc_type=1028u

VISA Object Code - Search VISA Object Code - Favorites

Flease search for the code you require. Mote that only the first If you are unsure about a code please use the information icon after you
60 active codes will be returned matching your criteria. have performed a search. This information will provide you with code
manager details as well as specific comments added to the code for
Code Value | Lusage.
Description

Add codes that you use regularly to your favaorites below. This will place
them within your select lists. A total of 15 codes per code type may be

- added to each list.

valid Cades Only 185 & Al
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Code search screen


Lod B Visa IntelliLink Spend Management - Google Chrome == & |

@ Secure | https://intellilink.spendmanagement.visa.com/settings/Favourites_cc.asp?employee_num=robertluficc_type=1028u

VISA Object Code - Search VISA Object Code - Favorites

Flease search for the code you require. Mote that only the first If you are unsure about a code please use the information icon after you
60 active codes will be returned matching yaur criteria. have performed a search. This information will provide you with code
manager details as well as specific comments added to the code for
Code Value »521{15 usage.
Description

Add codes that you use regularly to your favorites below. This will place
them within your select lists. A total of 15 codes per code type may be

- added to each list.

Yes ® p O

Yalid Codes Only
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Enter search criteria, either by code number or by description.  Wildcard character is %. Click on Search


B visa IntelliLink Spend Management - Google Chrome

ElEIE

@ Secure | https://intellilink.spendmanagement.visa.com/settings/Favourites_cc.asp?employee_num=robertluéicc_type=1028u

VISA Object Code - Search

Flease search far the code you require. Note that only the first

60 active codes will be returned matching your criteria.

Code Value

52105

Description

Valid Codes Only

52105  Visa Card Small Purchases i

iy

Fags 1 Wiew Help

Yes ® ) O

=

VISA Object Code - Favorites

If you are unsure about a code please use the information icon after you
have performed a search. This information will provide you with code
manager details as well as specific comments added to the code for
usage.

Add codes that you use reqularly to your favarites below. This will place
them within your select lists. A total of 15 codes per code type may be
added to each list.



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


B Visa IntelliLink Spend Management - Google Chrome

(== s |

| @ Secure | https://intellilink.spendmanagement.visa.com/settings/Favourites_cc.asp?employee_num =robertluficc_type=1028u

VISA Object Code - Search

Flease search for the code you require. Note that only the first
60 active codes will be returned matching your criteria.

Code Value

52105

Descriptian

Yalid Codes Only

Fagse 1 Yiew Help

Yes ® 4 O

2105 Yisa Card Small Purchases P i E

VISA Object Code - Favorites

If you are unsure about a code please use the infarmation icon after you
have performed a search. This information will provide you with code
manager details as well as specific comments added to the code for

usage.

Add codes that you use reqularly to your favarites below. This will place
them within your select lists. A total of 15 codes per code type may be

added to 2ach list.

52105 Yisa Card Small Purchases ]
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Code added to Favorites.  Each code segment can store up to 15 favorites


# Object Code # Project

52101 |*-.-* |1111z |E

2105 -Visa Card small Furchases
[Search]



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


CQuick Coding

MNarrative Details # Fund # UNIT # Object Code # Project
Transaction Description Here| 10 t 641005 t 52101 t 11112 t

) Resetto single coding line

4 Receipt [[] [] s -

Tran Date Post Date Supplier Receipt Image(s) AmountIncl

l» 02252017 03/01/2017  Lufthansa : Mo 127276 ¥ !

10 841005 52101 11112 None 0.00 1272.76




)

Cluick Coding

Marrative Details

#* Fund

Tran Date

v 020252017

v 0202772017

022772017

Post Date

03/01/2017

03/01/2017

03/01/2017

Supplier
Lufthansa

10 641005

Agent Fee
10 641005

Agent Fee
10 641005

10

[

# UNIT

641005

| Resetto single coding line

Receipt [ ][] E -

22101

22101

22101

11112

11112

11112

Mane

Maone

Maone

[

0.00

# Object Code
52101

127276

9.00

30.00

@

# Project
11112 t
Receipt Image(s)
Mo
Mo
Mo

Amount Incl

127276

30.00
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Multiple transaction using Quick Coding


Reconciliation

SPLITTING TRANSACTIONS TO MULTIPLE GL




Account Statement
03/01/2017 to 03/31/2017
Robert Lu - PNC 4940 - World Travel

Quick Coding

Marrative Details # Fund # UNIT # Object Code # Project

[ e [ I [ I [ s

L] Resetto single coding line

i : r
Feceipt
SUIERRCE

Tran Date Post Date Supplier Receipt Image(s) AmountIncl

O 02252017 03/01/2017  Lufthansa Na 127276
10 641005 52101 11112 Mone 0.00 127276

o 02/27/2017 030172017 Agent Fee Na 8.00
10 641005 52101 11112 Mone 0.00 8.00

O 02272017 03/M01/72017  AgentFee No 30.00
10 641005 52101 11112 Mane 0.00 30.00

O 02/27/2017  03/01/2017  Agent Fee Na 30.00
10 641005 52101 11112 Mane 0.o0 30.00


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


D H"Iﬁsalteﬂhkﬁperﬂhhnagemﬁ—ﬁuugh&m |.‘:'||E|| 25 J
| @ Secure | https:/intellilink.spendmanagement.visa.com/Main,/Transaction_l.asp?transaction_ref=H151720170302ekgtmomut&page==&wf=w

Transaction: Details

Purchase: 022352017
Amount: §1,27276 LUSD
Lufthansa, Douglassville

Summary | Coding || Approval || Advanced |
# Fund # UNIT # Object Code # Project Amount Incl Tax Code
Line 1 & [10 ] [641008 ][ [52101 3] [11112 v 1200.00] | v ©

ne3 | ) | ) | [ | v | v
nes | | | e | 1 | v

More.. Balance | ﬂ.DD>
o

Description Receipt 0 [] []

£

£

o |

Line 2 & [10 ] [182501  |[w] [52105 ||| o000 [ 7276 | > ©
e |
|

A

Close Feset -
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Presentation Notes
Review coding information & receipt


Reconciliation
RECEIPTS




7] 03/29/2016 Harris Teeter #0231 6.98 View X 1
10 641007 52118 00000 None 0.00 6.98

7] 03/30/2016 Wholefds Ten 10062 48.40 View X 1
10 641007 52118 00000 None 0.00 48.40

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


https://intellilink.spendmanagement.visa.com/ImageManagement/ImagelLinking?accountNumber=00ED914F-DIFF-402C-A!

Image Linking

Linked Images Image Library
PNC Bank 4940: 0304/2046 Amount: §66.87 USD

& Upload Upload via Email

]
.

s1aqd
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Image Linking screen.  Also accessible through the Image Library link from Welcome screen


https://intellilink.spendmanagement.visa.com/ImageManagement/Imagelinking?accountNumber=00ED914F-DIFF-402C-A!

Image Linking | .
Linked Images

PNC Bank 4940: 0304/2076 Amount: §66.81 USD

& Upload Upload via Email

)
»

slaj4
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First option – Manual Upload


https://intellilink.spendmanagement.visa.com/ImageManagement/ImageLinking?7accountNumber=00ED914F-DOFF-402C-A!

Image Linking

| &3 Upload |

Upload via Email

PNC Bank 4940: 03/01/2016 Amount: §66.87 USD

Linked Images

Image Library

@ﬂ M « Google » Chrome » Application » 4802564116 »

~ | 43 || Search 48.0.2564116

Organize * Mew folder =~ 0l @
'i} Favorites |~ Mame Date modified Type Size
Bl Desktop | default_apps 272372016 4:26 PM File folder
8 Downloads | Extensions 2/23/2016 4:26 PM File folder
&l Recent Places | Installer 2/23/2016 4:26 PM File folder
| Locales 2/23/2016 4:26 PM File folder
= Libraries | PepperFlash 2/23/2016 4:26 PM File folder
@ Documents 3 | VisualElernents 2/23/2016 4:26 PM File folder
JF Music [ secondarytile.png 2/17/2016 10:45 PM PNG image 1KE
[E5| Pictures
B Videos
1M Computer
f'! Metwork 57
File name: ~ | Custom Files -
[ Open Iv'] [ Cancel

javascriptvoid(0)
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Opens local folder.  Select file to upload. 


https://intellilink.spendmanagement.visa.com/ImageManagement/ImagelLinking?accountNumber=00ED914F-DIFF-402C-A!
Image Linking

Linked Images Image Library
PNC Bank 4940: 0304/2046 Amount: §66.87 USD

& Upload Upload via Email

]
.

s1aqd
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Upload by email option


VISA Upload via Email

To upload receipts to your account via email, please send your
receipt to the email address below:

We recommend saving this email address to your contact list or
address book to avoid having to enter the email address every time.

mailte:bbla.u.qgklyr.14t66d @ receipt-upload.com

L o



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


https://intellilink.spendmanagement.visa.com/ImageManagement/ImagelLinking?accountNumber=00ED914F-

C-Al

Image Linking

& Upload Upload via Email

Linked Images Image Library
PNC Bank 4940: 0304/2046 Amount: §66.87 USD

]
.

s1aqd



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


2 et g e S e e e——————————————————— = =T

https://intellilink.spendmanagement.visa.com/ImageManagement/ImageLinking?accountNumber=00ED914F-DIFF-402C-A!

Image Linking _ _
Linked Images Image Library
PNC Bank 4940: 03/01/20/6 Amount: 366 87 L/SD

& Upload Upload via Email

Filters > I

Linking Status
O Linked Images
Include extracted images

® Unlinked Images
Display

. Images uploaded within the last & months

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


Manage Receipt Images

& Upload Upload via Email

@ lusp| W
= JesE] &

- d

Linking Status

Display
Receipt Sample.jpg

Manage Receipt Links €3 Delete

) Linked Images

@ Unlinked Images

@ Images uploaded within the last
6 months

) All images




Manage Receipt Links

SAMPLE RECEIPT

I lreal
Bt bin, TR TR TS
¥35-335-3333

ST KEITE: B
el s

LSS -]
CRITOuN MO oy
SCEIek, TRANSACT (0w DFoeR’ 0w

il S

L il LI

o | e L]

sl :

F N

[ Ea st PR RN RERA I F AN by e PR TSN PR S F B A P £ 8 o]
e, N
Ll Y h.a
K M.
SRR EERE R ARG R A TR TR Y P IR N AR L AR
T TR
“m aru

WL ssmamssanena | I

[, ssnans

BRI,

CARSEE BO R Jiwd 1iTH

H L m.u
frovmnctiee: L300 1A rE ™

Transactions

ore Lodge Lic

Ana 24 7 Tr73010043
Hget Rent-A-Car

ted Air 0165550913332
lerson Farms
Cadntinental 0055552327488
79 Hotel

Thee Bookies Bookstore Lid

Date

03/16/2014

03/15/2014

03/18/2014

03/21/2014

03/25/2014

03/25/2014

03/31/2014

04/04/2014

04/07/2014

04/11/2014

Image Count

1

0

a4

Amount

125.05

200.40

90.00

40.88

138.55

512.20

612.00

319.40

836.76

279.81

R B -
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Presentation Notes
Link to single or multiple transactions


Account Statement Screen after Coding

(] 03/29/2016 Hams Teeter #0231 6.98 View ) (!
10 641007 52118 00000 None 0.00 6.98

] 03/30/2016 Wholefds Ten 10062 43.40 View v
10 641007 52118 00000 None 0.00 48.40

Manage Receipt Images
View Statement Repord




Approver




Wisa IntelliLink
Spend Management

|
Home Administration e Expenses v Reports w

1 My Actions

== Card Expenses 121

9 Approvals

£ Expense Reports




ltems Requiring Attention
Statement & Transactions requiring approval

Approver Summary View

Employee Period nformation Required X_Information Provided pproval Hequ@
»HDDEIT Lu PNC Bank 4940 03212097 - - g
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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


Transaction Approval Back
Statement & transactions requiring approval
Robert Lu

Expand All Collapse All

PNC 4340 - Corporate (8818) Approve Selected ltems | Approve All

[ Information Required

i Infoarmation Provided

4 Approval Required (8)

=0 Linked to Receipt Image(s) Amount  Allocation
02282017 Wb Mason - - . R4 16 Wiew W
WEB Mason Ghost Card Purchases
10 641005 2101 11111 Mone  0.00 B4 156
02282017 Wb Mason - - . 16370 View v ! ]
WEB Mason Ghost Card Purchases
10 641005 52101 11111 Mone  0.00 16370
02282017 Wb Mason - - . 131.00 View vl ]
WEB Mason Ghost Card Purchases
10 641005 2101 11111 Mone  0.00 131.00
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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. 


Summary Coding Approval

Process History

Approval Required
>0 >0

Cardholder Comments

Approver Comments

Information Required
' Approval Required
Approved
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Presentation Notes
Trasnaction Details – Approval window.
To change GL codes, click on Coding tab.


https://intellilink.spendmanagement.visa.com/main/Transaction_l.asp?transaction_ref=H151720160325gynnsorgh&page=4&wf=w

Transaction: Details

Purchase: 03232016
Amount: £3.600.00 3D
Matl Profsnl Science Ma, 508-831-4996

Summary Approval Advanced

* Fund * UNIT # Object Code  # Project Amount Incl Tax Code
Line 1 = |10 ||| [181051 3] [52101 || [poo0O I | 3600.00) | » ©
o2 | I | I | | o | | B
nes | I | I | | o | | B
Lined | i) | ) | vl | e | | | [
More. . Balance | D.DD|
Description Receipt § [ []

Furchase Natl Profsnl Science Masters 2 Year membership Renewal

ﬁl Close ﬁl Reset g‘ Save

I e s
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Review coding information & receipt


Summary Coding Approval

Process History

Approval Required
>0 >0

Cardholder Comments

Approver Comments

» Information Required
' Approval Required

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


Reports

APPROVER




Visa Intellilink
Spend Management

VIS

Home Reports Settings Help Contact Logout

Reports

Expenditure Analysis
spend - Employee
suppliers - Employee
Analysis - Employee
Company Administration

Credit Limit Report




https://intellilink.spendmanagement.visa.com/Reports/report2_0002c.asp#

ow Debit Credit View

w Search

VISA spend - Employee ©
Employee First Name | | Coding Information |»
Employee Last Name | | Currency & Amount |
Management Lavel | v
Properties & Status |
Additional Fields /]
Account Number I:I
(Last 4 Digits) General Fields Account Specific Fields
Account Issuer | PNC Bank 4940 v . - : -
_ Posting Date [ Transaction Type I
Statement Period (031017201610 03312016 v | e T @  Supplier v
Account Type | [All Types] v | Tax Amount td Cash Specific Fields
Start Date | |m Amount (Tax Inclusive) [«
End Date | |E Amount (Tax Exclusive) f Expense Stage I.E.I
Source Amount J Sum Description ]
i® Posting Date () Transaction Date Expense ReportName [
Expense Report Number [
I.g,l Show Employes Summary Report Templates |
| Sh



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


‘ https://intellilink.spendmanagement.visa.com/Reports/report2_0004c.aspTxs_rpt_tp=1

V’SA Suppliers - Employee o

Supplier Name | | Coding Information 8
Merchant Group | v |
Fund | |
Merchant Category | |
_ : . . UNIT | |
Freferred Supplier (® Both () Yes () No
Object Code | |
Project | |
Account Issuer | PNC Bank 4940 v
Statement Period [03/01/2016 to 03/312016 v | T ™
Account Type [ [Al Types] v
Supplier Properties |2
Properties & Status =
Start Date | =
) Additional Fields |
End Date | ey
Report Templates e
Execution Range | - | P P ™

® Posting Date () Transaction Date

Expaort File Name | |

Export File Type | v |

List Suppliers By

® Merchant Groups

() Merchant Categories
) Supplier List

Display Result In
® Source Currency
() Billing Currency

w Search
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Allows manager view the suppliers employees have used.


| https://intellilink.spendmanagement.visa.com/Reports/report2_0006c.asp?xs_rpt_tp=1

V’SA Analysis - Employee (7))

Employee First Name | | Account Properties -
Employee Last Mame | |
Coding Information -
Management Level | r |
Currency Information -
Account Number
I:L,35t-4 Digits} I:I Additional Fields -
Account Issuer PMNC Bank 4940 r . o
| an | Employee First Name " 4 Activation Date
Statement Period | v | Employee Last Name v Expiration Date
Account Type | [All Types] r | Cr&d?t Limit . v Account jl":"n‘v.l'\E!FE'QIOE! v
Credit Bal - Last Period Transaction Count
Start Date G (09142015 Credit Bal - Statement Expense Report Name
End Date i 031142016 Employee ID Expense Report Number
Posting Date Transaction Date
ng H O Report Templates -

Report View - Statistical
Report View - Period

0&

w Search
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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.


https://intellilink.spendmanagement.visa.com/Reports/report2_1800c.asp

VISA Credit Limit Report )

Manager Type | HR Manager 1 L Employee Information -

Manager ID | Employee First Name | |

Employee Last Name | |

Manager Last Mame |

|
Manager First Mame | |
|

Account Issuer | PNC Bank 4540 v Additional Fields -
Report Templates -

Account Type | [All] v |

Total CreditLimit | v | |

Active Accounts Only i
Group by Manager Type [

w Search
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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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