Visa Information Source (VIS) Approver Guide  
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GOVERNMENT USE. If you are acquiring the Senices or accompanying documentation on behalf of the U S. Goverment. use
of the Senices shall be subject to 'Restricted Rights." as defined in the Federal Acquisition Regulations (‘FARS") in
Paragraph 52227-19(c)(2). or its equivalent paragiaph in an applicable agency supplement to the FARs
ContractorManufacturer is: Visa Intemational Senice Association. P.0. Box 8999, San Francisco. California 94128

GENERAL. This License and Temms represents the entire agreement between the partes relating to the subject matter hereof
and no waiver or modification of the Agreement shall be valid unless in witing signed by each party. The waiver or a breach of
any term hereof shall in no way be construed as a waiver of any other term o breach hereof This Agreement vil be govemed
by the laws of the State of Califoria without reference to confict of laws principles. In any dispute arising out of this
Agreement, you and Visa each consent to the exclusive personal urisdiction and venue in the State and Federal courts vithin
San Francisco County. Califomia. If any provision of this Agreement shall be held by a court of competent jurisdiction to be
‘contrary to law, the remaining provisions of this Agreement shall remain in ful force and effect

‘Should you have any questions about this Agreement. or if you desire to contact Visa for any reason. please notify Visa at the
following addresses

US. Users Non-US. Users
VisaU.S. A Inc., Visa Intemational Senvice Association
P. 0. Box 8999 P. 0. Box 8999

San Francisco, CA 94128 San Francisco, CA 94128

Visa Information Management Terms of Use, 2/24/2004

VU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEUENT AND, BY CLICKING ON THE BUTTON HARKED "I AGREE™ YOU WILL NDICATE YOUR
ACCEFTANCE OF I7S TERIS AND CONDTIONS. FF YOU AGREE TO THESE TERIIS, NDICATE YOUR AGREENENT BY CLICKING THE | AGREE" BUTTON.
F /0 DO 10T AGREE TO THESE TERIIS, CLICK O THE | DECLIVE" BUTTON.

IAgree | I Decline




Visa Information Source (VIS) is an Internet-based application that provides tools and reports supporting Visa’s Purchasing Card program.  

As a supervisor or manager, you will be responsible for reviewing and approving your employee’s Visa Purchasing Card transactions on VIS.   You will be automatically notified that you have Purchasing Card transactions pending your approval via email, and you will be able to electronically approve these transactions on VIS.  

You will receive your new VIS User ID and Password via an automated email from Visa.  This User Guide will provide you with detailed, step-by-step instructions for using VIS.

1. Go to http://informationmanagement.visa.com.  Enter your User ID and Password and click on the Login button.
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The first time you log in you will have to change your Password.  Passwords must be 8 to 14 characters in length and must contain both letters and numbers.  Passwords are case sensitive and must be changed every 35 days.

3. The first time that you login the Visa Information Management (VIM) Terms of User Agreement will appear.   Read the Visa Information Management (VIM) Terms of Use Agreement and click the “I Agree” button at the bottom of the page.
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VISA End User License Agreement
=

TERMS OF USE

This Agreement governs the use of Visa Information Management, an online portal to access applications for
transaction data consolidation and reporting for financial management services (collectively, the "Services’). You
must be a Registered User to use the Services. A "Registered User” is a user from whom Visa has received the
information necessary to permit such person access to the Visa Information Management website, its accompanying
applications, media, and documentation, and who has agreed to accept these terms of use. By using these services,
you agree to be bound to the Terms of Use set forth herein.

As used in this Agreement, the terms "you", "your” or "user” are synonymous, and refer to the person using the
Services in any way.

TERMS OF USE. Visa Intemational and Visa US A. Inc. (collectively. "Visa") grant you a non-exclusive, non-transferable
royalty-free license to access the Visa Information Management website located at http /informationmanagement visa com/
(the "Site"). and to use the Senices in connection with your participation in the Visa Iformation Management Program.
conditioned on your acceptance without modification of the terms and conditions (‘Terms") of this Terms of Use Agreement
(‘Agreement’) The Senices are licensed. to you by Visa for your personal use, AND ALL RIGHTS NOT EXPRESSLY
GRANTED ARE RESERVED BY VISA OR ITS LICENSORS. If you are a Visa Member Financial Institution, this Agreefent
and your use of the Senices hereunder is subject to in all respects the Visa Intemational and Visa US A Inc. Operating
Regulations (the "Operating Regulations”). Non-member users are permitted access pursuant to the sponsorship of a Visa
Member Financial Institution ("Member') as a senice to your sponsoring Member.

NO UNLAWFUL OR PROHIBITED USE. You may not use the Senvices for any purpose that is unlawful or prohibited by these
Terms. You may not use the Senices in any manner that could damage. disable. compromise or interfere with any Visa
operated or affliated website or the network(s) connected to any other Visa senice or any other party's use of any Visa
senice. Unauthorized access to any Visa senices, other accounts. computer systems or networks connected to any Visa
seniices, through hacking. password mining or any other unauthorized means is prohibited. Visa may monitor your use of the
site without further notice for compliance with these Terms and conditions





4. Select a personal password hint question and type in your answer.  This will allow you to change your password if you forget it.
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Set Up Your Password Hint Question

In ion

Select a personal question and answer. This will be used to verify your identity if you forget your password.

Seiecta Password Hint Queston [What city were you bom in?

Password Hint Answier.

Tne Password Hint Answr can contan up to SO
[What is your ID number? Gharaciers. s ot case sensive.
[What year and month were you hired?

Submit

2] Done. T rrrBae




5. From the Visa Information Management main page, click the Visa Information Source (VIS) hyperlink.
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6. The Visa Information Source Home page appears.  In addition to the automated email that you will receive, the number of transactions pending your approval will appear on your VIS Home page.  Please note that the use of your browser’s Back, Forward, and History buttons is not supported by VIS and may result in errors.  Only use the links and icons available within VIS in order to navigate the website.
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Visa Information Management

VISA Visa Information Source

T —
Home | Inbox | Data Analysis | Cost Allocation Help

Welcome to Visa Information Source. You are logged in as kentuckyapprover, a Company User account
for DEMO-COMPANY-PURCHASING.

To navigate within Visa Information Source click a menu link, an icon, or another link.

Use of your browser's Back, Forward, and History buttons is not supported and may result in
When you are finished with Visa Information Source select another service from the Quick Links
drop down, or click Home in the Visa Information Management control bar to return to Visa Information
Management. You can log out of Visa Information Management by clicking Logout.

Your Action Items

» Allocated transactions waiting for your approval: 4

| My Account Settings |





7. Hold your mouse over [image: image5.png]Cost Allocation



 in the black menu bar, and click on Allocate Transactions .
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Use of your browser's Back, Forward, and History buttons is not supported and may result in

When you are finished with Visa Information Source select another service from the Quick Links
drop down, or click Home in the Visa Information Management control bar to return to Visa Information
Management. You can log out of Visa Information Management by clicking Logout.
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8. The “Retrieve Transactions for Cost Allocation” page appears.  Select the Billing Start Period and End Period from the drop-down lists.  Please note that VIS updates daily, so your cardholders do not need to wait until the end of the billing cycle to start reviewing their transactions.  They can always select their transactions for the currently open billing cycle.
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9. If you have access to multiple card accounts, click on the ? icon at the end of the Card Account line and check the box next to the card account(s) that you’d like to view in the pop-up window.  To view all card accounts, check the top box next to the “Select Card Accounts” header, then click the “OK” button at the bottom of the pop-up window.  You can also exclude Closed Card Accounts from the list.
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10. You can also filter the card transactions by Allocation Status.  Choose Pending from the drop-down menu to view only those transactions pending approval.
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11. After selecting the Pending Allocation status, check the box next to “Retrieve transactions for my account or pending my action.”  Click the Next button.
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12. Select the transactions that you wish to review for approval by checking the box next to the number row.  Check the box next to the # column header in order to select all of the transactions on the page.
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13. You can edit the transactions prior to approval, if necessary.  Select the transactions that you want to approve by checking or unchecking the appropriate boxes and select Approve from the drop-down menu at the bottom of the page and click the Go button.  You can reject transactions by selecting Reject from the drop-down menu instead.  An automated email will be sent to the cardholder if you reject a transaction.
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14. The number of transactions approved successfully will appear at the top of the screen and the individual transactions that you approved will be removed from the “Allocate Transactions” screen.   Please note that you can approve up to 20 transactions (one page) at a time, but VIS will time you out of the system and you may lose everything that you’ve updated if you don’t approve or reject transactions within 15 minutes.
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15. If you have more than one page of transactions, you can select the next page by clicking on the page number link at the bottom of the page.  If you’d like to return to the “Retrieve Transactions” page to select a different range of transaction, click on the “Change Selection Criteria” button.
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16. Click on the “Print Friendly” Button at the bottom of the page if you’d like to print the Allocate Transactions Page.  A printer friendly version of the page will open in a new window.

[image: image15.png][Q-O-MEAW & D0 LIS D

‘"_Sx

VISA Visa Information Source
—

Allocate Transactions
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Hierarchy Node: HQ (Node: 10000000)

Card Account: Multiple Card Accounts Selected

#  cardholder Name
Card Account No.
Trans Date Posting Date

Transaction Amount
Cardholder Tax, Tax, Tax Source
1 ARUN, BILL
XXX XXX 0000 0012
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1-300-FLORIST
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Receipt? Yes
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XO0KX XXXX 0000 0012
09/03/2002 06/03/2002
SOFTWARE INC.
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Receipt? Yes
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XXX XXXX 0000 0012
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Allocated and Approved
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837-1This is my description. |This is my purpose.

Allocated and Approved
Demo, Kentucky

888-4This is my description. [This is my purpose.

Auto Allocated

Allocated and Approved
Demo, Kentucky

This is my description. [This is my purpose.





17. The status of the transactions that were approved successfully will change from P (Pending Approval) to AA (Allocated and Approved).  Transactions that were rejected will changed to R (Rejected).  Once your Site Administrator has reviewed and downloaded the transactions the status will change to E (Extracted).
18. From the Home link you update your Email,  “Out of Office,” and Cost Allocation settings by clicking on the My Account Settings link at the bottom of the page.
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19. On the “My Account Settings” page you can turn your Out of Office on or off and select how frequently you’d like to receive email notifications for transactions pending approval.  Your choices are Every time, Never, Daily, Weekly, or Monthly.  Use the drop-down menus to make your selections and click Save.
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) start] @ 20 A varr.. | 5 sessons -ex,





20. To end your VIS session, click on the [image: image18.bmp] link in upper right-hand corner of the page.
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 dcress [{] httss/fvis.nformationmanagement.visa, com VISWiebicostallocation|costAllocationSummery.acton

ECERCEET:

Visa Information Management

VISA Visa Informa
=

Home | Cost Allocat

n Source

3 of 5 transactions SUBMITTED successfully.

Allocate Transactions

Company: 987654321 - DENO-COMPANY-PURCHASING
Cycle: From 06/13/2002 To 10/12/2002
Hierarchy Node: HQ (Node: 10000000)
Card Account: XXX XXX 0000 0015
¥ = A=Allocated , AA=Allocated and Approved , E=Extracted , N=New , P=Fending
# | Status CardholderNames TransDate  Supplier Name
- Card Account No.  Posting Date Trans Amount
1 [ P MAO CHANG 09/04/2002  COMPUTER NATION

3000()000C 0000 0015 08/04/2002  53.22

2 [ P MAO CHaNG
3000( )000C 0000 0015 03/03/2002  93.34

3 [ P MO CHaNG
3000()000C 0000 0015 03/01/2002  327.78.

4 [ P MO, CHANG
3000(000C 0000 0015 07/04/2002 5432

5 B N MAO CHANG
3000()000C 0000 0015 07/03/2002  33.34

unting Code Segment Description is Required. You must assign an at

6§ B N MAO CHaNG
3000( 000C 0000 0015 07/01/2002  567.78.

a Select Action

Receipt? o
09/03/2002  BLACK ANGUS.

Receipt? o
09/01/2002  DENNYS.

Receipt? o
07/04/2002  CORNER PUB

Receipt? Yes.

ounting Code Segment Purpose is Required. You must assign an accounting code

07/03/2002  BLACK ANGUS.

Receipt? W

unting
07/01/2002  CINDERELLA SHOES.

Receipt? W

Help

Sort and Filter
| R=Rejected , S=Saved , U=Unallocated
Cardholder Tax  Allocated to

Tax/Tax Source

Description™
Burpose®

Description*
Burpos=®

Description™
Burpose®

Description*

Burpos=®

Description™

Burpose®

Description™

Burposs”

This is a sample Description.
This is a sample Business Purpose.

Dinner for Mr. Smith, Ms. Jones, and r. Thompsg
Attending Annual Conference.

Breakfast

50 Agency Coordinators attending training

Lunch

Working Lunch for Department

Dinner.

[This is another sa|

)

o





APPROVER/CARDHOLDER CONTACT LIST

	
	Service Description
	Primary Contact
	Escalation Point

	Cardholder Support

24x7x365
	•  Balance Inquiries

•  Decline Information

•  Lost / Stolen Reports

•  Dispute Inquiries

•  Statement Requests
•  General Inquiries
	National Financial Service Center

1-800-685-4039
	National Financial Service Center*

1-800-685-4039

*Cardholder will request to speak to the Team Lead.

	Dispute Process
	•  Dispute process:

•  Cardholder should first contact supplier to resolve issue.  If they are unable to resolve the issue, all disputes must be submitted to PNC within 60 days of the statement date.


	Disputes must be sent either by mail or fax to the following: 

PNC Bank

P. O Box 535239

Pgh, PA  15253-5239

or

Fax:  412-762-9157
	Program Administrator or Agency Coordinator

	Program Support
	•  Card limit changes

•  MCC/MCCG    Changes

•  Accounting Code reallocation

•  User ID and Password resets
	Program Administrator and/or Agency Coordinator
	Program Administrator or Agency Coordinator
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