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About this Guide

The purpose of this guide is to help Visa Commercial Card users (cardholders) understand how they
can use the Visa IntelliLink Spend Management application to facilitate the expense management
process. This includes general navigation and tips, as well as specific steps on how to review card
transactions, create out-of-pocket expenses, and submit expenses for approval.

This guide provides details of two different workflows, and the company’s configuration will determine
which flow the cardholder will follow. If the company’s process requires a cardholder to submit
expenses one-by-one and the manager to approve each transaction individually, this is considered a
transaction based workflow. If a cardholder groups multiple transactions together into a single
expense report and the manager approves the entire expense report, this is considered an expense
report based workflow.

Both scenarios are provided separately and describe how to code a transaction, create an out-of-
pocket expense, link a receipt image to a transaction (if applicable), submit for approval, and respond
to a manager request for additional information.

If your company uses a transaction based workflow, you may skip all sections related to the expense
report based workflow.

If your company uses an expense report based workflow, you may skip all sections related to
transaction based workflow.

This guide also shows users how to view and manage their personal settings as well as generate
reports for reviewing and managing the spend they incur.

March 2021 Visa Confidential 1
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Prior to logging in to desktop Visa IntelliLink Spend Management, you will receive your password
and username, either by automated email or directly from your administrator. The first time you log in
you are asked to reset your password, login using your new password, set up your preferred two-factor
authentication method, and accept the Terms & Conditions.

Step 1: Enter Your Username and Password

1. Open a web browser and navigate to: https://intellilink.spendmanagement.visa.com

2. On the Welcome to Visa IntelliLink VISA 5K
Spend Management page, enter your
Username and Password. Then click
Log in.

Step 2: Reset Your Password

1. After entering username and initial
password, the Change Password
window displays.

be your organisation's internal password or user ID. Use
here to the criteria listed below

2. Create and confirm a new password.
Tip: The criteria for an acceptable
password are listed in the window.

3. Click Save and log out.

4. The main Log In screen of Visa
IntelliLink Spend Management will

display again. Log In with your new _

o Contains a numeric character

password to continue.
Save and log out

2 Visa Confidential March 2021
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Note:

e By default, Visa IntelliLink Spend Management passwords expire in 90 days. Your company may
set a more frequent password expiration period.

e Your company may have additional criteria that control the minimum and maximum length, the
required combination of alpha/numeric characters, and the use of uppercase and lowercase.
Any company-specific password rules will display in the Password window.

Step 3: Set Up Two-Factor Authentication

1. After your username and password
are accepted, the Enable two-factor
authentication window displays. This
is where you choose the
authentication method to use when
accessing the application. In this
example, it suggests the Visa
IntelliLink Spend Management mobile
app. If you have not done so already,
download and install the mobile

app.

2. Open and log in to the Visa IntelliLink Spend
Management app on your mobile device.

3. From within the mobile app:

e Tap the Options menu.

e Tap Authenticator.
An Authentication Code displays in the
mobile app for thirty seconds, then a new
one is automatically generated. You may
tap the code to copy it to the mobile
device clipboard, if logging in to the main
website using a mobile web browser.

[Wasroe woem  samm|
559 742 = Authenticator
B togout

Tip: A small stopwatch icon in the upper- T b oy
right corner of the Authenticator screen
shows how long the code is still valid. The
authentication code will turn red when it is
nearing expiration.

559 742

Tap 1o Dy
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4. From within the desktop application:

e Click Continue.

e Enter the Authentication Code currently displayed in the mobile app.
e Click Verify.

5. Your registration with the Visa IntelliLink Spend Management mobile app is now complete.

Note:

e For more information about installing and setting up the mobile app, ask your Administrator for
the Visa IntelliLink Spend Management Mobile App Guide.

e If you prefer not to use the Visa IntelliLink Spend Management mobile app to authenticate, click
Use other authentication methods to select Email or Authenticator app (as supported by your
Bank) then follow the onscreen instructions. Whichever method you register with will be used every
time you log in to the desktop application in the future.

Step 4: Accept the Terms & Conditions

1. After setting up two-factor
authentication, the Terms of Use

Terms and Conditions

M M Please choose your location to view applicable Terms of Use,
window displays.

IN. America, Latin America, Caribbean, Asia Pacific, Central Eurcpe. Middle East, Africa

Europe

2. Choose your location at the top of
the window. VISA

TERMS OF USE

This Agreement governs the use of Visa intelliLink Spend an online ication for data idation and
for financial services ( ly, the "Services"). You must be a Registered User to use the Services. A
"Registered User” is a user from whom Visa has rer:eweo‘ me information necessary to permit such person access fo the Visa
H H IntellfiLink Spend website, its media, and documentation, and who has agreed fo accept
3. Review the Terms of Use, then click B e o e o B R R e
Accept or Decline As used in this Agreement, the terms “you", "your" or "user” are synonymous, and refer fo the person using the Services in any way.

TERMS OF USE. Visa International Service Association, Visa Worldwide Pte Limited, and Visa U_S.A. Inc. (collectively, "Visa") grant you a non-
exclusive, non-transferable royalty-free  license fo access the Visa Infellilink Spend Managements website located at
httpifintelliink_spendmanagement.visa.com (the "Site”), and to use the Services in connection with your pamc\pallon in the Visa InfelliLink
Spend Management Program, conditioned on your acceptance without modification of the terms and conditions ("Terms") of this Terms of Use
Agreement ("Agreement”). The Services are licensed, to you by Visa for your personal use, AND ALL RIGHTS NOT EXPRESSL( GRANTED
ARE RESERVED BY VIQA OR ITS LICENSORS. If you are a Visa Financial Insfitution, lhls—\greemem and your use of the Services hereunder
is subject to in all respecis the Visa Intemafional and Visa U.5.A. Inc. Operating Regulations (the "Operating Regulations"). Mon Financial
Inst\tutlon users are pemitted access pursuant to the sponsorship of a Visa Financial Institution as a service to your sponsering Visa Financial
Insiitution.

NO UNLAWFUL OR PROHIBITED USE. You may not use the Services for any purpose that is unlawful or prohibited by these Terms. You may
not use the Services in any manner that could damage. disable, compromise or inferfere with any Visa operated or affiliated website or the
network(s) connected to any other Visa service or any other party's use of any Visa service. Unauthorized access to any Visa services, other
accounts. computer svetems or networks connected to anv Visa services. throush hackina. password minina or anv other unauthorized means

Decline
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Forgotten Password

1. In the Welcome to Visa VISA g
IntelliLink Spend REEE
Management window, click
the Forgotten your
password? link.

Welcome to Visa IntelliLink
Spend Management

©2019 Visa Al nights reserved

2. In the Password Help VISA s
window, enter your
Username and Email.

3. Click Submit.
Your email address is Password Help e i
validated against your N\l L
username. If a match is o * Help, trallylost Wro do a0~
made, an email is sent
containing a time-sensitive
link you can use to initiate
the password reset process.

Return to login page

©2020 Visa. All rights reserved Terms of Use Privacy Policy
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1. Choose X Profile menu > Password.

Home Accounts Expenses Reports v | 2 canol v

2. In the Change Password window, enter your current password.

VISA Change Password

& Enter your password

-
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3. If you are registered for two-factor authentication (2FA), you will be prompted to enter an
authentication code from your registered 2FA method (VISM desktop app, email, or authenticator
app). Otherwise, skip this step.

VISA Change Password

/A Enter the authentication code generated in the Visa Intellilink Spend
Management app.

coce VISA Change Password

B An authentication code has been sent to e **n@outlook.com. Enter the
authentication code sent in your email

o VISA Change Password

# Enter the authentication code generated by your authenticator app

4. Create and confirm a new

x
password. VISA Change Password

Tip: The criteria for an

acceptable passwo rd are listed Do not set your I"I_QW password to be your organization's If‘ltél‘ﬂ?l pfass_.word

o o or user ID. Use difficult words or phrases, and adhere to the criteria listed

in the window. below.

5. Click Save and log out.
Enter a new password

The Log In screen of Visa

IntelliLink Spend Management
will display. Log In with your
new password to continue. Set a new password that:

+ Contains at least 8 characters

+ Does not exceed 16 characters
+ Contains a lowercase character
+ Contains an uppercase character
+ Contains a numeric character

.
1
i sssssssnssenes|

Save and log out
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Change Your Two-Factor Authentication Method

If your company allows it, you can change the way you receive authentication codes by resetting the
two-factor authentication method. This deletes your current registration method and allows you to
choose a different method.

To learn how, see the Profile Settings section of this document.

Failed Log In

If you fail to log in successfully, you will receive an error message. After three unsuccessful attempts,
you will be temporarily locked out of Visa IntelliLink Spend Management. After two hours, your
account will be automatically unlocked and you can log in with your original username, password, and
two-factor authentication method. Alternatively, you can use the Forgotten your password? link on
the main login page, or contact your administrator and ask them to unlock your account.

Log Out

To quit the application, choose & Profile menu > Log Out.

Home Accounts Expenses Reports v 1 Carol w

8 Visa Confidential March 2021
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The Home Screen

After logging in, the Home screen displays. The Home screen is a dashboard of information specific to

your individual spending accounts and role within your company—cardholder, approver, and/or
administrator. Here is an example:

Visa IntelliLink
V,S Spend Management > DEF FINANCIAL
I %
Home  Accounts  Expenses  Stalements v Reporis v 2 cikw

1 My Actions MY EXPENSES 1| Announcements

‘We will never ask you to provide credit
DEF Financial | VISA | Kirk McGee card deta.lls, passwor@ credenll.als, 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

Action Required Pending Approval  Current Balance (USD)

B= Card Expenses Administrator.
@ 53 1 5,973.67
ceh Bxpenses a Important Note
Available Credit (USD)
%2 Expenze Reports We will never ask you to provide credit
1,626.33

card details. password credentials, or any
personal informatien in an email or over
Recent Periods " IP'I.E phone. If you {?D.I'ECEI\I'IE arequest like
this please report it immediately to your
Administrator.

W Report Outbox

# Pinned Cash Expenses
Last visit: 11/01/2019
To show your favorites here, click the pin Action Required Pending Approval
icon on @ menu item. ..| O
Aclion Required Pending Approval Current Balance (USD)

©2019 Visa. All rights reserved Terms of Use Privacy policy
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Navigation

NaVIgatlon sits anng the top of Home Accounts Expenses Statements w Approvals Reports w
the Home screen.

Click a top-level menu item to
see an expanded menu. For
example, click Statements to see ExpenseReports > Statement - Kirk McGee
your expense report statements. Statement - Tom Myers
In this case, for both the account
holder and a single delegate.

Note: The items displayed in the top-level menu depend on your role and your organization’s settings.

Pinned Items

You can pin the menu items you use most often for easy access. To pin an item, click the - icon next
to it. To unpin an item, click the - icon. Pinned items appear at the right of their top-level menu, and
also on the Home screen in the Pinned panel.

Home Accounts Expenses Statements w Approvals Reports w ‘1 Kirk w

...............

My Information

Account Details Transaction Szarch - Personal
Personal Details

My Information

Expenditure Analysis Expenditure Analysis

Company Administration Transaction Search - Personal

Spend - Employee

VOOV N e

Usage and Monitoring Suppliers - Employee

Analysis - Employes

10 Visa Confidential March 2021
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Panels

The Home screen uses panels to display summary
information.

— The My Expenses panel provides a snapshot of
your spending account activity and links to
your most recent statements.

— If your company supports out-of-pocket/cash
accounts, you will see a Cash Expenses section.

— If you are an approver of transactions, you will
see an Approvals panel.

Tip: Click the red numbers within panels to
immediately begin coding and/or approving
transactions.

Quick Actions

Quick Action buttons allow you to initiate the
creation of new expenses directly from the Home
screen. There is no need to navigate anywhere.
Simply click @ Expense Reports or @ Cash
Expenses to get started.

Directly below the Quick Action buttons are links
that display full lists of items requiring your
attention.

Note: Available Quick Action buttons and links
depend on your role and your organization’s
settings.

MY EXPENSES
. Corporate Card | VISA

£5 Big Bank 1 porate S L
Action Required  Pending Approval  Current Balance (USD)  Available Credit (USD)

51 0 16,910.67 -10,210.67
Recent Periods ~

@ 04/15/2016 to 05/14/2016 >
@ 03/15/2016 to 04/14/2018 >
Cash Expenses
Action Requirsd Pending Approval Current Balance (USD)
APPROWVALS

T4 Approvals 1 Employee
Approval Required Info Provided Info Required

2 My Actions

@ Expense Reports

@ Cash Expenses

B3 Card Expenses
Cash Expenses

£ Expense Reports

March 2021 Visa Confidential
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Menus

The Visa IntelliLink Spend Management menus include:

Menu Description
Home Click to return to the Home screen.
Accounts Click to display the Accounts screen, where you can view account balances,

posted transactions, statements, and payment details for mapped or delegated
accounts, including company accounts (if one has been mapped or delegated to

you).

Expenses Click to display the Expenses screen, where you can view and action your
outstanding expenses.

Statements Click to view and action any expense reports you have created. To create a new
expense report, on the Home screen, click @ Expense Reports. To edit an existing
expense report, click Statements menu > Expense Reports.

Approvals Click to view and approve transactions. If you are not an approver of
transactions, you will not see this menu.

Reports Click to view the reports you can run. This is determined by your role in the
organization and the reports that have been made available for your access.

2 Profile Click to log out, get help, and view and manage account features and personal
settings—including your Image Library, password, and memorable word.

12 Visa Confidential March 2021
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The Profile Menu

View and manage account features and personal settings from the & Profile menu:

‘ 3 saron ‘V‘

Upload and attach receipt Image Library
images.
Language
Choose your language.
Change personal settings. Personal Settings
Reset your password Password
Help Get help.
Contact Find contact information for
Support.
Mobile App Connect to your mobile device
Log Out Log out of the application.

Image Library

The Image Library is your personal storage space for receipt images in Visa IntelliLink Spend
Management. You can view your receipt images, upload new receipt images, and see which images
have already been linked to your transactions.

e Choose X Profile menu >

. VISA (fisie:  BigBank X =
Image Library.

Image Library

& Upload Upload via Email

,v
bt o
{EBEEER 8% 23 83

-
=8

fﬁ:;;;.touuﬂg%ggl
6P 319500133888

07/14/13 02:55PN
Member Tire Services

xceptional Value
gﬁecsﬁarse g?ngr

Note: To learn more about
working with receipt images,
see the Receipt Imaging
section in this document.

b szzeee

ks and Insta
gas receipt1 jpg v

Terms of Use

March 2021 Visa Confidential 13
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Language

You can change the language used in the interface
of Visa IntelliLink Spend Management to any
one of 21 languages.

1. Choose X Profile menu > Language.

2. Click your preferred language.

Note: The language chosen here updates the
language preference in your Personal Settings
area, ensuring that every time you log in to
Visa IntelliLink Spend Management, the
interface displays in your preferred language.

Personal Settings

Select Language Preference
Cymraeq Deutsch
Enalish (LK) Enalish (U5}
Espafiol Espafiol (America Latina)
Francais Francais (Canadien)
Italiano Nederlands
Norsk Polski
Portugués Portugués (Brasil}
Suomi Svenska
Tirkce PyCckniil A3bik
BEE ik e
R (5E)

The Personal Settings screen displays your personal details and provides links to view and change
many settings in Visa IntelliLink Spend Management. To display the Personal Settings screen:

e Choose A Profile menu >Personal
Settings.

Home

Note: For some companies, the

information displayed is read-only and
cannot be changed by users.

At the left of the Personal Settings —__|
screen are links to various application
settings.

VISA e P DEF FINANCIAL

Personal Settings

The fellowing diagram map 1 JIMEC to NED YOU CONGUTE and MaNage Yeus oW PErsonal SETINGS. It you Nave any qUESIANS oF WA 1 ENANgE SETINGS Not JAIABIE NEE Nen piease
system administrator.

Expense: Statements v e

Receipt Upload via Email
UM 5450 STIZIEUALELEIEIpIOaA.Com MO INTD

Manager Details

Manager Manager Cre

Extended Property Details
No Details Eciit

14 Visa Confidential March 2021
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Change personal information

If your company allows it, you can easily change your name, email address, and phone number.
Contact your system administrator to change other information.

1. Click & Profile menu > Personal
Settings > Personal Details.
2. On the Personal Details screen, click

Edit.
3. Make changes, then click Save.
The Authenticate window displays.

Depending on the authentication
method you use, enter your password
or the requested authentication code,
then click Verify.

Personal Details

VISA Modify Personal Details

First Name Aaron

Last Name # | Griffin

Middle Name

Email Address # | AGrifiin@ebbtc.com
Email Address 2

Phone Number | 650-432-3462

Undo Save

If your organization uses Single Sign-On to access the application, simply click Confirm to verify
that you are authorized to make changes.

View your receipt upload email address

Visa IntelliLink Spend Management lets you email your receipt images to your Image Library using a
personalized, system-generated email address. To view your upload email address:

1. Click & Profile menu > Personal
Settings > Personal Details.

On the Personal Details screen, under
the Receipt Upload via Email header,
click More Info.

3. The Receipt Upload via Email window
displays.

4. We recommend that you save the
email address in your contacts. This
will make it easier to send your
receipts to the Image Library.

5. Click Close.

Personal Details

VISA Receipt Upload via Email

x

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

agri.u.pjgmv_SnwySp@receipt-upload.com

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

Close

March 2021
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Create custom account labels

You can assign personalized names to your accounts, which can be helpful if you have multiple
accounts and would like to differentiate them beyond the last four digits of their account number.

1. Click & Profile menu > Personal Account Management
Settings > Account Management.

2. On the Account Management screen, click
Edit, then enter the account label(s) you
want to use to identify the account(s)
throughout the application.

VISA Set Custom Account Labels

Account Label

Big Bank 1 - Corporate (0020) My Corporate Card
. Cash Account 1 My Cash Expenszes
3. Click Save.

Undao Save

Delegate account responsibility

Employees going on leave, or who for any other reason are unable to manage their expenses for a
period of time, can assign a delegate to help manage their accounts.

Ac t t
1. Click X Profile menu > Personal count Managemen

Settings > Account Management.

Account Delegation  Delegate Expiration Date
2. Click the Delegate & icon next to Big Bank 1 - My Corporate Card  Benjamin Howard - =E Y

an account name. Cash - My Cash Expenses -

3. From the Employee Search window, VISA Employee Search
find who you want to assign as the Employee D[]
account delegate. First Name |

Last Name | | Search

4. Click the Employee T icon to select

f Employee Name
the person’s name. a Aaron Grffin &
11 Benjamin Howard i
7 Catherine Thomas [l
3 Randy Evans [
1 Shirley Martinez [
2 Steven Jones [
5. Click the &= ¥ 2 icons to set an expiry Account Delegation  Delegate Expiration Date

for the delegation’ remove the delegation, Big Bank 1 - My Corporate Card  Benjamin Howard - =] i
K . Cash - My Cash Expenses Catherine Thomas - =5 {& n

or assign multiple delegates to an account.
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Delegate charge code responsibility

If you have management responsibility for one or more charge codes in your company’s Chart of

Accounts, your administrator may have assigned you as the manager of those codes in Visa IntelliLink

Spend Management. This means you may view expenditure reports for the charge codes.

1. Click & Profile menu > Personal
Settings > Management Codes.

2. The charge code(s) you are
responsible for will display. To delegate the
reporting rights for a charge code, click the

Employee T icon to the right of the code.

3. In the [Finance Code] window, click New
Delegate. The Employee Search window
displays.

4. From the Employee Search window, find the
person you want to assign
as a charge code delegate.

5. Click the Employee T icon to select the
person’s name.

6. The selected person is now listed as a
Manager (Delegate) of the charge code.

7. Click % to remove a delegation.

Management Codes

Cost Center / Department Code Delegates

East Coast Sales

VISA S100E East Coast Sales

The following information details finance code S100E. As a manager or administrator you can add a
detailed description to this code, which can then be used to communicate information about the purpose or
requirements of this code. Additionally you can also delegate autharity to allow other employees to view
the online expenditure reports for this code.

Chargeable Code

Charge Code
Description
Code Type
Report Node
Active

Advanced Description

S100E
East Coast Sales
Cost Center / Department Code

No reporting node
v Yes No

Save

Managers Level Amount Group Access

Aaron Griffin 0.00 All Codes

New Delegate

VISA Employee Search

Employee 1D

First Name |

LastName | | \ﬂ[

Employee Name

3] Aaron Griffin i
11 Benjamin Howard o
7 Catherine Thomas i
3 Randy Evans f
1 Shirley Martinez f
2 Steven Jones b
Managers Lewvel Amount
Aaron Griffin 0.00

Shirley Martinez 000 iy |

New Delegate
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Change default coding

You can view the default charge codes that are automatically assigned to your transactions by the
application. If permitted by your company, you can change those default codes.

1. Click & Profile menu > Personal Default Codes
Settings > Default Codes.
2. If your company allows you to edit Account CC Code Project Code GL Code GL Code2
your codes, click the # icon nextto | coe=ecer - : eLe cren $
an account name.
Employee CC Code Project Code GL Code GL Code2
Aaron Griffin S100E PRJ-4321 GL101 GL101-2 +
3. From the Default Charge Codes - VISA Default Charge Codes - Personal
Personal window, assign a default
charge code to each code type, as CC Code Project Code GL Code GL Code2
necessary. [s1002 v|[PRJ-4321  v| [GL10Y IR
. Reset Save
4. Click Save. =
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Create expense templates

If enabled for your company, you can create Expense Templates that you can apply to transactions
during coding. Expense Templates are especially useful for those frequent purchases you make which
are usually or always coded the same way.

1. Click X Profile menu >

Personal Settings >
Expense Templates.

2. Click Create New Template. Expense Templates

ICreate New Templatel

3. In the Create New Expense Create New Expense Template
Template window, type a
template name. Template Name

4. To split transactions into
multiple lines, click @. The total
percentage is spread evenly
across each line. To delete a line,
click @. ©

Line GL Code Cost Center Percentage Tax Code

1 - - 100% [Defaul]

X 100% =)
5. For each line, enter the

percentage allocated to it.
To re-allocate percentages
evenly, click e

Narrative Details

6. For each line, select a charge Receipt
code for each code type, as B
necessary. Select Search to find
codes not in the drop-down.

Save Cancel

7. Select a Tax Code.

8. In the optional Narrative Details field, enter the text you want to appear when the template is
applied. If left blank, the system default is used (provided by the Issuer from the Merchant, or by
Visa IntelliLink Spend Management as per the transaction type details).

9. From the Receipt drop-down, select Yes to place a check in the Receipt check box, indicating the
user has a receipt for the transaction. Select No to place a cross in the Receipt check box, indicating
the user does not have a receipt. Leave the field blank to make no selection.

10. Click Save.
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Set preferred expense templates

1. Click & Profile menu > Personal
Settings > Expense Templates.

Expense Templates

2. In the Set Preferred Expense Set Preferred Expense Template
Template window, click ¥ at the
X Account Template
right of an account name.
Big Bank 1 - My Corporate Card $
Cash - Account 2 +
3. From the Template drop-down, Set Preferred Expense Template
select the preferred template for
Account Template
the account.
Big Bank 1 - My Corporate Card | TN v ] | VX
Cash - Account 2 - E -
4. Click 4 to save the setting.
Search for a charge code
1. Select Search from the code type Tempiate Name
list.
Line CC Code Project Code GL Code GL Code2 Percentage Tax Code
1 v ‘ v| ‘ v| ‘ 100% ‘ |[Defau|t] v‘
SN °

2. A search window displays.

3. In the Code Value field, enter the
code you are looking for. If you do
not know the code, but know all or
part of its description, enter it in the
Description field.

4. Click Search.

100% | ©

“VISA Cost Center / Department
Code - Search

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

Code Value
Description

Vaid Codes only  Yes @10

Search

VISA Cost Center / Department
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 fo the code
for usage.

For codes that you use regularly add them 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

S100E  EastCoastSales &

Note: To help, you can search using the wildcard character "%" anywhere in your search text. For
example "ABC%1" finds any code starting with "ABC" and with the number "1" located anywhere

within it, for example "ABC00100".
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5. The code(s) that meet your search
criteria are listed (up to 60 codes).
If the particular code you are looking
for is not in the list, refine your
search.

6. Click ' to the right of the code you
want to select, or click = to add the

code to the drop-down as a Favorite.

To remove a code from the drop-
down, click + .

Note: If you are unable to find a
code you should have access to,
contact your administrator.

VISA Cost Center / Department

Code - Search

Please search for the code you require. Note that only the first

60 active codes will be returned matching your criteria.

Code Value
Description

Valid Codes Only

C7010P

Ca01M

CO01A

P7000F

P300M

Po00A

S$100E

S10TW

5102C

Yes ®

Consultants - Operations ¢

Consultants - Marketing
Consuitants - Financial
Pariners - Operations
Partners - Marketing
Partners - Finance
East Coast Sales

West Coast Sales

Central Region Sales

Page 1 View Help

*
T+
T
P+
T
T+
+d
P+

Search

VISA Cost Center / Department
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.

For codes that you use regularly add them 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.

S100E  EasiCoasiSales

March 2021
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Delegate approval responsibility

Managers going on leave, or who for any other reason are unable to action their approvals for a period
of time, can delegate their approval role to one or more other employees.

1. Click X Profile menu > Personal

Settings > Approval Delegation.

2. Click the Delegate 28 icon next to the Approval Roles Delegate Expiration Date
approval role you want to delegate. Manager 1 n

3. From the Employee Search window, find

the person you want to assign 'VISA Employee Search
as a delegate. Employee ID
First Name |
4. Click the Employee T icon to select the | Lastname [ | | search

person’s name. You can delegate only to
managers and other authorized

Employee Name

delegates. § Aaron Griffin [
11 Benjamin Howard i
7 Catherine Thomas i
3 Randy Evans i
1 Shirley Martinez i
2 Steven Jones f

5. Click the &= ¥ 2 icons to set an expiry | Approval Roles Delegate Expiration Date
for the delegation, remove the Manager 1 Randy Evans - Ehd

delegation, or assign multiple delegates
to an account.

Note:

e Some companies choose to disable this functionality, in which case you will not see an Approval
Delegation link on your Personal Settings screen.

e If company unit restrictions have been enabled, you may only be able to delegate your approval
role to those within your own company unit.
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View audit history

If you can edit your personal details, your company may have enabled the Audit History feature, which
tracks any changes you make to your personal details.

1. Click & Profile menu > Personal
Settings > Audit History.

2. A history of the changes you have
made is displayed—including date

and details.

Note: Some companies choose to
disable this functionality, in which

case you will not see an Audit

History link on your Personal Settings

screen.

Audit History

02/06/2015 11:15 Aaron Griffin

02/06/2015 11:13 Aaron Griffin

Date Audit History Modification

FirstName  Aaron

Last Name Griffin

Email Address AGriffin@ebbtc.com
Phone Number650-432-8462
Company Unit Sales

First Name Estanislado

Last Name Hannaford

Email Address user@demo.com
Phone Number650-432-8462
Company Unit Sales

Change regional settings

Your company has set defaults for the application date format, language, number format, name
format, and time zone. Here's how to make changes:

1. Click X Profile menu > Personal

Settings > Regional Settings.
2. Make changes as needed.

3. Click Save.

Regional Settings

Regional Settings

Date Format: | mmiddiyyyy

entered and displayed as 03/18/2002

Using this format, the 13th March 2008 would be

Language: |English (US)

vl

Numeric Format: | 1,000,000.00

Name Format: |<First name= <Last name=

vl

Timezone:

| (GMT-08:00) Pacific Time (US & Canada)
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Opt-out of email and mobile device notifications

If your company has enabled the option, you can opt-out of receiving automatic emails as well as push
notifications sent to your mobile device.

1. Click & Profile menu > Personal Notification Management

Settings > Notification

Management.
2. Inthe Email and Mobile columns, Notifications
SW|tCh the toggles to on ( ) or Subject Issuer Account Type Email Mobile

Off (grey), to indicate your opt-out Transaction
p references N/A mea n s the Transaction Event - Question Posted All Issuers All Types Oncea ... v . Immediate

.o . . . Transaction Event - Submit for Approval All Issuers All Types v . Frequent... 4 . Immediate
notification type is not applicable. A
faded green toggle (2 ) means your | “*
. 9 gg . y Report Scheduler Event - Report Deliv_ All Issuers All Types Frequent. N/A
administrator has disabled your
ope .o . Trigger
ablllty to Opt_OUt Of a nOtIflcatlon Trigger - Statement Ready or Period C_ All Issuers All Types |:\ Day of M NiA

Link your mobile device

If supported by your company, you can install the Visa IntelliLink Spend Management mobile app from
your app store, then link the mobile app to your Visa IntelliLink Spend Management desktop data.
There are two ways to do this: You can sign in to the mobile app using the same username and
password you use for the desktop application; or, you can sign in to the mobile app using a QR Code.
As a best practice, we recommend using the QR Code option. Here's how:

In the Visa IntelliLink Spend Management desktop application:

1. Click X Profile menu > Personal

Settings > Mobile Devices.

Mobile Devices

2. Click the Mobile App link. m
You can register another device via thejVobile Appjwindow.

VISA
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Click Get QR code. A QR Code will
display in the dotted frame within the
window.

Launch the Visa IntelliLink Spend
Management mobile app on your
phone or tablet. The icon looks like
this:

4

VISA
Spend Mgmt

VISA Mobile App

m Spend Management
V’SA Manage your expenses on the go.

Scan the QR code below to log in to your account

Get QR code

Then, in the Visa IntelliLink Spend Management Mobile App:

1.

On the Log In screen,
click USE QR CODE.

Using your mobile device, scan the
QR code displayed within the desktop
application.

You will be immediately logged in to
the mobile application, and
prompted to create a 5-digit PIN.

Note: You will use this PIN, instead
of your username and password, to
log in to mobile app in the future.

VISA Mobie App

x

W Spend Management
V’SA Manage your expenses on the go.

Scan the QR code below to log in to your account

March 2021
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Change the two-factor authentication method

If your company permits it, you can change the way you receive authentication codes by resetting the
two-factor authentication method. This deletes your current registration method and allows you to
choose a different method.

4.

Click L Profile menu > Personal
Settings > Two-Factor
Authentication.

On the Two-Factor Authentication
screen, you will see your current
two-factor authentication method.

Click Reset. The application will
guide you through the process of
registering a different authentication
method.

Two-Factor Authentication

Two-Factor Authentication

# Regisiersd with authenticaor app Besed

Tet-lacior suTanbcalon provides an dddiionsl ket of Sacaity Mlong willh your ulsmams and padiwond
To enable, you reguine an authenBoalor app of your email addiess

i
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Transaction Based Workflow

If your company uses transaction based workflow (rather than expense report based), you code and
submit transactions for approval individually, without grouping them into expense reports.

If your company instead uses an expense report based workflow, jump to the Expense Report Based
Workflow section learn how to code and submit your expenses. You may skip all sections related to
transaction based workflow.

The Expenses Screen

The Expenses Screen is a modern workspace from which you can view and action your outstanding
expenses. It provides a consistent experience to that of the mobile app and is intended to streamline
the process of submitting transactions.

VISAL: i ren P DEF FINANCIAL
Home Accounts E}CPEHSGS REPOHS v 1 Grace v
o Expenses
&y .. v | o = Foa a
select all [# Code selected expenses
] A American Ai 504.40 usp B3 DefFin 03/23/2020 > .
[J & uUnited Air 350.43 usp B Def Fin 03/12/2020 >
Team Lunch 55.30 usp ® Cash 03/05/2020 [ >
[J ¥ uUnited Air 421.24 usp B DefFin 03/02/2020 >
J # Deltaair 357.80 usp 5 Def Fin 02/24/2020 >
() = #0946 La Quinta Inns 150.10 usp E3 DefFin 02/24/2020 >
[} == CaringFor Creatures 100.00 usp B3 DefFin 02/24/2020 >
[J & uUnited Air 350.43 usp B Def Fin 02/13/2020 >
[] # The Home Depot 4611 5.45 usp =i 02/13/2020 >
[J k= Wingate By Wyndham Sh Pum 13,634.58 usp B3 DefFin 02/12/2020 >
\:\ = Hilton Hotels 14.00 usp E3 DefFin 11/05/2019 >
[] % Capital Ale House 53.41 usp B DefFin 11/02/2019 b4
S S PP R —- PP ~ -
©2021 Visa. All rights reserved Tems of Use Privacy policy.

The Expenses screen is intended to be a workspace where users view and code transactions; it is not
intended to be a space from which users download account statements or perform detailed analysis.

Note: The Expenses Screen is currently optimized for companies using a transaction based workflow.
You will be unable to link transactions to Expense Reports from the Expenses Screen at this stage. We
are working to provide enhancements to Expense Report workflow in a future release.
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Expense Type icons

Next to each transaction on the Expenses Screen is a circular Expense Type icon.

An image within each icon ( 32 at the right)
represents the Merchant Category Group of the
payee (e.g. Eating and Drinking Places).

v

A Cororan Caterers

Here are examples of the images you will see
within the Expense Type icons:

Merchant Category Group lcon Merchant Category Group lcon
Airlines Medical =
Auto Rental Miscellaneous .es

Business Expenses/Services Other Supplies

Cash Advances Professional Services

Clothing/Shoes/Uniforms Retail

Eating And Drinking Places Transportation

Education Services Utilities

Entertainment Wholesale

Equipment And Furniture Financial service
Facilities Maintenance Fuel
Freight/Courier/Warehouse Services Mail order
Government Office supplies

Health Services And Supplies Construction

T EREEE FNEERELE BB
Dh. METRir%®? tob

Hotels And Motels Telecommunications

Note: The color assigned to each Merchant Category Group and Expense Type icon has no inherent
meaning. Its only purpose is to help you more easily identify similar transactions.

Expense Status icons

The following icons may display on the Expenses Screen, related to the status of individual expenses.

Policy alert 1 Expense report =
Query request/response o Ongoing dispute ‘e

Linked receipt
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Code and submit card transactions

1.

From the main menu, click Expenses.

VIS

Home

Wisa IntelliLink
Spend Management

Accounts

Expenses Reports w

2. If necessary, show, filter, or find the transaction(s) you want to code or view.

V’SA Visa IntelliLink
Spend Management

P DEF FINANCIAL

Home Accounts Expenses Reports v l Grace v
Show delegate expenses...  LFilter expenses... ...or find expenses.
Expenses ¥ ¥ ¥
Show iiters o | -
E] I ‘ My expenses v I;sfau\( = Find Q
Selectall [# Code selected expenses
] X America Ai 504.40 usp £ Def Fin 03/23/2020 > :
| United fir 350.43 usp £ DefFin 03/12/2020 >
Team Wunch 55.30 usp Cash 03/05/2020 [3 E
f i . . >
kx United Alr 421.24 uso = petin Click to code a single expense.
] . Def Fin >
| Select multiple expenses to code.  ° = 02/24/2020
7|Kr——. # 0946 La Quinta Inn.. 150.10 uso 3 Def Fin 02/24/2020 >
| === Caring For Creatures 100.00 uso £5 Def Fin 02/24/2020 >

©2021 Visa. All rights reserved

Terms of Use Privacy policy.

Note: The default view shows you your own expenses. If
other cardholders’ account(s) are delegated to you, you
can filter using the Show dropdown menu.

Show

My expenses v
i Find delegates Q E
v My expenses A

e All delegates
e Deborah Brown

e Jimmy Diaz

e _|oyce Phillips

March 2021
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To further refine your view, you can apply specific filters.

Duration v Status v Expense type v

All Todo All expense types

Apply Reset
Transaction filters...
By Duration By Status By Expense Type

All Todo All expense types

Last 2 weeks Pending approval Card expenses

Last 30 days Completed Cash expenses

Last 90 days

Aug 2019

Jul 2019

e ¥~ Recent monthly periods

un
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‘Coding options

Depending on the features enabled by your organization, you may code transactions on the Expenses
Screen using any one, or a combination of three basic methods. An overview of each method follows.

Code using Expense Templates

Expense templates are a best-practice method of coding high volume, repeatable spend. Some
examples are: travel card transactions that are always coded the same way, project-based work for
which transactions should be coded the same way, or group-share purchasing cards that are split the
same way, including cost allocation and percentage of spend.

Use an Expense Template to code a single expense

1. Click the right arrow icon >
at the right of the single
transaction you want to
code. The Expense Details
pane displays.

2. Click Expense Template to
view & select a previously
created template from the
panel. You may click Create
expense template to add a
new template.

Click Link receipt to attach a
reciept image to the
transaction. (Marked with a
red asterisk* if required by
your company.)

To submit the transaction for
approval, click Complete.

Or... click Update if you are
not yet ready to submit the
transaction for approval. For
example, if you need to
upload a receipt image and
link it before completing the
transaction.

'v,s visa IntelliLink
Spend Managsment
Home Accounts Expensas Re| 3w
Expenses
sham v | e -
My expenises | Befault =

Selectall [ Code selected expenses

American A
X p -
EDeffin | 0372342020

United Air

¥ = Def Fin

03412/2020

Team Lunch
@ Cash | 02052020

@®

United Air
X

B vefin | 03022020

Delta Air
U@ E3 Deffin | 02/24r2020
al - #_0945 La Quinta Inn.

©2021 Misa, Al rghts resenen

504.40 vso

350,43 vso

55.30 usn

]
421.24 uvso

357.80 v E

15010ws0

>

>

2 Grace v
L ox Delta Air % Select an expense template
Amount Date ssuier
357,80 USD 02/24/2020 DEF Finangial ¢ a
Merchant categary group
X Airlines © Create expense template
Codiny
ul A Travel
Expense lemplate ‘ Narair T
uso cC code
Tax code v
GL Cade
uso
Complete Receipt required Cancel

P DEF FINANCIAL

Temns of Use  Erivacy polcy

VIS,

° Expenses

B}

Visa IntelliLink
Spend Management

Home  Accounls  Expenses  Ri rls %

- =

Srom
My expenses Default

select all [ Code selected expenses
American Al
B3 DefFin | 032312020

X

— United Air
) & B nefFin | 03N22020

Team Lunch

@ cash | 030052020

o]

— United Air
[}

ESDefFin | 03/0212020

Delta Air
5 Def Fin

| X

022212020

— # 0946 La Quinta Inn...
L= 7

©2021 isa. Al righs reserves!

Find

504.40 vso
350.43 use
55.30 usp
&

421.24 usp
357.80 usp
E

150.10 usn

>

>

Amount

D
357.80 USD 02/24/2020

Merchant category group
 Airlines

Coding

Delta Air

Issuer
DEF Financial

Expense template

usn

usp

Complete Update ‘

€C Code

GL Code

P DEF FINANCIAL

2 Giace v

[ Manage |

Details

D10
Executive
FINDENT1

o

Air Travel

‘ Options ‘

Terms of Wse Privacy policy
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More about Expense Templates

e Expense Templates allow you to assign pre-determined code and/or percentage split allocations
to one or more transactions during the coding process. This can save a significant amount of
time by eliminating the repetitive process of coding and splitting expense transactions
individually. It can also eliminate human error by removing the manual calculation of complex
split allocations.

e After applying an expense template to a transaction, you cannot make coding changes without
losing the coding applied by the expense template.

e For more information, see the document Visa IntelliLink Spend Management: Expense
Templates, available from your Visa Account Representative.

Use an Expense Template to code multiple similar expenses

1. Click the checkboxes next to the expenses you want to apply similar coding to.

‘v’sA»isa InteliLink P DEF FINANCIAL
. Spend Managemant
2. Click Code selected expenses.
Home  Accounts  Expenses  Reporis v 8 Gacev
The Quick Coding panel displays.
Expenses
Q
A American Ai ‘ 504.40 usn ES Del Fin 03/23/2020 >
United Air 350.43 uso ESDefFin 03/12/2020 >
@® Team Lunch 55.30 usp @ cast 03/05/2020 [E] >
v United Air 421.24 uso Soetrin 03/02/2020 2
v X DeltaAr 357.80 uso £ pet Fin 0272412020 [l >
B #0946 La Quinta Inn. 150.10 usp 5 Def Fin 02/2442020 >
+= Caring For Creatures 100.00 usp £S5 DefFin 02/24/2020 >
202 Terms of Use  Privacy policy
3. In the Coding panel, click
‘v,sAv.sa InteliLink P DEF FINANCIAL
Spend Managemant
Expense template.
Home  Accounts  Expenses  Reports v 8 crce v
Expemses X [ 3expenses selected XI O

Find a

i

eaving any cade empry will avenwiite the existing code with 2

Clear selection 3 exp: cted [ Code selected expenses

American Al 504.40 u=n

x

- st expenses with mullple weling lines t a single ine [ |
~ x United Air 35043 us>
e Fneren | o200 pr— N
@ Team tunch 5530ua A required coe is missing
Cash | 030512020 =
© e = GL Code +
United Air 421.24 uso red co
2 Boerrin | v ’
project +
Delta Air 357.80 uso
>
v & ES0elfin | 022412020 = =
#0946 La Quinta Inn 150.10 uso Complete
= > -
2021 Visa, AN rights reserved Tents of Use Privacs policy
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4. In the Expense Template panel,
click the expense template you
want to apply to the selected
transactions. In the example at
right, the Air Travel template will
be applied to three airline
expenses.

5. In the Description field, add a
note. This will overwrite any
descriptions on individual
expenses, and each selected
expense will be given the same
description. Note: leaving this
field blank will allow each
expense to retain its original
description.

V'SA Visa IntelliLink
&pend Management

P DEF FINANCIAL

Home  Accouns  Expenses  Reporls v 2 e v
% s 2
Expenses X 73 3 expenses selected X Selectan expense template
Show = | f Q
My experse: ™ | peaurr = | Find Qa ding details
selected expenses. Leaving any codt
Clear selection 3 expenses selected [ Code selected expenses B © Create expense template
- % American Ai 504.40 uss 3
55 DetFin | 03232020 Expense template | Rescl exps
| ¥ UnitedAir - 35043 usp
— = nefrin 031242020 cC code ‘
® Team Lunch 5530us0
@ Cosh | 03052020 =)
ace |
United Air 421,24 uso Arequired cede is missing.
v >
| B DefFin | 03/02/2020
eroject
| 3 DeltaAr 357.80use
B DefFin | 0ze24inz0 B
— . ¥0946Ls Quinta Inn 15010 w0, |ﬂ‘ Cancel

@021 Viga, Al 1ights reserved TemsorUse Piivacy geley

Tip: If you have many expense templates, you can Find a
template by name. Or, if necessary, you can click Create
expense template to quickly add a new template to the list.

X Select an expense template

Find Q
Find or create a new

© Create expense template expense template.

Airline Tickets Edit

Office Supplies

Description
The description will apply to all selected expenses. If you leave this field empty, the selected expenses
will retain their existing description.

Airline expenses while traveling on business. I
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6. When you are done coding, click Complete.

Expenses that meet all of your organization’s requirements are removed from the Expenses
Screen and automatically sent to your approver.

Expenses that need further action, such as attaching a receipt image, remain on the Expenses
Screen and are not sent to your approver until all requirements are met.

V'SA WVisa InteliLink
Spend Management

Home  Accounts  Expenses  Repords v
Expenses
My expenses ¥ | Defaux

Clear selection 3 expenses selected [ Code selected expenses

American Ai
at E5 DefFin 03/23/2020
Al
7 United Air

Eoeffn | 03122020

Team Lunch
®

@ Cosh | 0310572020

United Air
) 0 o | oo
Delta Air
4 X Soatre | o
L= #0946La Quinta Inns
E5DefFin | 022472020

Caring For Creatures
5 DefFin | 022472020

United Air

EI0efFn | 021372020
The Home Depot 4611
EiDefFn | 0211372020

Wingate By Wyndham Sh Pum
5 et Fin 2020

Find

X [2 3expenses selected

a Update your coding details
Apply coding ta yor

504.40us0 . Expense template
350430 Clear template
[Z] Receipt: Yes
55.30use
B 1 100% of the total expense amount
421.24us0 CC Code
GL Cade
357.80w0 =
B
150.10u0
100.00us0
35043 w0
5.45 uso >
Additional Detail
|
13,634.58us0
14.00u0

P DEF FINANCIAL

salected expenses. Leaving any code smpty will cverwrite the existing code with & blank valus.

Tax code: [Default]
D100

FINDENT1

oy 0 8ll selecied axpenses. if you lesve this field emoty, the selacted expenses will retain thair existing description.

Terms ofUse Privacy policy

3 crace v

Ao
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Code using Spend Wizards

Your organization may require you to complete a Spend Wizard for some or all of your card or cash
transactions.

Spend Wizards are a best-practice method of coding low-volume, complex spend. Some examples
are: detailed hotel expenses, business meals with multiple attendees who need to be documented on
the transaction, training and conference expenses, and mileage or rate-based claims.

All Spend Wizard forms are customized to suit the requirements of your organization.

1. Click the right arrow icon > at the right of the single transaction you want to code. The Expense
Details pane displays.

Visa IntelliLink
VISA i o P DEF FINANCIAL
Home Accounts Expenses Reports v l Grace ¥
™4 x Wingate By Wyndham Sh Pum
o Expenses S

*
Amount Date Issuer E]

13,634.58 USD 02/12/2020 DEF Financial

Show Filters

My expenses v Default = Find Q .
Merchant category group Link receipt w
selectall [# Code selected expenses k= Hotels And Motels ——
g The Home Depot 46.. 545usp 4 Coding Details

B3 Def Fin | 02/13/2020

. Mimeo.Com 162.55 uso s Spend Wizard ‘Expensetemplate‘
»

— B3 DefFin | 02/13/2020

p= Wingate By Wyndha.. 13,634.58 uso n
ES DefFin | 02/12/2020 v | L D105
B (-]
= s Capital Ale House 53.417 usp > S ogistics
— N E3Deffin | 11/02/2019 ‘ Tax code v |
GL Code BUSSFO11
) . Q
- X United Air 421.24 usp > 0.00 HED | Business Related Travel
— ES DefFin | 11/02/2019 A =
12290.Com 39.95 uysp N | Complete | t Receipt required. Options
ain [— NNy AnMTAALA i - -
©2021 Visa. All rights reserved Terms of Use Privacy policy

2. Click Spend Wizard.

3. Complete the Spend Wizard form(s).
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Code manually

Coding transactions manually, directly in the Expenses Screen is a best-practice method of coding low-
volume, non-complex spend. Some examples are: ad-hoc expenses such as postage, printing,
business services, and meeting expenses. Manual coding can also a good solution for project-based
spend when all coding is the same except the project number. All coding fields and options are

customized to suit the requirements of your organization.

Manually code a single expense

1. Click the right arrow icon > at
the right of the single
transaction you want to code.
The Expense Details pane
displays.

2. Select the appropriate charge
codes for the transaction. See
the Find and Save Your Favorite
Codes section below for more
information.

3. Click Link receipt to attach a

VIS

— 5 Def Fin

Visa IntelliLink
Spend Management

Selectall [ Code selected expenses

Team Lunch
@cash | wywsizoz0

United Air
ESDelFin | 02/02/2020
#0946 La Quinta Inn.
0212412020

.. Caring For Creatures
ESDeffin | 0272472020

United Air
S B9 Deffin | 02113/2020
The Home ot 46
® :

E pef Fin
£2021Visa. All ights reser

Home  Accounts  Expenses  Reports v
Expenses
My expenses ¥ Delaut =

]
55,30 ¢ l
421.24 L;
150.10 s
100.00 usp

350.43 vsn

5.45 usp

P DEF FINANCIAL

2 crace v

Caring For Creatures

Amaur int Date lssuer
a 10000USD  G2/24/2020  DEFFinancial
Merchant category group
- Miscellaneaus
> ° Coding Details
5> Expense template
>, B
= ‘ cccode
> . - ‘
GL Cade
> usp ‘ n Pla

N [[Completel] Update | arequired code ismising Options

Terms of Use Privacy palicy

reciept image to the transaction. (Marked with a red asterisk*

4. When coding is complete, click
Complete. The transaction is
removed from the Expenses
Screen and automatically sent to
your approver.

if required by your company.)

V,SA Visa IntelliLink
Spend Management

Home  Accounts  Expenses
Expenses
Wy expenses ¥ pefautt

select all [ Code selected expenses

Team Lunch
@ cash | OX0872020

United Air
ESDelFin | 031022020

— #0946 La Quinta Inn
— B9 DefFin | 022472020

.. Caring For Creatures

B3 DefFin 022412020

— United Air
x -
S —

g The Home Depot 46
A DefFin 1312020
£2021 Visa. All rights reserved

Reports ¥

i

Find

55,30 usp

421.24 v
150.10 uso

100.00 uso

350.43 us»

5.45 usp

P DEF FINANCIAL
2 crace v
Tdox Caring For Creatures
Aot Date issuer
Q 100.00 USD 02/24/2020 DEF Financial
Merehant categery group
e Miscellaneous
» Coding Details
> Expense template
,
. usp €CCode D105
o
N Logistics
Tax eode v
GL Code FIN10O
o
> g — Mational Costs
> Complete | Update Optians
Temms ot Use. Privacy policy
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Manually code multiple expenses

Click the checkboxes next to the
expenses you want to apply
similar coding to.

1.

Click Code selected expenses.

In the panel, click 4 and select
the appropriate charge codes for
the transactions. See the Find
and Save Your Favorite Codes
section if you need more
information. The same coding
will be applied to all of the
selected transactions, and
overwrite any existing coding.

If any of the selected expenses
have two or more coding lines,

Visa IntelliLink
Spend Managemant

VIS

P> DEF FINANCIAL

Home  Accounts  Expenses  Reports ¥ 2 s
Expenses
ool worton v v Q
Clear selection 7 sxpense:
M National Car Rental 213.23 uso £9 Def Fin 10:21/2019  [E >
& Pay 1,276.69 uso 9 Del Fin 10192018 E >
A Delta Air 525.80 uso £ Def Fin 10/19/2019 >
Bh  Staples 00112904 82.68 uso 5 DefFin 10/19/2019 >
M Staples 00112904 117.32 uso 5 Dei Fin 10/08/2019 >
X United Air 562.34 usn B3 DefFin 10/08/2019 >
M Sec Of Ma Filing Fee 125.00 usn &5 Def Fin 09/30/2019 >
2021 Visa. Al rights reserved Terms of Use  Privacy poiicy
VISA: i P DEF FINANCIAL
Home  Accounts  Expenses  Raparts ¥ 3 crace v
Expenses X [E 2 expenses selected i, )
Cavol Morton Deraule = Q@ Update your cading details

Clear selection 2 expenses selected [ Code selected expenses

ERDelFin | 1150202013
5 Cororan Caterers.
ESpeffin | 11082019

United Air
B DefFin 10431/2mM9
Sec Of Ma Filing Fee
— T EdpefFir a9

Natianal Car Rental

— Fnerein | 10z1ome
— o Pay
“ EHpefrin | 10i9019

#2021 Visa. All ights reserved

3,760.88 us»
369.27 uso
125,00 usp
21323 uso

=

1,276.69 uss

>

>

>

>

>

Apply cading to yaur selected expenses, Leaving any code empty will overurite the existing cade with a
blank value.

Reset expenses with muitiple coding lines to a single line

Expense template

cc code D103 1
o
Purchasing |
Gl Coda +
A required code | e
Project -
‘ Cormplete

Terms ot Use Prvacy poley

selecting the Reset expenses with multiple coding lines to a single line toggle switch will

consolidate the coding lines
into one and apply the selected
codes to that one line.
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5.

Note:

In

Some codes are required, as defined by your company and noted in the user-interface.

If your company has set up parent/child coding relationships, charge codes display
in red if they are invalid based on other codes selected.

Leaving a coding line empty overwrites any existing coding with a blank value.

If a transaction has multiple coding lines, which may have been split either manually or by
default coding, and you want to reset the transaction to a single coding line, select Reset
expenses with multiple coding lines to a single line.

If your company requires receipt images, you need to select the individual transactions to
link the receipts. (See the Code a single expense section for more information.)

the Description field, add a note. This will overwrite any descriptions on individual expenses, and

each selected expense will be given the same description. Note: leaving this field blank will allow
each expense to retain its existing description.

Description
The description will apply to all selected expenses. If you leave this field empty, the selected expenses will
retain their existing description.

Hotel expenses while traveling on business
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6. When you are done coding, click Complete.

e Expenses that meet all of your organization’s requirements are removed from the Expenses

Screen and automatically sent to your approver.

e Expenses that need further coding, such as a receipt image, remain on the Expenses Screen and
are not sent to your approver until all requirements are met.

VIS

Home

° Expenses
Shor

E

Carol Morton

Accounts

Visa IntelliLink
Spend Management

Expenses

Filter

v
Default

Reports »

Find

Clear selection 2 expenses selected [# Code selected expenses

X

]

=

B DefFin | 10/19/2019
Delta Air
B DefFin | 10/19/2019

Staples 00112904
ES DefFin | 10/19/2019

Staples 00112904
E5 DefFin | 10/08/2019

United Air
B9 DefFin | 10/08/2019
Sec Of Ma Filing Fee
B Def Fin 09/30/2019

©2021 Visa. All rights reserved

1=l

525.80 uso

82.68 uso

117.32 uso

562.34 uso

125.00 uso

X 2 expenses selected

P DEF FINANCIAL

x Grace v

B,

(2)

Apply coding to your selected expenses. Leaving any code empty will overwrite the existing code with a

D103
Purchasing
FINDEN10
Office Supplies
PRO1000

Project Sunday

Q Update your coding details
blank value.
Expense template
> S
3 CC Code
> GL Code
> Project
>
Complete

Reset expenses with multiple coding lines to a single line | |

Terms of Use  Privacy policy
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Code and submit cash transactions

Sometimes it's necessary to pay for business expenses out of your own pocket. This section shows you
how to create and submit a cash expense using Visa IntelliLink Spend Management.

Note: The Cash Expenses module must be enabled by your company before you can submit out-of-
pocket expenses. If you are unable to complete the steps below, check with your company
administrator to verify that you have access to the Cash Expenses module.

1. On the Home screen, click

Visa IntelliLink
VISA =i tnen P DEF FINANCIAL
© Cash Expenses.
Home Accounts Expenses Statements v Reports v x Kirk w
2 My Actions MY EXPENSES »#l Announcements
@ Expense Reports. B Corporate Card | =*-"-"**"-0003 Issuer Message

We will never ask you to provide credit

card details, password credentials, o any
nses DEF Financial | VISA | Kirk McGee
© Cash Exper ! ! personal information in an email o over

the phone. If you do receive a request like

‘Action Required Pending Approval  Current Balance (USD) this please report it immediately to your
B5 Card Expenses ‘Administrator.
@ 115 11 3,858.68
(® CashExpenses n important Noto
Available Credit (USD)
$ Expense Reports Expense Reports are due the 3rd Friday of
O OO each month, and must include receipts for

allitems over £85.00.

W Report Outbox
Recent Periods v
Last visit: 11/03/2020

o Pinned
Cash Expenses
Reports
My Information ‘Action Required Pending Approval ‘Current Balance (USD)
Transaction Search - Personal 4 9 364.50
Expenditure Analysis .
©2020 Visa. All rights reserved Tems of Use  Privacy_policy.

Or, from the Expenses screen,
click the Add ® button
then, @] Cash Expense.

v’s Visa IntelliLink
Spend Management

Home Accounts Expenses Statements v

‘v’ s Visa IntelliLin,
Spend Manad

Accounts Ey

Home

Cash expense ~ | Fiers
Show | Default

My expenses

Receipt ected expenses

selectall [ Code selec)

Continend
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2. The Create Cash
Expense panel slides in
from the right.
Complete the
required fields. Click
Next.

Visa IntelliLink : ;
VISAL: .. BigBank
Home  Administration ¥  Accounts  Expenses  Statements w  Approvals v Reparts v 3 Devoran v
X Create Cash expense
Expenses
Fiters o a
B Default = )
Description*
selectall [ Code selected expenses
Date of expense (el *
®  No description uso ® cash 11040 44042020 =]
Bh  Barnes & Noble #20. 75.88 uso B3 vig Bank 1 12/04/
Amount* usp
& Mimeo.Com 51.45 uso HvigBank 1 12/04]
A United Air 377.40 uso 3 bigBank 1 12104
B Dab*small Business 240.00 uso £ Big Bank 1 11424
A southwestair 429.40 vso 5 BigBank 1 117124
A Delta Air 1,009,89 uso S oigBank 1 11415/ o

22021 Visa. Al fights reserved

Terms of Use  Privacy policy

Field

What to enter

Description

The name you want to give the cash expense.

Date

The date the expense was incurred.

Amount

The amount of the expense. Enter the amount in the currency

displayed.

Note: Your company
may have business
rules configured that

affect the information

you are required to
enter in this step. To
the right is an
example of what you
may see.

VIS,

Visa IntelliLink
Spend Management

Home Accounts Expenses Statements v Reports v ’_ Kirk v
o EXDEHSES x Create Cash expense
Show Fiters .
‘ Wy expenses Default = find ’ Description* |
select all [# Code selected expenses
Date of expense * -
Ne descripti.. UsD Cash 11/04/2020
Team Coffee 25.00 uso ® Cash .
Amount (if known usD
Light rail tick... 12.50 usp Cash
Expense made in
. Us Dollar
(] & united Air 421.24 uso £ DefFin
Reimburse me in*
] & uUsaSports.. 81.10 uso £ Def Fin Us Dollar
[J & United Air 421.24 uso 5 DefFin
[J Bn Fedex Office.. 274.05 uso 5 DefFin
[J # Continental 266.71 usp £ DefFin et seve dret

©2020 Visa. All rights reserved

P DEF FINANCIAL

Terms of Use Privacy_policy.
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Field What to enter

Description The name you want to give the cash expense.
Date The date the expense was incurred.

Amount (if known) The amount of the expense.

If you know the amount of the claim (e.g. you have a receipt),
enter it here. To have the claim amount calculated for you (e.g.
for mileage or per diem claims, etc.) you may leave this field
blank and the Spend Wizard in the subsequent steps will
determine the amount based on your inputs and your
company's business rules.

Expense made in / Select the currency in which the expense was incurred, and the
Reimburse me in currency in which you would like to be reimbursed.

Note: The currency code displayed in the Amount (if known)
field will be updated based on the Expense made in selection.

3. The Coding tab of the Cash

. . x Postage
Expense panel displays. Click a T g .
cash expense category. Amount Dare Type E
7.75UsD 11/04/2020 Cash Expense
- ! Link i
Coding Detail. P
< Back
What was this expense for? =
IT'_-;'::E in keywords like “trawvel” or “hotel” Q
General Cash Claims
Enter the amount and a short description of the expense, Keywords: >
Claim, Cash, Reimbursement, OQurt of Pockert, Personal Card
Mileage Claims
Expenses relating to employee reimbursement for mileage as setoutin b
company rate tables, Keywords: Personal vehicle, distance driven,
KMs,...

Note: The cash expense categories you see may be different, depending on company setup.
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4. You can enter keywords to

. v ox Postage
search for the appropriate - N
Category. Amount Date Type E
7.75UsD 11/04/2020 Cash Expense
- o Link i
Coding Details " =P Y
< Back
What was this expense for?
postagel ®x Q
Miscellaneous Office Costs
Expenses related to miscellaneous office costs, Keywords: Printing, >
Postage, Stationery, Shipping, Office Supplies

5. Allocate the balance of the

+ % Postage
expense to the appropriate E]*
. Armount Date Type
sub-categories, add 7.75 USD 11/04/2020 Cash Expense
comments as necessary, then ) | Link receipt w
. Coding Detail!
click Next.
< Back
Miscellaneous Office Costs
Expe’ - nsts. Keywords: Printing, Postage,
Stati| & Allocate remaining balance (6.75 USD)
Printing Add a comment
Ci with printing for business needs. Keywords: Business Cards, .. More
Postage Add a comment
Any postage expenses for business purposes. Keywords: Post, Shipping Stam... More
. usD . _ i
Stationery 0.00 Add a comment
Stationery materials for business needs. Keywords: Paper, Motepads, Folders, .. More
. usD . ~ o
Caurier 0.00 Add a comment
Co a=sociated with the use of courier (shipping) =ervices by the company. K. More
NEXT
March 2021 Visa Confidential
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6.

Some or all cost allocation
codes may be automatically
added. If necessary, click on a
code orthe @ button to
add or edit.

Complete all required fields,

and link a receipt, if necessary.

Click Complete when you are
done, or Update to finalize
the expense later.

Amaount Date Type
7.75USD 11/04/2020

Coding

Postage

Cash Expense

[ Spend Wizard

[ Expense template

n Mizcellaneous Office Costs - Printing

o usD ‘
Tax code b ]

uso ‘
N split

n Mizcellaneous Office Costs - Postage

usp ‘

Tax code v ]

usD ‘

N split

Description

=

Details Link receipt w

Miscellaneous Office Costs

CC Code D105
o
Logistics
GL Code BUSDEN1D
=]
Supplies
Project +
Miscellaneous Office Costs
CC Code D105
%]
Logistics
GL Code BEUSDEN1O
o
Supplies
Project +

i Emvelope and postage for mailing marketing materials{

Complete ] I Updats

Receipt required.

H
H

P

445 characters left
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9. Note: If you prefer to code
using the traditional coding

H Amount Date Type
screens, you may click the .
T y y 30.00 USD 11/24/2020 Cash Expense
Options button and select -
. Codin, w2
Advanced Coding. g
This will launch the classic ‘ Spend Wizard ‘ | Expense template ‘
coding window.
n General Cash Claims - Amount & Description General Cash Claims X
o USD ‘ Department D100
30.00 )
Executive
‘ Tax Code v ‘
Cost Center FINDEMN11
Tax Amount o
0.00 == ‘ Air Travel
Project testmk1 o
< split !
Purchase
Order ID *
Description
Advanced coding
Taxi
Advanced statement
Edit
Delete
- ‘ Update ‘ i Options |
Cash Expense: Details ¥
Cash Expense: 01/24/2019
Amount: $30.00 USD
Taxi
Summary Coding H Approval ‘ | Advanced
Expense Templates
Template
v Apply Praview
# Department # Cost Center Project ﬁ‘:;nchase Order Amount Incl Tax Tax Code
General Cash Claims - Amount & Description
Line 1 & [D100 [ [FINDEN11 [+ [testmk Jlae] | | 30.00] | v ©
Line2 | Il | [l | il | | | | | | [l
Line3 | Il [ Jiw] | o | || | N |x
Lined | ] [ [l | | || I N v
Description Receipt § [ []
Taxi
A
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10. The cash expense is VISA S

Spend Management

automatically submitted to

Home  Accounts  Expenses e Statements w  Reporis v
your approver, and the next ;
Expenses + = Team Coffee
|' A D T
expense in your Expenses list , T e B
. . Wy expenses M
- Coding
displays in the panel. = [ a
Selectall [ Code selected expenses Expense template
@ Team [oﬂei i 25.00 usp .
@ cesh 0872472020 BB ererai Casn Claims - Amount & Descriprion
® ég;ts;a\\ S;Ei}m-u 1250w e o uso ‘ CCCode
Tax code v
o« umledIA\r 421.24 U0 e FEE
ESDeffin | 04/06/2020 Va
usD ‘
Usa Sports Grill 81.10 usp ;
D 3 ESDeffin | 04/06/2020 petalls N splic R
United Air 421.24 usp .
0= Spefrin | 04052020 D
Description
Fedex Office #1 274.05 usp . Team Coff
OB Sowm oo g Do e

2020 Visa All rights reserved

P> DEF FINANCIAL

3 Kk~

e

v
Details | Link receipt

General Cash Claims
D105

(-]
Logistics
FINAUSTO

(<]

Food

Temns of Use Privacy policy,

11. You can check the status of submitted cash expenses from the Pending Approval or Completed

pages by using the filter on the main Expenses page.

Duration Expense type

All v Todo All expense types v
Pending approval

Apply Completed Reset

Note: If a cash expense is related to an expense report you plan to submit, we suggest that you
create the cash expense as part of the Expense Report process. Doing so allows you to manage
both cash and card expenses in the same location. For more information, see the Expense Report

Based Workflow section of this guide.
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Find and save your favorite codes

It is possible to save your most frequently used codes as Favorite codes. This saves you time by making
them immediately accessible from any code type dropdown. Here's how:

1. Click + to begin coding. If you have not yet selected Dept
your favorite codes for a code type (such as Dept at the Arequired code is missing
right)... :

'

...you will see a message informing you that there are
No favorite codes found. Dept

No favorite codes
2. Click Search codes at the bottom of the message. cc cod found. Click Search
el codes and add codes to
favorites so you can
quickly access them

here.
Project

Search codes =

3. The Search codes .Wln.dOW o.IlspIays_. If the code you want
to save as a favorite is not in the list...

...enter all or part of the code in the Code value field. If | Dept
you do not know the code, but know all or part of its
name/description, enter it in the Description field. Code value

Description

Show valid codes only

Search

4. Click Search.

D100
Executive

Note: To help, you can search using the wildcard D102
character "%" anywhere in your search text. For Human Resources
example "ABC%1" finds any code starting with "ABC"

it nqn e o © D103
and with the number "1" located anywhere within it, purchasing
for example "ABC00100".
D104

Production Planning

D105
Logistics
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5. The code(s) that meet your search criteria are listed (up
to the first 60 codes). If the particular code you are

looking for is not in the list, refine your search.
Dept
Code value
6. Click the code name. In the example at the right, click D500 ’
D500 Engineering.
Description ’
Show valid codes only
Search
Note: If you are unable to find a code you should Eigﬁ\eermg
have access to, contact your administrator.

7. Click Favorite to save the code as a favorite.

You may also click Select if you want to use the code
without saving it as a favorite, or click Info to learn

more about the code. Dept

D500

Code value ’

Description ’

Show valid codes only

D500
Engineering

@ select O Info

8. The next time you code, the favorite displays in the Dept
code type dropdown, marked with a star *. Simply
. . . D500
click the code to apply it to the transaction. Engineering *
CC Code Search codes =

Note: A maximum of 15 codes may be added as favorites to each code type.
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Edit or delete transactions

Edit or delete transactions prior to submittal

If, during the coding of an expense, you clicked Update to complete it later, you can easily edit it prior
to submittal. Also, you may delete cash transactions, but card transactions may not be deleted.

1. Return to the Expenses list and VISA s P DEF FINANCIAL
click the right arrow icon > at =gl Lowew
the right of the expense you [ e
want to ed]t. I v | pe = e a Z7susD  opomz Cosh Expense

Select all [ Code selected expenses Couing| e id
O S g JEETED
®© gx::sh 0270712021 2 USD '
0 & ;w:)i:f:nﬂamww S04A0u s ;P‘xr‘wp sz. o !‘m”ﬂm”:nm |
o Tembunch 5300 ¥ spit o ’
@ Cash | 03/05/2020 ]
ol iﬂi\edmr a21.24us0 5 (1 { Bl = Options
2021 Viss All rights reserved TemsofUse Erivacy policy
2. To edit the coding of the
. . x Team Coffee
expense, simply click on a o .
code or the © button. Amaunt pate Type E]
25.00 UsD 08/24/2020 Cash Expense
. N : . Link receipt w

3. Complete all required fields, — Bl
and link a receipt, if -
necessary [ Spend Wizard H Expansze template ]

4. Click Complete when you are n General Cash Claims - Amount & Description General Cash Claims
done, or Update to finalize ‘ -

usD CC Code 0105
the expense later. = o
Logistics
Tax code v ]
GL Code FINAUS10
o
o ‘ Food
. Project +
N split ~
Description
Team Coffee -
[ Complete ] l Update ] Receipt required.
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5. To edit the name or date of a

cash expense, click the v x e .
Options button, then select Amount Date Type E]
. 25.00UsD 08/24/2020 Cash Expenss
Edit. R
Coding Details Nk receipt v
[ Spend Wizard H Expensze template l
- General Cash Claims - Amount & Description General Cash Claims
UsD | CC Code D105
£3.U0 ) o
Logistics
Tax code bl l
GL Code FINAUSTO
o
e | Foaod
oroect Advanced coding
1]
N split !
Advanced statement
Edit
Description
Team Coffee Delete -
[ Complete ] l Updats Receipt required.
6. A panel will slide in from the box Team Coff % Edit expense
right. Update the Description prm— — e
and/or Date of Expense as ERUINLEE UERENRL GENZN: N p——
necessary, and click Done. Coding Team Coffee
. Date of expenze * .
7. If no Other edItS are necessary l Spend Wizard l [ Expense tem 2late ] 08/24/2020
click Complete to submit for
approval, or CIICk Update to n General Cash Claims - Amount & Description
complete at a later date. :
- usD | CC Code
Tax code hd l
) GL Code
usp |
Project
N split =
Description
Team Coffee
[ Complete H Update ] Receipt required.
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8. If you want to delete a cash

. . 4 x Team Coffee
expense, click the Options N
Amount Date Type I:%]
bUttoniItEen select Ddelete' 25.00UsD 08/23/2020 Cash Expense
You will be prompted to B
. P p Coding Details = W rEeERt Y
confirm your action. Select
Ok.
l Spend Wizard l [ Expense template l
n General Cash Claims - Amount & Description General Cash Claims
UsD ‘ CC Code D105
am RELY ) 0
Logistics
Tax code hdl
GL Cade FINAUSTO
o
1gE ‘ Food :
Advanced ceding
- Project
N split
Advanced statement
Edit
Description
Team Coffes Delete -
[ Complete ] l Update Receipt required.
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Recall and edit transactions after approval

It is possible to recall previously submitted expenses that are in Pending approval or Completed status,
allowing you to correct mistakes or make other changes.

The ability to recall and edit transactions after approval is dependent on company-level technical
options. If you are unable to complete the steps below, check with your company administrator to
verify that you have access to the functionality.

1. Change the Status filter to display transactions that are Pending approval or Completed.

2. Select a transaction from the list at the left.

Visa IntelliLink
V'SA Spend Management > DEF FINANCIAL
Homea Accounts Expenses Statements w Reports w L Kirk »
T4 % Postage
° Expenses
Amaount Date Type
Shaw v 7.75UsD 11/04/2020 Cash Expense
E‘ Iy expenszes E] Manage
p— Coding Details [k
o ©  Find Q
1 filters set
=75 & cxpense locked
Postage
8 Aouso -

— -
® Team Coffee 25.00 uso 5
(8 Cash | 08/24/2020 El

n Miscellaneous Office Costs - Printing Miscellaneous Office Costs
% United Air 421.24 00
ES DefFin | O4/06/2020 = = - uso ‘ CC Code D105
x United Air 42124un Loz
S DefFin | 04/05/2020 E E GL Code BUSDENTO
uso ‘ -
supplies
Project
A ]
Y splic .
You have already submitted this expense. ) Recall
E2020 Viza. All rights reserved Terms of Use  Privacy policy

3. Click Recall. The transaction is returned to the To do list.
4. From the To do list, make changes to the transaction, as necessary.

Note: If you change the coding of an expense after it has been approved, the transaction may be
returned to the approver for re-approval, depending on your company settings. If an expense is locked
(approved and/or extracted from the system) it cannot be edited or deleted.
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Advanced coding features

The Expense Details > Options menu provides access to the traditional coding and account statement
features available in previous Visa IntelliLink Spend Management releases. It also provides a quick way
to delete cash transactions and reset any transaction to its default values.

v’ Visa IntelliLink
Spend Management

Home Accounts Expenses Statements w Reports v ; Kirk w
T4 ox Postage
° ExpenseS
Amount Date Type
Show v 7.75UsD 11/04/2020 Cash Expense
[E] | My expenses ] Manage
F— olr Coding Details [k
1 filters set Fnd Q
& Expense locked
® Postage 7.75 usp >
® Cash | 11/04/2020 El ‘7‘
@ Team Coffee 25.00usm -
(® Cash | 08/24/2020 El
n Miscellaneous Office Costs - Printing scellanecus Office Costs
= United Air 42124 u0
ESDefFin | 04/06/2020 B = usD | CC Code D105
u d Logistics
« United Air 421,24 0
B DefFin | 04/05/2020 B GL Code BUSDEN10

E2020 Visa All rights reserved

usp |

.\, — Project
You have already submitted this expense.

Complete |

P DEF FINANCIAL

Supplies

o] REEV

/

Temms of Use  Privacy policy

Taxi

Cash expense options

Advanced coding

Advanced statement

Edit

Delete

Advanced coding <5

The Options menu
appears at the
bottom of Expense
Details pane.

Click Advanced

Airline expenses while traveling on business

Card expense options

Complete

coding to display
the coding interface
used in previous
releases.

Advanced statement

Reset

! Options

Option...

Click to...

Advanced coding

Jump to the coding user interface used in previous releases.

Advanced statement

Opens the traditional account statement containing the current expense.

Edit

Change the Description and Date fields of a cash expense.

Delete

Delete a cash expense.

Reset

Restore a card expense to its original, unedited state.
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Split card transactions

Sometimes you need to split a card transaction. For example, to distribute an expense across multiple
departments, or if more line item detail is required. Here's how:

1. Click the right arrow icon > at the right of the expense you want to split, then click the =& split icon
in the middle of the window.

VISA e P DEF FINANCIAL
Home Accounts Expenses Reports v x Grace ¥
- Amount Date Issuer Merchant category group [%I
shew Filters — 13,634.58 USD 02/12/2020 DEF Financial k= Hotels And Motels
My expenses Default = Fnd Q Link receipt »
Selectall [ Code selected expenses Coding Details
- % United Air 35043 us0 1 Expense template
— B Def Fin 02/13/2020 E—
& The Home Depot 4611 545usp n
J B3 Def Fin 02/13/2020
UsD CC Code D104 Production
Wingate By Wyndham Sh Pu, 13,634.58 usp Planning
| L B9 Def Fin 02/12/2020 Tax code v GL Code BUSSFO11 Business
, — Related Travel °
) = ;IIIEZFF:OIGT“IS/DSJ’ZO\B 1400w 4 e e Project +
| s Capital Ale House 53.41 usp >
B3 DefFin | 11/02/2019
w United Air 42124 us0 Purchase Description
—l ?( B3 DefFin | 11/02/2019 he
— s 2290Com 39.95u0  Complere L | options |
©2021Visa All ights reserved Terms of Use Privacy_policy,
2. The Split pane displays. The transaction is ryx Fedex Office; % split ‘
split into two lines, each with a 50% Amoun: Date Isser
. 27405 UsD 03/31/2020 DEF Fina )
allocation of the expense total. Merchant category group 127,03
fh Business Expenses/Services ;0 o
. . . Coding
3. If necessary, click + Add line to split the =
transaction into additional equal parts. You | | seenawizara || expensetempite | | %0
may add up to 50 split lines. If you do not 0 ¢ e
want to split the transaction into equal :
p - q e usD | CC Code Splic evenly m
parts, deselect the Split evenly toggle. o I:
Tax code hd
GL Code
4. If necessary, edit the line Amounts or uso |
Percentages. The amounts do not need to ¥ spit Project
be the same for each split, but the total
needs to match the transaction total. The Description
Balance field at the bottom helps with this. Purchase Fedex Office #1465 om0 050
. . Complete Split Cancel
5. When the Balance field equals 0.00, click
Split to save the split lines and return to the Expense Details pane.
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6. On Coding tab, each split is identified by number and assigned its own code panel. Scroll the Coding
tab and complete the required coding for each split.

v’ Wisa IntelliLink
Spend Managament
Home Accounts Expenses Reports v
Expenses
Shos o | e
My e Default

Selectall [ Code selected expenses

P United Air

ESDefFin | 0211312020

The Home Depot 4611
ESpefrin | 0211312020
Wingate By Wyndham Sh Pum
ESDefFin | 0211212020

Hilton Hotels

ES DefFin

Capirtal Ale House
Epefrin | 117022018
— United Air

ESDefFin | 11/02/2019

12290.Com

&
Eiperen | 102772018

% Delta Air

ESDefFin | 1072412018

Waiting for visainc.fraedom-uat.com...

= eno

35043 w0
5.45us0
13,63458 us0
14.00us0
53.41us0
4212400
39.95us

357.80us0

T4 ox Wingate By Wyndham Sh Pum

Merchant category group
= Hotels And Maotels.

Amount Date issuer
13634.58USD  02/12/2020 DEF Financial
Coding
Expense template
Ush €C Code
a cod ~ 6L Code
usp
Project
1Y split
UsD €€ code
hd GLCode
[ [ ——

D104

BUSSFOT1

P DEF FINANCIAL

3 crace v

Details

Scroll to view and
’/code each split.

\_ Each split displays in

D104

BUSSFOT1

Tems oruUse Privacy policy

its own numbered
° code panel.

Options

7. Click Complete when you are done, or Update to save and complete at a later date.

Note:

e If a Spend Wizard is applied to a transaction before splitting, code panels remain grouped together
to easily identify which Spend Wizard they belong to.

e Deleting the Spend Wizard deletes all associated coding lines for that Spend Wizard.

e In the Split pane, you cannot split a single coding line into more than 50 coding lines. If you need
more than 50 coding lines, click Options > Advanced Coding to jump to the previous coding
interface where you can enter as many as 200 coding lines.

e A coding line created as a result of splitting a line can also be split. Overall, line splitting cannot be
used to split a transaction into more than 100 coding lines.
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Split cash transactions

Sometimes you need to split a cash transaction. For example, to distribute an expense across multiple
departments, or if more line item detail is required. Here's how:

1. On the Coding tab, click the =4 split
icon at the left of the panel.

2. The Split panel slides in from the
right. The split is defaulted to two
lines, split evenly. To add line(s), click
the * Addline jcon. Additional lines will
default to an even split.

To manually enter the amount or
percentage of each split line, toggle
the Split evenly switch off (seeny (),
then edit the line amounts.

Note: Any new lines are coded
identically to the line that was split.

When you finish adding lines and
editing line amounts, click the Split
button.

Click Complete to submit the
expense for approval, or Update to
complete it later.

Tl x Light rail ticket
*
Amount Date Type E
12.50 UsD 08/24/2020 Cash Expense
Coding Details | Unkreceiet v
l Spend Wizard l Expense template
. usD ‘ CC Code D105
250 | o
Logistics
Tax code v l
) GL Code +
usD ‘
J Project +
' split
Description
Light rail ticket
[ Complete ] l Update l Spend Wizard is reguired.
T4 x R Lightrailti| x split
Amount Date Type
12.50 USD 08/24/2020 Cash Expe] [
] ‘ 5.25
Coding -
50.00
l Spend Wizard l l Expense template l UsD
6.25
%
n 50.00
usp | cccod + addline
Tax code v l Split evenly m
GL Cod
usD
Projecy]
N split
Description
Light rail ticket
Balance: 0.0:0 USD
[ Complete ] l Update Spend Wizard is r Split
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View expense details

To separate coding tasks and summary information, a Details tab has been added to the Expense
Details pane. The Details tab displays extended expense details including an audit history, reference
codes, and supplier details. These same details were previously available on the Summary tab in the
Advanced Coding window.

R Society For Hr Mgmt

Amount Date Issuer
180.00 USD 09/17/2020 Big Bank 1

Merchant category group Link receipt v
.-+ Miscellaneous

Coding Details

71 Policy breach ¥

Expense details

Ber Seminar, Seattle

Type Purchase
Posting date 05/04/2018
Exchange rate -

Extract date -

Internal reference H125820180327kgfxbkoet
Reference codes

iCustomer Code/CRI col32

User Data 1 Col54

User Data 2 Col56

User Data 4 Col60

Extended Transaction Details

Supplier category details

Merchant category group Miscellaneous

Merchant category Orher Direct Marketers (5969)

Supplier details

Source file
VIMNG_SV_UAT_TEST_99999886.1301.24012012-000002 CEB 4 Trx 1a.txt

Receipt
IV Audited by Finance
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Description

Basic expense details. Posting date, Exchange rate, Exchange date, and Internal Reference.

Note: The internal reference is used to identify the transaction. This field may not display,
depending on your company'’s configuration.

Reference codes. Data loaded from the transaction file.

Supplier category details. The type of services provided by the supplier, where applicable.

Source file. The name of the file used to load the expense details.

Note: You may not see this information, depending on your company’s configuration and
your role and permissions.

Depending on your company's configuration, a Receipt section may be displayed.

A green check mark () with a status of Audited by Finance indicates the receipt has been
audited and marked as received by an administrator.

A grey check mark (+) with a status of Not yet audited by Finance indicates the receipt is
not yet audited.
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Expense Report Based Workflow

Expense reports are a common way for companies to track and manage employee expenses, and
completing them is often the only way to request payment and get reimbursed for your business-
related expenses, such as the transactions related to a business trip, a project, or for a specific time

period.

If your company has set up expense report based workflow (rather than transaction based), simply
create an expense report, and then link your card and/or out-of-pocket expenses to it. A single click
then submits the expense report to your manager for approval. The entire process is described below.

If your company instead uses a transaction based workflow, jump to the Transaction Based Workflow
section to learn how to code and submit your expenses. You may skip all sections related to the

expense report based workflow.

Create a new expense report

1. On the Home screen, click
© Expense Reports.

V,SA Visa IntelliLink
Spend Management

P> DEF FINANCIAL

2 v

=l Announcements

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 lice
this please report it immediately to your

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 ike
this please report it immediately to your

Last visit: 11/0172019

Home  Accounts  Expenses  Siatemenis ¥ Reports ¥
A My Actions MY EXPENSES
e ] = oo cone - a00s
@ Cash Expenses DEF Financial | VISA | Kirk McGee
Action Required Pending Approval  Current Balance (USD)
ES Card Expenses Adminisirator
@ s3 1 597367
@ Cash Expenses 2]
Important Note
Available Credit (USD)
$ Expense Reports
1,626.33
W Report Outbox Recent Periods ~
# Pinned (® Cash Expenses
To show your favorites here, click the pin Action Required Pending Approval
icon on & menu ftem. 1 0
Action Required Pending Approval Cunent Balance (USD)

©2019 Visa. All rights reserved

Terms ofUse  Privacy policy,
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2. The Expense Report: Create
New ftem window displays. VISA Expense Report: Create New Item
Complete the required fields,
then click Save.

. )
Description Trip to Los Angeles
Date 05/16/2016 =
Expiration Date O07/31/2016 =
Comments Kickoff meeting with Southern
California team |
v

Save Close

Field What to enter

Description The name you want to give the expense report.

Transaction Date The start date for the expense report. For example, the first
day of a trip.

Expiry Date The date the expense report will move from Open to Closed
status, and no longer appear in the Expense Report Summary
list of your account statement.

Comments Any additional details relevant to the expense report.

3. The Transaction Linking & Allocation window displays. See the next page.
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Link transactions to an expense report

The Transaction Linking & Allocation window displays automatically after you create a new expense

report.

1. Select the Account and statement Period containing the card transactions you want to add to the
expense report. Click OK to display the transactions.

VISA Transaction Linking & Allocation

This window allows you to search and link transactions to this

Please saarch for the transactions ta link to this Expense Report
record. You can add and remove linked transactions by using the

Account |Elig Bank 1 - My Corporate Ci v| right and left pointing arrows respectively. Once you have
Period |DE(1 /2016 1o DB/4/2016 V| ok completed Iiljking the desired transactions select the "Save’ bution
to save the links.

Tran Date = Description Armount

05122016 Duron #3378 usD 5563 =

05/12/2016 Food Lion #2634 usD 2500 =

05/12/2016 United Air UsD 35043 =

0%/232016  American A usD 504.40 =

05/23%2016 Comcast Of Richmond USD 18244 = Cancel Save

052372016 Office Max UsD 6110 =

05/27/2016  Mational Car Rental UsD 11906 =

06/01/2016  Ukrops #434 usD 1256 =

06/01/2016  United Air USD 540090 =

Select All

March 2021 Visa Confidential



Visa IntelliLink Spend Management — Cardholder Guide

2. Click the right arrow (=) next to the transaction you want to add (one transaction at a time) or click

Select All to add all the transactions. If you want to unlink a transaction, click the left arrow (%)
next to it.

If your company is using the Cash Expense module, you can link cash expenses by choosing the
Cash Account option from the Account drop-down and selecting the relevant transactions

VISA Transaction Linking & Allocation

Please search for the transactions to link to this Expense Report This window allows you to search and link transactions to this record. You
can add and remove linked transactions by using the right and left pointing
Account | Cash - Account 1 v |

arrows respectively. Once you have completed linking the desired
Period [09/01/2020 to 09/30/2020 | transactions select the 'Save' button to save the links

Ok

Tran Date = Description

Amount Tran Date = Description Amount
00/22/2020 Snackataiport USD 625 12/01/2020  Taxi usb 2500
Total Linked usD 2500
Select All

Cancel Save

3. If necessary, repeat Steps 1 & 2 to add transactions from other accounts and statements—including
cash accounts.

4. Click Save when you are done.

Note: After a transaction is linked to an expense report and that expense report is approved, the
transaction is no longer available to be added to another expense report.
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Code transactions on an expense report

1. The Expense Report—Summary Statement window displays automatically after you link your
transactions. Otherwise, from the main menu, choose Statements menu > Expense Reports >
Statement—Your Name, and then click the expense report you want to work on.

2. The window lists the transactions that are linked to the expense report. Select a transaction to code
by clicking a Transaction Status icon, located to the right of the transaction details.

Date

051272016

06/M01/2016

052712016

0572372016

051272016

Account Statement
Expense Report
Aaron Griffin - Summary Statement

Summary

Expense Report Details - Trip to Los Angeles

Image(s)

Expense Report Mame - Trip fo Los Angeles
Expense Report Number - 26

Kickoff meeting with Southern California t2am.

Billing Currency - USD

United Air

Mational Car Rental

American Ai

United Air

Mo

Mo

Mo

Mo

6,374.79

Trip to Los Angeles has not been submitted for approval.

Zash Expense: Create Mew ltem

Back

Print Expense Report

Amaount Incl

Transaction Status icons

UsD

A00.90 | X

\

=

119.06 | X

=

504401 X

—r

35043 | X

—

IManage Receipt Images
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Transaction Status icons

The following icons may appear next to the transactions on an expense report.

Icon | Meaning
Submission Status (the left column)
X The transaction is incomplete. Hover over the icon to see what needs to be done.
v The transaction is fully coded. Congratulations!
? The transaction was automatically coded by the system. However, it still requires
your review and submission. Click the icon to do so.
Approval Status (the right column)
: The transaction has not yet been approved.
v The transaction has been fully approved.
(7] The approver has requested more details about the transaction.

3. After clicking a Transaction Status icon, the Transaction: Details window opens.

The Coding tab displays fields specific to your company's Chart of Accounts. Some fields may be
mandatory, and some may need to be used in combination with others. If your organization has
configured default coding, some of the codes will be prepopulated.

Line 1
Line 2
Line 3
Line 4

More..

Amount:

Summary

Purchase: 06/01/2016

# CGC Code
S5100E

$3,400.90 USD

United Air, Raleigh

J

Coding

Transaction: Details

Expense Report Details
#26 05122016
Trip to Los Angeles

Appraval Advanced
# Project Code # GL Code GL Code2 Amount Incl Tax Code
| |PRJ-4321 [V w 5400.90| |Actual Tax ||»
Balance 0.00
Description Receipt (]
Purchase United Air
Close Reset Save
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4. On the Coding tab, review and select the appropriate charge codes for the transaction. If you can't
find a code you want, see the Search for a charge code section for more information.

Transaction: Details Expense Report Details
#26 05M12/2016

Purchase: 06/01/2016 Trip to Los Angeles

Amount:  §5400.90 USD
United Air, Raleigh

Summary J Coding Approval Advanced
# CC Code # Project Code # GL Code GL Code2 Amount Incl Tax Code
Line 1 S100E | |PRJ-4321 W | |GL101-0 w 5400.90| |Actual Tax |« €
) — - |ISearch] — —
Line 3 (b /| GL101 - Trave! Expenditure v ] 6
Line 4 w + | | BL106 - Operating Resources v I:l =
o ~ |GL107 - Marketing Expenditure] o o
More.. GL108 - Human Resources Balance 0.00
Description Receipt ([

Purchase United Air

Close Reset Save

You are required to select a charge code for mandatory code types. These are defined by your
organization and marked with a blue asterisk # icon. If your company has set up parent/child

coding relationships, charge codes display in red if they are invalid based on the other codes
selected.

5. Click the Receipt ! (Yes) or Receipt | (No) to indicate if you have a receipt for the transaction.

6. If your company requires a receipt image, click the gray paperclip U icon and link a receipt to the
transaction. (See the Receipt Imaging section for more information.)

7. In the Description field, complete a description of the expense, as necessary.

8. If you would like to split the transaction into multiple lines, see the Split Transactions section.

9. Click Save.

When a transaction is fully coded, the Transaction Status icon changes from * to ¥ .
If you hover over the ¥ icon you will see the words Viewed & Completed. This means that you
have looked at, and successfully coded or verified the transaction. Congratulations!

When a transaction is incomplete, the * icon remains displayed. Hover over the * icon to see
what needs to be done.

10. Continue this process until all transactions in the expense report are fully coded.
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Code cash transactions on an expense report

Sometimes it is necessary to pay for business expenses out of your own pocket. This section shows you
how to create and submit a cash expense using Visa IntelliLink Spend Management.

1. The Expense Report—Summary Statement window displays automatically after you link your
transactions. Otherwise, from the main menu, choose Statements menu > Expense Reports >
Statement—Your Name, and then click the expense report you want to work on.

2. The window lists the transactions that are currently linked to the selected expense report. At the top
of the window, click Cash Expense: Create New Item.

Account Statement
I Cash Fxpense Create New Iteml
Expense Report Back

Aaron Griffin - Summary Statement

Expense Report Details - Trip to Los Angeles

Frint Expense Report

Date Summary Image(s)  Amount Incl

05/12/2016  Expense Report Name - Trip to Los Angeles R TN
Expense Report Mumber - 26

Kickoff meeting with Scuthern California team.

Billing Currency - USD

06/01/2016  United Air Mo 540090 X !
05/27/2016  Mational Car Rental Mo 119.06 X (!
05/23/2016  American Ai Mo 50440 X !
05122016  United Air Mo Ivn43 X !

6,374.79 USD

Trip to Los Angeles has not been submitted for approval.

lManage Receipt Images

Note: The Cash Expenses module must be enabled by your company before you can submit
out-of-pocket expenses. If you are unable to complete the steps below, check with your
company administrator to verify that you have access to the Cash Expenses module.
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3. The Cash Expense: Create New
Item window displays. VISA CashExpense: Create New ltem
Complete the required fields,
then click Save. Expense Details
Description
Date 05/16/2016 ]
Amount 0.00 uso
Save Cancel
Field What to enter
Description The name you want to give the cash expense.
Date The date the expense was incurred.
Amount The amount of the expense. Note: An abbreviation of the
billing currency automatically displays.

4. The Advanced tab of the Cash _
Expense: Details window "VISA cash Expense: Details

displays. Click a cash expense
category. Summary Coding Approval
Note:

¢ If a company hasn't set up
cash expense categories,
the Coding tab displays

Welcome to the Questionnaire Screen: Pleasze use the questionnaires below to assistin
completing claims.

i 8 = No Information Entered £d General Cash Claims
instead. Skip to Step 5. W i
() The cash expense ,j Miscellaneous Office Costs

categories you see may be
different, depending on
company setup.
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5.

Complete the information
requested by the cash
expense category, then click
Save.

V’SA Cash Expense: Details

Summary Coding Approval

Please enter the claim amount and a short description in the boxes provided below.

Amount & Description 45.00] [ Taxi from Airport |@
Total Allecated 4500 + 0.00 |Other Allocations
= 45 00 |Cash Expense Total
Close Save
. Cash Expense: Details
6. The Coding tab of the Cash . pm -
ash Expense: V16/2016
Expense: Details window Amount: 54500 USD
. . Taxi from Airport
dlsplays_. Select the applicable sy e[
codes, link a receipt, and add |
. . # CC Code * Project Code # GL Code GL Code2 Amount Incl Tax Code
narrative detalls, as necessaW- Line 1 = [S100E | [PRI-4321 +| [eL101 v| [aL101-2 v Actual Tax v ©
Line 2 » . . ~ |:| v
7. Click Save when you are . = = . = — =

done More.. Balance 0.00

Description Receipt )

Taxi from Airport

Close Save
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8. The cash expense is

Visa IntelliLink - -
automatica"y submitted to V’s Spend Management BlgBank
your approver, and the Home e Expenses v o Approvals v Reports w L raron v

Summary Statement window

diSplayS Account Statement Cash Expenses: Create New ltem
Cash Expenses Back

Aaron Griffin - Summary Statement

Tran Date Summary Image(s) Amount Incl

05M16/2018 Taxi from Airport No 4500 II

45.00

Manage Receipt Images

Cash Expenses - Category Breakdown

Category Items  Allocated
Total - Claims (Cash Expenses) 0.00
Total - Claims (Other) 45.00
Total - Personal ltems 0.00
Total - 0513172016 45.00

Expense reports and cash transactions

If a cash expense is related to an expense report you plan to submit, we suggest that you create the
cash expense as part of the Expense Report process (Statements menu > Expense Reports). Doing so
allows you to manage both cash and card expenses in the same location. For more information, see
the Expense Report Based Workflow section of this document.
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Edit or delete cash transactions

Cash expenses you have created can be edited or deleted prior to approval. If you change the coding
of a cash expense after it has been approved, the transaction may be returned to the approver for re-
approval, depending on your company settings. If a cash expense is locked (approved and/or extracted
from the system) it cannot be edited or deleted.

1. Click the Statements menu >
Expense Reports S Home Accounts Expenses Statements Approvals Reports w

Statement - Your Name.

Expense Reports » Statement - Aaron Griffin

2. In the Summary Statement Account Statement

window, click the statement Aaron Griffin - Summary Statement
period you want to work on.

Cash Expense Summary - USD Personal ltems
Period llems TotalDR  TotalCR Items Amount  Total Balance
D5/31/2016 1 45.00 45.00 142.20
D4/30/2016 97.20
D3/31/2016 o7.20
01/31/2016 47.20
1203172015 1 10.00 10.00 o7.20
3 87.20 87.20

Change View. Current & months 12 months All
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3. Click the Transaction Status

icon next to the transaction
you want to edit or delete.

Update the Codes, Narrative
Details, Receipt Status or
Approval comments (on
Approval tab) as needed.

Save, or to permanently
remove the cash expense,
click Delete.

Tran Date Summary Imaae(s) Amount Incl
05/16/2016  Taxi from Airport  No 45.00 1
45.00
Cash Expense: Details
Cash Expense: 05162016
Amount: $45.00 USD
Taxi from Airport
Summary Coding Approval
# CC Code # Project Code # GL Code GL Code2 Amount Incl Tax Code
Line 1 = [s100E ] [PRU-4321 v/ [oL101 v/ [oL101-2 > Actual Tax ||w] €@
Line 4 v v v v l:l »
More. Balance 0.00
Description Receipt ]
Taxi from Airport
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Submit an expense report for approval

You can submit an expense report for approval immediately after coding its transactions; or, you can
wait and submit one or more expense reports whenever it is convenient. Here's how:

Submit immediately after coding

e On the Expense Report Details
window, click the Arrow “* icon.

Account Statement
Expense Report
Aaron Griffin - Summary Statement

Expense Report Details - Trip to Los Angeles

Date Summary Image(s)
05/12/2016  Expense Report Name - Trip to Los Angeles

Expense Report Number - 26

Kickoff meeting with Southern California team.
Billing Currency - USD
06/01/2016  United Air No
05/27/2016  National Car Rental No
05/23/2016  American Al No
05/12/2016  United Air No

6,374.79

¥ Trip to Los Angeles has not been submitted for approval

Cash Expense: Create New Item
Back

Print Expense Report

Amount Incl

540090 ) !
11906 ) (!
50440 ) !
35043 ) !

usp

Manaqge Receipt Images

Submit later

1. Click the Statements menu >
Expense Reports > Statement -
Your Name.

2. The Summary Statement window
displays a list of your existing
expense reports.

3. Click the Arrow 7 icon beside the
expense reports you want to submit
for approval.

Tip: If needed, click the Minus

Visa IntelliLink
Spend Management

VIS,

Home  Accounts  Expenses s Statements ¥ Reports %

Account Statement
Aaron Griffin - Summary Statement

Expense Report Summary
Number  Expense Report Date ttems Total
26 Triptolos Angeles 05/12/2016 4 USD 637479

25  Conference inNY 0412512016 3 USD 2169.01

22 Customer vist 01/0412016 4 usD 75235

Change View: Current 6 montns 12 montns All

BigBank
l Aaron v

Expense Report: Create New ltem

icon to recall a previously submitted expense report. You can

unsubmit an expense report before approval, however once it is approved an expense report

cannot be recalled or deleted.
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Edit an expense report

If you would like to add or change transactions, you can edit an expense report before it is approved
and extracted.

1.

2.

From the main menu, choose

Statements menu > Expense
Reports > Statement—Your

Name.

The Summary Statement
window displays a list of your
existing expense reports. Click
the name of the expense
report that you would like to
edit.

The Expense Report Details
window displays. To link
additional transactions, click
the paperclip ¥ icon.

Home

Accounts Expenses Statements w Approvals Reports w
Expense Reports »# Statement - Aaron Griffin
Visa IntelliLink H ;
V’SA S::Sngria‘ng]gemem BIgBank
5
Home Accounts Expenses Statements v Reports v L Aazron v

Account Statement

Aaron Griffin - Summary Statement

Expense Report Summary

Mumber  Expense Report

26 | Triptolos Angeles | 0512/2016 4

Date ltems Total

UsD  §,374.79

Expense Report- Create New ltem

25  Conference inNY  04/25/2016 3 usD 216o01 1)
22  Customer vist 01/04/2016 4 USD 75235 . !
Change View. Current & months 12 months All
Account Statement
Cash Expense: Create New Item
Expense Report Back
Aaron Griffin - Summary Statement
Expense Repor‘t Details - Trip to Los Angeles
Print Expense Report
Date Summary Image(s)  Amount Incl
05/12/2016  Expense Report Mame - Trip to Los Angeles

Expense Report Number - 26

Kickoff meeting with Southern California team.

i !»
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4.

The Transaction Linking &
Allocation window displays. To
continue, see the Link
transactions to an expense
report section.

VISA Transaction Linking & Allocation

Please search for the transactions to link to this Expense Report

Account
Period

Tran Date =
05122016
05122016
05/12/2016
05/23/2016
05/23/2016
05/23/2016
05/27/2016
0&/01/2016
0&/01/2016

Big Bank 1 - My Corporate Ci W
05/15/2016 to 06/14/2016 ~ Ok

Description

Duron #3378

Food Lion #2634
United Air

American A

Comcast Of Richmand
Office Max

National Car Rental
Ukrops #434

United Air

ush
usD
uso
usD
usD
usD
usD
usD
usD

Amount
55.63
25.00

35043
504.40
182.44
61.10
110.06
1256
5,400.90

&

L&

&

Select All

This window allows you to search and link transactions to this
record. You can add and remove linked transactions by using
the right and left pointing arrows respectively. Once you have
completed linking the desired transactions select the 'Save’
button to save the links

Tran Date = Description Amount

05M12/2016  United Air usoD 35043 @

05/23/2016  American Ai uso 60440

D5/27/2016  National Car Rental USD 11006 <

06/01/2016  United Air USD 540090

Total Linked USD §6,374.79
Cancel Save
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Delete an expense report

You can unsubmit an expense report before approval, however once it is approved an expense report

cannot be recalled or deleted.

1. From the main menu, choose
Statements menu > Expense
Reports > Statement—Your

Name.

2. The Summary Statement

window displays a list of your
existing expense reports. Click

the name of the expense

report that you would like to

delete.

3. The Expense Report Details
window displays. Click the
Info 7 icon.

Home

Accounts

Expense Reports >

Expenses Statements w Approvals

Statement - Aaron Griffin

Reports w

VIS,

Home Ac

Account Statement

Visa IntelliLink

Spend Management

counts Expenses

© Statements v

Reports v

BigBank
x Aaron v

Expense Report: Create New Item

Aaron Griffin - Summary Statement

Expense Report Summary

Number  Expense Report

26 | Trpto Los Angeles | 05/12/2016

Date liems Total

4 USD

Change View. Current & months 12 monihs All

637479 |

Account Statement

Expense Report
Aaron Griffin - Summary Statement

Cash Expense: Create New Item

Expense Report Details - Trip to Los Angeles

Date

05/12/2016

Summary

Back

Print Expense Report

Image(s)  Amount Incl

Expense Report Mame - Trip fo Los Angeles
Expense Report Number - 26

Kickoff meeting with Southern California team.

oo »
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4.

The Expense Report: Modify
Item window displays. Click
Delete.

VISA Expense Report: Modify Item

Description

Date

Expiration Date

Comments

Wiew Audit History

‘ [Trip to Los Angeles X
05/12/2016 ]
06/20/2016 B

Kickoff meeting with Southern
California team.

Delete Save Close
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Print an expense report

1. Click the Statements menu > Expense Reports > Statement — Your Name.

2. The Summary Statement
window displays a list of your
existing expense reports. Click
the name of the expense
report that you would like to
print.

3. The Expense Report Details
window displays. Click Print
Expense Report.

4. A window opens to display an
onscreen version of the
printable expense report.

5. Click View Printable Expense
Report to print a copy of the
expense report. The expense
report can be saved or printed
as a PDF document.

The last page includes
Submitted By and Approved
By signature lines should you
need to submit the printed
statement for approval.

Visa IntelliLink & ]
V’s Spend Management BIgBank
Home Accounts Expenses Statements v Reports v 1 Aaron ¥
Account Statement
B Expense Report: Create New ltem
Aaron Griffin - Summary Statement
Expense Report Summary
Number  Expense Report Date Items Total

4 USD 637479 [T— L+

26 | Trip to Los Angeles | 05/12/2016

Change View: Current 6 months 12 months All

Account Statement
Expense Report
Aaron Griffin - Summary Statement

Cash Expense: Create New Item

Expense Report Details - Trip to Los Angeles

Print Expense Report

Back

Date Summary Image(s)  Amount Incl
05/12/2016  Expense Report Mame - Trip to Los Angeles i [T =
Expense Report Mumber - 26
Kickoff meeting with Southern California team.
Expense Report
Company: Eric Consulting Group, LLC Name: Trip to Los Angeles
Acct Holder: Griffin, Aaron Number: 26
Employee ID: ] Exp. Rept Date: 05/M12/2016
Delegate(s): Benjamin Howard - 11 Purpose: Kickoff meeting with Southern
California team.
Txn Date Merchant Txn Amt Curr Bill Amt Curr
Allocated To All. Amt
Txn Type Txn Desc Approved by Receipt? Tax Ev?
08/01/2016 United Air 5,400.90 usbD 5,400.80 usD
| East Coast Sales S100E | Client Bill PRJ-4321 | | Travel Expenditure GL101 | Air 5.400.90 usD

GL101-0|

Card Purchase United Air No No

M““’\/‘WWW
Wﬂﬂ\kwﬂf\‘mw HM'\\.,_./\/A_“\ /\_,._A_AM

Expense Report Summary usD

Total Card Transactions Expensed: 6,374.79

Total Cash Transactions Expensed: 0.00

Total Expensed: 6,374.79

Submitted by Date Approved by Date
[View Printable Expense Reporf]
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Split transactions

Sometimes you need to split a transaction. For example, to distribute an expense across multiple
departments, or if more line item detail is required. Here's how:

1. On the Transaction Details: Coding tab, click the Expand “| icon at the left of the coding line.

Transaction: Details
Purchase: 03232016
Amount: $61.10 USD
Office Max, Mechanicsvill
Summary J Coding | Approval Advanced
# CC Code # Project Code # GL Code GL Code2 Amount Incl Tax Code
Line 1D S100E v | |PRJ-4321 | |GL101 | |GL101-0 A% 61.10| |Actual Tax ||+ @
More.. Balance 0.00
Description Receipt
Purchase Office Max
Close Resst Save

2. The Split Transaction Line window displays.

VISA Split Transaction Line
3. Select the Number of Lines required for the
Spl it. Please select the number of lines that you would like to spiit
the selected line over. You are then able to change the
NOtEZ amount allocated to each line before saving your changes

¢ By default, each line has the same value, based

Number of Lines required: |2 v
on the original line and taxation amounts.
¢ Any new lines are coded identically to the line
that was split. _ Line Amount
Line 1 | 30_55|
Line 2 | 30.55]
Balance 0.00
4. Edit the Line Amounts, if necessary.
Cancel Save
5. Click Save.

6. Code each split line, as necessary.
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Receipt Imaging

The Image Library is your personal storage space for receipt images in Visa IntelliLink Spend
Management. You can view your receipt images, upload new receipt images, and see which images
have already been linked to your transactions. It also lets you upload images without needing to link
them to anything, just in case you want to get them ready before their associated transactions are
available in the system.

. S : :
* Choose 2 Profile menu VISA e BigBank
Image Library.
Home Accounts EXDEHSSS Statements v REDOH.S v x v
Image Library

& Upload Upload via Email

e

. Y
P01 319500793888

07/14/13 02:55PM
Mgmber T1i
Xcgpt oﬁ;?fﬁﬂdﬁ"
0 Charge Batter
hecks and Install
gas receipt1.jpg v

dinner reciept3a.png dinner reciept jpg

Terms of Use

Filter images

By default, when you first start the Image Library it displays your unlinked images from the past 6
months. However, you have the option to apply filters to the Image Library so that it displays other
types of images. Here's how:

—

. Click the expand M icon to

. ) VISA:S: e BigBank
display the Filters menu. s ,
Home Accounts Expenses Statements v Reports v 1 Aaron v
2. Select Linked Images or Image Library
Unllnked Images & Upload Upload via Email

Filters

Linking Status

3. Select Images uploaded
within the last 6 months or All
images (within the last 25

O Linked Images
Include extracted images
® Unlinked Images

isplay

~ ® Images uploaded within the last 6 months.
months). 5 Brimess
5 s
. 2%
4. Click Search. The Image : -
. . - .50
Library displays only the T ——
images you want to see. SIS
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Work with unlinked images

e Click anywhere on an

. . . Visa IntelliLink - -
unlinked image to d|Sp|ay VISAS S BigBank
the Deta[[s Panel, then. Home  Accounts Expenses  Stalements v Reporis v 2

Image Library

— Click the # icon to give
the |mage a Custom |abe| & Upload Upload via Email

<«
g

— Click the ¥ icon to
magnify the image.

— Click the D C'icons to
rotate the image counter- smer recept ong

clockwise or clockwise. hio s a9 c
11 © Delete

246
p .l Unleag, ‘l 8
i

D ; 319500??3333

07/14/13 02:55pH
.DGI‘ 1
xcg e[ohs Sgardces
arge tter 1

$<)

cn ecks and n ta
gas receipt1.jpg v

— Click Delete to perma-

dinner recept 1.png dinner reciept jpg

nently remove the image

from the Image Library.

Note: You can only delete images that do not have links to transactions. Once an image is deleted,
it is permanently deleted.

Work with linked images

Linked images are identified by a green link B icon in the lower right corner of the image.

e Click anywhere on a
linked image to display the
Details Panel, then:

Visa IntelliLink = =
V’s Spend Management BlgBank
Home Accounts Expenses Statements v Reports v 2 raron v

. . . Image Library
— View a list of which

transactions the image is
linked to.

& Upload Upload via Email

— Click the # icon to give
the image a custom label.

Southwest receipt.png

_ Click the & icon to - _ |-

£ Date Summary

magnify the image. | S

Southwest receipt png @ [l dinner recieptjog Southwest receipt.png a .

Terms of Use

Note: If the source currency is different from the billing currency, both will display.
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Upload receipt images from a phone or tablet

A great feature of Visa IntelliLink Spend Management is the ability to take a picture of a receipt with
your mobile device, upload the image to your Image Library, and then attach it to a transaction. You
can do so immediately after receiving a receipt, or you can wait until a transaction appears on your
statement and then take the picture.

The exact method of uploading images to the Image Library will vary depending on the mobile device
used, but generally, here are the steps:

Note: For more detail regarding mobile receipt images, please see the Visa IntelliLink Spend
Management Moble App Guide, available from your Financial Institution.

1. Take a photo of the receipt you want to upload with
your mobile device.

Tips:
¢ In good lighting, flatten the receipt on a contrasting 8
background. =L B
e Capture all four corners from directly overhead Bg?ﬁnsa?
(not angled). __l : .P_u-- =
Chicken Cesar Wrap
G Bottled Water
Dirty Chips

e
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2. Open a browser on your
mobile device and sign in to VISA o
Visa IntelliLink Spend
Management.

©2016 Visa. All rights reserved
Terms of Use

Welcome to VisalntelliLink Spend Management

Forgotten your password?

3. Choose A Profile menu >

Image Library, then click the L hintps ) avtellilink spendmanagernent, visa.com o E
Upload button. VISA e "
Spmes s 19
Home Accounts Expenses Statements v Reports v
Irnage Likrary
C=]
4. Go to the Photos area onyour | eeeeo AT&T = .- 11:22 AM b )
mobile device and choose the
receiptimage youwantto | & Albums  All Photos Select

upload.

5. The image will upload to the
Image Library, where you can
easily access it and attach it

to your transactions.
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Upload receipt images from a computer

Uploading a file on your computer to the Image Library is easy. Just click the Upload button in the
Image Library and select an image.

Upload Panel overview

After a file is selected, the upload process begins. Depending on the file size and number of images,
you may see the Upload Panel, which displays the images currently being uploaded, the overall
progress, and the progress of each image.

Upload New Image

Parking June 2012 trip.JPG

Individual image progress

Overall progress

N\
(. N N N

S —

oo (N

) Remove

Cancel an upload

|_— © Remove

Upload Panel features

If there is a problem with one of the files selected for upload, the Upload Panel displays a notification.
At this point, you may cancel the entire upload, remove files to be uploaded, or manually restart the
upload by clicking Start Upload. The upload excludes the file with the problem.

Upload New Image

Pstart Upload

gas receiptjpg

agas receipttif

Southwest receipt.png

13847 KB

7.24 MB - File is too big

194 89 KB

£) Remove

£) Remove
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Email receipt images

In addition to uploading receipt images, you can also email receipt images to the Image Library using a

personalized, system-generated email address. This approach caters to shared scanners and account
delegation scenarios because the email is routed to an employee’s Image Library based on the email
address it is sent to, rather than being tied to a specific account or source email address. Here's how:

First, discover and save your personal email address

You can find your personal Visa IntelliLink Spend Management receipt imaging email address in

either of two locations:

e Inthe X Profile menu > Personal
Settings window, shown at the right.

e Or, from within the Image Library by
clicking the Upload via Email button.

Tip: After you find your email address,
save it in your contacts. This will make it
easier to email your receipts to the
Image Library.

Personal Details
Employees
Account Management
Management Codes
Default Codes
Coding Templates
Approval Delegation
Customize Views
Audit History
Regional Settings

Security

‘U
@
-~
W
o]
0
o

w
@

=
-
@
»

Aaron Griffin - Personal Details  Edit.

Employee ID g

Usermame useri06@ebbtc
Company Unit Sales

Phone Number G30-432-5462
Email Address AGrifin@ebbtc.com
Date Added 072312014

Date Modified 04/30/2015

Date Terminating

Receipt Upload via Email
agri.u.pigmv. 2nwysp@receipt-upload.com IMare Info ..

Manager Details
Manager Eric Bausman

Next, attach and email your receipt images

You can use any device to attach and email your receipts — a phone, tablet, laptop, or desktop
computer. The important thing to remember is to send the receipt images TO your personal receipt
imaging email address. Here's how to attach and email an image using an iPhone:

1. Take a photo of a receipt and access it from the Photos

area on your phone.

2. Enter your receipt imaging email address as the

recipient of the email (in the TO field).

3. Send the email. The receipt image will appear in your
Image Library within a few minutes, where you can attach

it to your transactions.

00000 ATRT 7 & 11:22 AM 3 —

<{ Albums  All Photos Select

Cancel New Message

To: irr“ @

Image Library VISM
home ebau.u.pjgmv.wjxxy8@receipt-up...
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Link receipt images to transactions

The Image Library is where you work with receipt images. It is the destination of your image uploads,
and the repository of the images you attach to transactions.

Link a receipt image that is already uploaded

1. From the Statements menu, click the Expense Report Summary Statement you would like to view.

2. In the Expense Report
Details window, click

Expense Report Details - Trip to Los Angeles

Erint Expense Report
.
the Transaction Status
Date Post Date Summary Source Amount Amount Tax Amount Incl Allocation
% icon of the -
02/23/2021 Expense Report Name - Trip to Los Angeles 1
. Expense Report Number - 2
transaction to add a .
Billing Currency - USD
recelpt Image to. 12/01/2020  12/01/2020  Cash Expense - Taxi 2500 View !
10/06/2020 10/09/2020 United Air 42124 \Miew Al }
10/06/2020 10/09/2020 Usa Sports Grill 81.10  View X 1
09/30/2020  09/30/2020 Comfort Suites 16264 View ¥ Jd
08/22/2020 08/22/2020 Cash Expense - Snack at airport 625 View !
0.00 696.23 uso
3. On the Coding tab of Transaction: Details
the transaction, click Purchase: 04/13/2016
. [I.I Amount: 350 43 USD
the gray paperclip ! United A, Nashville
.
ICOI‘I Summary J Coding Approval Advanced
# CC Code #* Project Code # GL Code GL Code2 Amount Incl Tax Code
Line 1 S100E w |PRJ-4321 w ~ w 35043 Actual Tax ||» o
Line 2 = = = J T =
Line 3 = = = T =
Line 4 = = = ] =
Mare.. Balance 0.00
Description Receipt
Purchase United Air
Close Reset Save
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4. Click the receipt Image Linking
image yOU Want tO Big Bank 1: 01/16/2016 Amount: $2,506.00 USD Linked Images
link to the transaction. @ upoas | | Uploaavia Emai ——

5. The Details Panel
displays after the
image is selected.

T
6. Click Link.
Southwest receipt.png X
=1 £ & 9 C
v

A few things happen simultaneously:
e The Image Library refreshes to display all of the images linked to the transaction.
e Agreen link B2 icon is added to the bottom of the linked image.

e A message appears indicating that the linking was successful.

Link a receipt image not yet uploaded

There may be times when you want to link a transaction to an image that has not yet been uploaded.
To do this, follow the procedure above and click the gray paperclip U icon.

1. When the Image VISA e BigBank
Library opens, click
y p ! Home Accounts Expenses Statements v Reports v l Aaron Vv
Upload.
Image Library

2. Locate the image, then e
click Start Upload.

3. The uploaded image is
automatically linked to
the transaction.

dinner reciept3a png J hotel receiptpng air receiptpng
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Unlink receipt images from transactions

1. On the Coding tab of a
transaction that has a
linked image, click the
green paperclip 1
icon.

2. Click the receipt
image you want to
unlink from the
transaction.

3. The Details Panel
displays after the
image is selected.

4. Click Unlink.

Transaction: Details

Purchase: 01/27/2016
$69.70 USD

Southwestair, Dallas

Amount:

‘Southwest receiptpng @Unlink

Summary Coding Approval Advanced
#CC Code + Project Code # GL Code GL Code2 AmountIncl Tax Code
Line 1 = |3100E v v v hd 69.70 |ActualTax |~ @
Line 2 v b » £V »
Line3 Ev i v o .
Line 4 £ v . w [V
More.. Balance 0.00
Description Receipt Vv
Purchase Southwestair
P
Close Resst Save
Image Linking
. Linked Images Image Library
Big Bank 1: 01/27/2016 Amount: $69.70 USD
& Upload Upload via Email
!"E“' [ Rl
_._..::,l.,..
b
s T ——

Southwest receipt.png *

s Q

E Dae Summary Amount

01/262016  Southwestair 69.70 (USD)
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Multiple-transaction linking

If permitted by your company, Visa IntelliLink Spend Management makes it easy to link a single
receipt image to multiple transactions on an expense report. This can be useful if you if you work on a

statement or expense report basis.

1. Click Statements menu > Expense Reports > Statement — Your Name, then click the statement

period you want to work on.

2. In the Summary Statement window,
click Manage Receipt Images at the
bottom of the window.

3. The Manage Receipt Images window
displays.

— If there are images already linked,
they are shown in the Linked
Images tab of the Image library.
Click the Image Library tab.

— If there are no linked images, the
Image Library tab displays
unlinked images uploaded within
the last six months.

Account Statement
Expense Report
Aaron Griffin - Summary Statement

Expense Report Details - Trip to Los Angeles

Date sSummary Image(s)

05/12/2016  Expense Report Mame - Trip fo Los Angeles

Expense Report Number - 26

Kickoff meeting with Southern California team

Billing Currency - USD

06/01/2016  United Air No 540080 X !

05/27/2016  National Car Rental No 119.06 (X !

05/23/2016  American Ai No 504.40 X !

05/12/2016  United Air No 35043 X !
6,374.79 USD

Trip to Los Angeles has not been submitted for approval.

Amaunt Incl

Cash Expense: Create New ltem
Back

Print Expense Report

Manage Receipt Images

Manage Receipt Images

& Upload

Upload via Email

A linked image

[EICLELESN  Image Library
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4. The Details Panel displays after the
image is selected. To rename,
enlarge, or rotate the image, click the

Manage Receipt Images

& Upload Upload via Emall

L — "
appropriate icon. CREDIT RECEIPT
HACK # 00501147
:
. . . | ?fﬁé"‘*w’g"m s0-20058.
5. Click Manage Receipt Links. | RTE )
STAND. CITY, * RATE al
Miles R1 ’g'so
R1
RAS $0.50
air receipt.png * RTE sRCHG- SO gg
/s @ 9 ¢C ﬁp anL ss 00
DHUMEER : ) o?éc
Manage Receipt ks | | @ Delete HOR. o
wshtact TLC DIAL 3-1-1
6. In the Manage Receipt Links window, Manage Receipt Links
select the transaction(s) to link to ; T ransactons ~
the |mage [ Reference Date Image Count Amount
) O continental 0311412016 1 49965
[ Homedepot Com 03M42016 o 500,00
[ Mimeo.Com 03142016 0 1496
M [V} National Car Rental 03312016 o 26330
7. Click Save. .
W unitea A 04032016 o 42124
G
‘Save Cancel
Note:

e If certain implementation options have been enabled for your company, you may be prevented
from linking images to extracted transactions (indicated by the extracted E icon) or locked
transactions (indicated by the locked  icon).

e If you selected a locked transaction (the option to link images to a locked transaction is enabled for
your company), you will be prompted to confirm the action, as the image can no longer be
unlinked or deleted after linking it to a locked transaction.

e The newly linked receipt appears in the Linked Images tab, marked with a green link icon. If you
click a linked image, the Details Pane displays the transactions linked to the image. If the
transactions are from multiple issuers, the issuer name displays. If the source currency is different
from the billing currency, both currencies display.
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Optical Character Recognition

Optical Character Recognition (OCR) scans the images you upload and automatically links them to
transactions that match the date and transaction amounts. If a receipt partially matches those data
elements, such as the date but not the amount, the receipt is prioritized as a likely match above other
images in the Image Library when you link receipt images to your expenses.

Best Practice: To take full advantage of the OCR feature, upload your receipts shortly after incurring
expenses. This gives the OCR system time to process the images prior to when the transactions post,
then either link them automatically or suggest likely matches immediately after they post.

OCR Confidence Indicator

After processing, a confidence indicator is displayed in the Image Linking window for each receipt
image, based on its potential match for the expense from which the user opened the window.

When there is a receipt image with a matching amount or date for an expense, the user sees the
following in the Image Linking window:

i i i Image Linkin
1. A hlghllght |Ine around Cash E%penses: 11/[755019 Amount: $60 00 USD =Lt
the image
& Upload Upload via Email
2. A potential match indicator in
the lower right corner of the I Lo
image (a group of 5 bars) w77 N N | -
3. When the user clicks the b -
image, they see a tooltip with ... Z .
information about the image.
The tooltip shows the level of TR | e S ETED _Ef
the potential match indicator: ' s0-MayEleven.ipg : 50-May Ten.pg x
e —— o2 C S @ O C
- 4 SOIId bars When the Potential Match I1RN0 is receipt, but it doesn't ook like it's a match
amount and date match =
the eXpense @ Link © Delete

— 3 solid bars when only the amount matches

Note:

e If you upload a receipt image after its matching transaction has posted, processing and automatic
linking will not happen until the next day. If you don’t want to wait, you can manually link the
receipt image to the transaction.

e Optical Character Recognition (OCR) also works with receipt images uploaded via email. To use this
feature, see the View your receipt upload email address section in this document.
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Image size and compression requirements

Uploaded images

e Maximum individual image size is approximately 5 MB.

¢ No maximum limit to multiple image load (e.g. drag and drop for a folder).
e Image files: GIF, JPG, JPEG, TIF and PNG (BMP is not supported).

¢ Non-image files: DOC, DOCX, XLS, XLSX, and PDF.

Emailed images

e Maximum individual image size is approximately 5 MB.
e Maximum overall size of attachments to a single email is approximately 20 MB.

e Minimum file size for an image to be considered for loading is 2 KB, except for TIF, PDF, DOC,
DOCX, XLS, XLSX (no minimum size).

‘Image compression

e When possible, Visa IntelliLink Spend Management compresses image files on loading. No
compression is possible for some file types, including PDF.

Image Preview

e You can preview PDF and image file formats. Other formats (XLS, XLXS, DOC, and DOCX) are
displayed with placeholder icons.

‘Tips

e If you email an image from a phone or tablet, you may be given the option to resize the image
before sending it. Because Visa IntelliLink Spend Management applies its own compression to
images, there is no need to select the smallest file size. Instead, depending on the quality of the

image, it is best to select either the Large or the Medium option.

o If your device stores orientation information in the metadata of the image, then the image auto-

rotates in the Image Library to match the rotation of the device during picture taking. This ensures

the image is the right way up when emailed and uploaded into the Image Library.

e If you send an image from your email client on your computer, and your email signature contains a
logo larger than 2 KB, the logo may also be added to the Image Library. A simple way around this

is to initiate the email directly from a file folder (Right-click > Send to). This eliminates the email

signature. Alternatively, you can create a new email and delete the email signature logo before you

send it.
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Approvals

Approvals are governed by your company’s approval rules. At each change of transaction status, the
cardholder and/or approver may be notified of the change and requested to take necessary action to
complete the process. For example, when you finish coding a transaction, it is automatically sent to

your manager for approval. Most companies are configured so that a transaction is locked after it has
been approved and extracted.

View approval status in transaction based workflow

To view approval status if your company is using transaction based workflow, use the Status filters in
the Expenses Screen to find Pending Approval or Completed transactions.

To further refine your view, you can apply specific filters.

Duration Status Expense type

All v ‘ Todo v ‘ All expense types v

Apply Reset
Transaction filters...
By Duration By Status By Expense Type

All Todo \ All expense types

Last 2 weeks Pending approval Card expenses

Last 30 days Completed Cash expenses

Last 90 days

Aug 2019

Jul 2019

lun 2019
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View approval status in expense report based workflow

1. Click Statements menu > Expense Reports > Statement — Your Name, then click the statement
period you want to work on.

2. In the Summary Statement window, hover over an Approval Status icon for more information, as
described in the table below.

Date

05122016

0&/01/2016

052772016

05/232016

05122016

Account Statement
Expense Report
Aaron Griffin - Summary Statement

Expense Report Details - Trip to Los Angeles

Approval Status icons
(right column)

Summary

Expense Report Mame - Trip fo Los Angeles
Expense Report Mumber - 26

Kickoff meeting with Southern California team.

Billing Currency - USD

United Air Mo
MNational Car Rental MNo
American Al MNo
United Air MNo
6,374.79

Trip to Los Angeles has not been submitted for approval.

Cash Expense: Create Mew ltem
Back

Print Expense Report

119.06 (X

=

50440 X

=

35043 X

=

UsD

IManage Receipt Images
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Icon | Meaning
. The transaction has not yet been approved.
v The transaction has been fully approved.
Q The approver has requested more details about the transaction. It can remain in
this state if you have not responded yet, or if the approver has not reviewed the
cardholder response.

3. Click an Approval Status icon ( ', ¥, or Q)

4.

5. Review the Approval window to see if there is any action required by you.

In the Approval window:

¢ Click Approval to display
comments provided by the
cardholder and approver(s).

Transaction: Details
Purchase: 05/12/2016

Amount:  §330.43 USD

United Air, Nashville

Summary Coding

e Click Process to display the
names of approvers, as well
as the approval rules that
govern the process.

e Click History to display an
audit trail of approvers and
what actions were
performed to approve the
transaction.

AllT 1

Approval | Advanced

Expense Report Details

Trip to Los Angeles

#26 051212016

I Approval

Process

History

AllTA

Cardholder Comments

Approver Comments

Close

Save

Approved

If you see a green check mark and the top-left quadrant of the sphere is
green, no action is required by you. The transaction has been approved!

Note: If you change the coding of an expense after it has been approved,

the transaction may be returned to the approver for re-approval,
depending on company settings. In addition, if a transaction is locked
(approved and/or extracted from the system) it cannot be edited or

deleted.
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Information Required

If you see a question mark and the bottom-right quadrant of the sphere is i
, you need to provide additional information before the o

transaction can be approved.

Make any necessary changes, enter a text response in the Cardholder
Comment field, and then click Save.

Your transaction is submitted for re-approval, and the bottom left \)
quadrant changes to yellow until it is either approved or sent back to
you for more information.

Awaiting Approver Response

If you see an exclamation mark and the top-right quadrant of the sphere O\ o2
is red, the transaction is awaiting approver response. /«-’
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Reports

1. Fr'om the top-level menu, V’S Visa InteliLin
click Reports. The reports you Spend Management

have access to are
. Home Accounts Expenses e Statements v Reports v
determined by your company
and your role.
My Information > Account Details
Tip' You can pm the reports Expenditure Analysis > Personal Details
you use most often fOF easy Company Administration > Transaction Search - Personal
Usage and Monitoring >

access. For more info, see
the Pinned Items section.

2. Select a report to run. In this
example, the Transaction
Search - Personal report:

VISA Transaction Search - Personal o

»

Statement Issuer Big Bank 1 - My Corporate ¢ v -
9 ¥ Lo Transaction Type & Status

Statement Period 05/15/2016 to 0642016~
3. In the Report Filters window, Account Typs R Tyses] S Transacton Type
select your report Settlngs. -
End Date l:l m Approval Stalus
Execution Range Palicy Status
(® Posting Date () Transaction Date Receipt Status O Yes O No @ Bath
4 Cllck Sea rch The report |S Personal Transactions O ves O No @) Both
° : Linked Transactions (O Yes (O No @ Bath
O

d |Sp|ayed . Export File Name I:l Disputed Transactions

Ll

Supplier Groups

[[] Exclude Payments Currency & Amount

1

Enhanced Data & Spend Wizard

4

Coding Information

4

Additional Fields

L]

Report Templates

4

Common Cardholder Reports

e Account Details report. Allows you to view your account details, as supplied by the card issuer. By
default, this report is available to all cardholders in a company.

e Personal Details report. Allows you to view the details in your personal profile.

¢ Transaction Search — Personal report. Gives you a comprehensive view of your own spending.
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Get Help

1. Choose X Profile menu > [ Help - Googe Chrome

Help.

& Secure | https:/intellilink.spendmanagement.visa.com/Help_Online/Help_Online.asp

Help
»General
2. Search: © Contents @ Search Rl -
i Contents Your home screen
— Click Search and enter a
keywo rd A Ilst Of releva nt Once you have successfully logged in to Visa IntelliLink Spend Management. you will
. . . ¥ Getting started be taken to your home screen.
tOpICS IS d ISp|ayed. © Log in and out of solution The home screen is divided into three areas:
© Forgotten password request
© Login disclaimer message Quick actions
© Language seitings
Your home screen This area is located on the left of the home screen and provides you with quick access
7]
3. Or, Browse. © Navigation to important items

© Session timed out « My Actions_There can be up to three action buttons - Cash Expenses,

- C I IC k contents a nd , © Browser support Requisitions and Expense Reports - depending on the account types assigned
. Personal settings to These butt Il
you. These buttons allow you to create a new expense report, cash expense or
navi g ate yOU r Way to the P Accounts requisition directly from the home screen
releva nt to p|C P Account statements « Attention required links. Links to areas of the solution that need your action. A
» Card transaction coding counter next to each item shows the number of items (your own and your
» Cash management delegates’) that need attention. The links depend on the account types assigned
S P Requisitions/pre-approval to you, and they only display when there is an action required, such as
T|p. For fu rther Su pport: » Expense reports transaction/s to code or approve.
contact your company » Spend Wizards « Pinned items. Links to commonly used pages you have previously pinned for
. . P Image management quick access.
ad ministrator. » Phone management
» Travel management Main
» Reporting
» Approvals This area displays account information.

March 2021 Visa Confidential 97



