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VIS Administrator Guide – Overview

Visa Information Source (VIS) is an Internet-based application that provides tools and reports supporting Visa’s Purchasing Card program.  Please note that some of these options are secured for Program Administrators. Site Administrators may not have access to some of the information in this guide.
As a Site or a Program Administrator, you will be able to:

· View the Cardholder and Approver Cost Allocation Screens. 

· Schedule and download Ad hoc File Extracts in order to view, save, or analyze the Cost Allocation information including the Purpose and Description assigned by the cardholder to each transaction.

· Schedule and download  the Final Accounting File Extract for each billing cycle.  As a Site Administrator, you will be responsible for reviewing your site’s card transactions.  Once all transactions for a given billing period are in an “Allocated and Approved” status, you will run the Final Accounting File Extract.  This will generate an Excel report that you can download from the website and will lock down those transactions on-line, changing their status from “Allocated and Approved” to “Extracted.”  After you run the Final Accounting File Extract, cardholders will be unable to change the Purpose and Description assigned to their transactions.

· Perform certain administrative tasks on-line using the Card Management service including:

· Changing the monthly spending limit

· Changing the single transaction limit

· Changing the daily spending limit

· Changing the memo statement mailing address

· Changing the cardholder name

· Ordering replacement plastic

· Closing the card  (NOT INCLUDING LOST/STOLEN CARDS)

· View, Schedule, and Download additional reports if needed.

Logging into VIS for the First Time (All Users)

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
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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




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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5. From the Visa Information Management Home page, select Visa Information Source in order to view, download, or schedule a File Extract or report.  Select the Card Management link in order to make on-line updates 

VIS Cardholder Procedures

Cardholders are responsible for reviewing their Visa Purchasing Card transactions on VIS, entering both a Purpose and Description for their transactions on-line, and submitting their transactions for approval.  The appropriate approving supervisor or manager will be automatically notified that a cardholder has Purchasing Card transactions pending approval via email, and will be able to electronically approve the transactions on VIS.  

1. From the Visa Information Management main page, click the Visa Information Source (VIS) hyperlink.
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2. The Visa Information Source Home page appears.  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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3. Hold your mouse over [image: image5.png]Cost Allocation



 in the black menu bar, and click on Allocate Transactions .
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4. 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 you do not need to wait until the end of the billing cycle to start reviewing your transactions.  You can always select your transactions for the currently open billing cycle.
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5. Check the “Selected segments” bullet point, then check “Purpose” and click on “Next”. 
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6. Select the transactions that you wish to submit 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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7. Check the Receipt box in order to verify that you have a receipt for the transaction.   Enter your Purpose and Description for each transaction selected (both must be entered).  The Purpose field can hold up to 75 characters.  The Description field can hold up to 100 characters.
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8. Select “Submit” from the drop-down menu at the bottom of the page and click the “Go”  button.   Please note that you can submit 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 entered if you don’t submit your transactions within 15 minutes.
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9. VIS will provide the number of transactions that were submitted successfully at the top of the page.  You’ll receive a separate error message for any transactions that were not submitted successfully.  The status of the transactions that were submitted successfully will change from N (New) to P (Pending Approval).  Once your manager or supervisor has approved the transaction, the status will change to AA (Allocated and Approved).  If your manager or supervisor rejects the transaction, the status will be R (Rejected).  You will be notified via email if a transaction is rejected and you will need to correct and resubmit the transaction.  Once your Site Administrator has reviewed and downloaded the transaction, the status will change to E (Extracted).
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10. 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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11. 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: image14.png][Q-O-MEAW & D0 LIS D

‘"_Sx

VISA Visa Information Source
—

Allocate Transactions

Company: 987654321 - DEMO-COMPANY-PURCHASING
Cycle: From 08/13/2002 To 10/12/2002

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
09/04/2002 06/04/2002
1-300-FLORIST
145.00

Receipt? Yes
2 ARUN, BILL
XO0KX XXXX 0000 0012
09/03/2002 06/03/2002
SOFTWARE INC.
105.00

Receipt? Yes
3 ARUN, BILL
XOX00X XXX 0000 0012
09/01/2002 06/01/2002
COMPUTER NATION
255.00

Receipt? Yes
4 ARUN, BILL
XXX XXXX 0000 0012
07/04/2002 07/04/2002
USA FLORIST
225.00

Receipt? Yes
5 ARUN, BILL
XXX XXX 0000 0012
07/03/2002 07/03/2002
LANDS END
125.00

Receipt? Yes

Allocation Status
Allocated by
Reviewed by,
Allocated to
Description

Allocated and Approved
Demo, Kentucky

This is my description. [This is my purpose.

Allocated and Approved
Demo, Kentucky

This is my description. This is my purpose.

Allocated and Approved
Demo, Kentucky

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.





12. When finished with all transactions, click on [image: image15.bmp] link in upper right-hand corner.
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VIS Approver Procedures

The designated supervisor or manager is responsible for reviewing and approving their employee’s Visa Purchasing Card transactions on VIS.   They will be automatically notified that they have Purchasing Card transactions pending  approval via email, and they will be able to electronically approve these transactions on VIS.  

1. From the Visa Information Management main page, click the Visa Information Source (VIS) hyperlink.
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2. 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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3. Hold your mouse over [image: image19.png]Cost Allocation



 in the black menu bar, and click on Allocate Transactions .
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4. 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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5. 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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6. 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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7. 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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8. 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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9. 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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10. 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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11. 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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12. 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.
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13. 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).
14. 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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15. 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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16. To end your VIS session, click on the [image: image32.bmp] link in upper right-hand corner of the page.
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File Extract Overview (Site and Program Administrators only)

File Extracts allow you to extract information from Visa Information Source’s database. 

 An Ad Hoc File Extract allows you to generate a customized card transaction report based on the fields that you specify.

An Accounting File Extract allows you to generate a report in the same format as an Ad Hoc File Extract, but running an Accounting File Extract also marks the card transactions included in the report as “Extracted” and these transactions may no longer be edited or included in a future Accounting File Extract.

File Extract Templates can be created in order to share a customized File Extract with other Visa Information Source users.  

We’ve created the following three File Extract Templates and shared them with all Site and Program Administrators:

· Test Transaction Report:  This Ad Hoc File Extract will allow you to create a report that lists all card transactions in an “Allocated and Approved” status for the date range that you specify.  This report includes all of the fields displayed on the Cost Allocation screens in a Microsoft Excel format.

· Unapproved Transaction Report:  This Ad Hoc File Extract will allow you to create a report that lists all card transactions that are not in an “Allocated and Approved” status for the date range that you specify.  This report includes all of the fields displayed on the Cost Allocation screens in a Microsoft Excel format.

· Final Transaction Extract:  This Accounting File Extract will allow you to create a report that lists all transactions with an “Allocated and Approved” status in the same Microsoft Excel format as the “Test Transaction Report.”   Running this report will also change the status of these transactions to from “Allocated and Approved” to “Extracted” and cardholders will be unable to change the Purpose or Description entered for these transactions after you run this report.  

You will also be able to create your own customized File Extracts as needed.  For more detailed information on how to create a customized File Extract you can download the VIS File Extract Procedures manual by clicking on Mailbox, then selecting Documentation from the Mailbox menu.  The file name to view or download is VIS_File_Extract_Procedures.pdf.

Using a File Extract Template to Create a File Extract Definition 

You will need to create File Extract Definitions using the templates provided to you.  You will only need to do this once for each template.

1. Login to Visa Information Management and select the Visa Information Source link.
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2. Hold your cursor over Data Analysis on the black menu bar and click on File Extracts.
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3.  On the “File Extract Definitions and Templates” page, select “Templates Only” from the drop-down menu and click the Apply button.
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4.  Click on the Edit Icon 
[image: image37.png]


 for the template that you would like to use to create a new File Extract.


5.  Enter a File Extract Name near the top of the “Define a File Extract” page.  Click the Schedule button at the bottom of the page.
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1. The Schedule a File Extract page appears.  
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7.  The Execution Schedule defaults are One Time, Today’s Date, and the Current Time.  You can schedule the File Extract to run Daily, Weekly, Monthly, Quarterly, or Annually by using the drop-down menu.
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8.  Select the range of transaction posting dates to include in the File Extract.  You can select the Date Range by Billing Period or by calendar dates.

[image: image42.png][Q@e - © - [# [&) | 8 () [(3 P lcrovns @ 1) | &
| e it vew Fevortes Toos tep [ >
D r—————ry e s—y— 18«

Visa Information Management =
VISA Visa Information Source WEE? ©PNCBANK

Home | Inbox | Data Analysis | Cost Allocation Help

Schedule a File Extract > My Extract Name

Extract Schedule
Execution Frequency [One Time =]
Run on Date = [t0/2472005 |
Execution Time=: & Run Now

© select Time [15 =] [22 =] hhimm

Select Extract Dates.

Select Extract Dates By™ ~Choose an Extract Date Type - =

==Required

Sone
)start] (@ Re: Fw: nfospan Fes, .. [ @ 3 nternet Explorer < | &) SESSION: -EXTRAI® En.. | ) vis Ste Adminstator Gu.





9.  If you choose Billing Period, select the First Billing Period to include from the drop-down menu.  You can include up to 25 billing periods.
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10.  Enter the number of Billing Periods to include in the Extract and click the Save button.
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11.  A message will appear at the top of your page letting confirming that your File Extract definition was created.  Your first File Extract will also be scheduled to run.  Once the File Extract runs, you’ll be able to download it from your Visa Information Source Inbox.
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Downloading a File Extract or Report from the Inbox

12. Select Inbox on the Visa Information Source black menu bar.  
 [image: image46.png](@ © =) ) 0] % D)) O e @11 12

| He Edt vew Favorits Ioos tep
EISES

| Address [ https:vis.informationmanagement.visa.com/VIStWeb)reportinbox.action?MENU_COMMAND=itModuleScommand =view
Visa Information Management

VISA Visa Information Source W (S PNCBANK

Home | Inbox | Data Analysis | Cost Allocation Help

Inbox

Show: [Trems completed successfally =]

There are no inbox items.

[

[T 15 (@ Tstedstes
BERCDENSHL@ 32

Eloone
@)start] (@ Re: FW: nfospan Fies, .. [ @ 3 Internet Explorer < & SESSIONS - EXTRAI® En.. | 8] vis S Admnstator





13. If you do not see your File Extract or Report listed on the Inbox page, select “Items processing/waiting/failed” from the drop-down menu and click the Apply button.
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14. The File Extract or Report Name and Status will appear.  If the status of the item that you wish to download is Scheduled or Processing, the item is currently unavailable and you will need to try to download it again at a later time.
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15. Once the File Extract or Report has completed successfully it will appear in the Inbox.  Click on the download icon to download the file.
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16. A Visa Information Source pop-up window will appear informing you that your file is downloading.  Depending on your browser security and privacy settings, you may receive an error message at the top of the pop-up window informing you that the file download was blocked.  If you do receive this error message, simply click on the error message itself and select “Download File” from the pop-up menu.
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17. If you receive an additional File Download box, click on the Open button to view the File Extract, or click the Save button to save the File Extract on your desktop or to your shared drive.  Close the Visa Information Source pop-up window.
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18. Your File Extract will be automatically deleted from your Visa Information Source mailbox on the Expiry Date unless you archive it.  To Delete or Archive the file, simply check the box next to the file name and select an action from the drop-down box at the bottom of the Inbox and click the Go button.
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Card Management Overview

Visa Information Management’s Card Management service provides real-time views

and updates to corporate card information. 

To access the Card Management service

1. Open your Web browser and enter http://InformationManagement.visa.com.  The login page appears.

2. Enter your user ID and password, then click Login. The Visa Information Management Home page appears.

3. Click Card Management. The Card Management Home page appears.


The Card Management service provides the following functional capabilities:

· Ability to view and update card account fields and account authorization data

· Real-time updates to corporate card information

· Ability to request new plastic for an existing card account

· Access to account status information via detailed audit reports

Navigating Card Management

To navigate within Card Management, use the links on the navigation bar at the top of

each page. The link for your current location appears in gold text, while the links to

other pages appear in white.


The Card Management service includes the following:

· Card Management allows you to view and/or update cardholder account information. 

· Audit Report shows audit information about how the Card Management service is being used. 
Managing Card Accounts

The Card Management feature provides access to cardholder data, card limits, account authorization data, account status and unit information. It enables you to access real-time views and to make real-time updates to corporate card information.  To access the Card Management feature, click Card Management on the navigation bar.

The Search Card Account page appears.

You can complete the following tasks from this page:

· Search for a card account

· View a card account

· Edit a card account

Searching for a Card Account


To search for a specific account, or cardholder names that begin with a particular letter, enter the information you are looking for, then click Go. If there is a match, the cardholder names appear.

When the search results appear, you can view, update or delete individual cardholder accounts:

· Click the View icon to view account information.

· Click the Edit icon to update account information.

· Click the Delete icon to delete a card account.

· Click the Request icon to request new plastic for an existing card account.

Displaying All Accounts


To display all accounts, leave all search fields empty and click Go. The cardholder name and account number of all card accounts you are authorized to see are listed in alphabetical order.

Viewing Account Information

Click the View icon on the Search Card Account page to access detailed information for a specific account.


The date the information was last updated appears at the top of the page. Click the refresh icon to update it with real-time information.

The account information is organized into the following segments:

· Cardholder Data displays account and contact information.

· Allocation Data shows the G/L Sub Account Code used for this account.

· Account Limits displays card and cash advance limits.

· Account Status displays account status value (defined in the organization’s profile).

· Groups Data displays daily transaction amount limits, authorization limits per MCC Group (if defined for this account), and other amounts for which this card account is authorized.

Updating Card Accounts

To update information for a specific card account, click the Edit icon on the Search

Card Account page. The Update Card Account page appears.

[image: image53.wmf]
The options are as follows:

· All – Allows you to update both account information and account authorization.

· Account Information – Updates account information only (covers cardholder data, allocation data, account limits and account status).

· Account Authorization – Updates account authorization only (covers both account authorization data and MCC Group authorization data).

Check the box for the segment you want to edit, then click Next. The corresponding update page appears.

Updating Account Information

The Update Account Information page allows you to edit the following segments:  Cardholder Data, Allocation Data, Account Limits and Account Status.

The top of the page shows the date the information was last updated and the data source. To retrieve the latest information, click the refresh icon to update the displayed fields with real-time data.

  
You can use the Credit Limit field to make a temporary or permanent change to an account’s card limit. To make a permanent change, enter a new limit in the Credit Limit text box.  To set a card limit for a specific period of time, enter a temporary card limit in the Credit Limit text box. Enter the card limit you want to revert to in the Future Credit Limit text box. Use the Calendar icon to specify the effective date for the card limit to be reset.

You can only use the Future Credit Limit and Effective Date fields if the card limit has been changed to a temporary value.

To update cardholder account information

1. If on the preceding page you selected to update All, edit the available information for  this category, then click Next. The Update Account Authorizations and MCCGs page appears.

2.  If you selected to only update Account Information, edit the available information for this category, then click Next. The Add Comment to Cardholder Update page appears.


3. You can add comments when updating the card account information, then click Done. Review the information on the confirmation page; if all is correct, click Confirm, then click OK.

4. To return to the Update Card Account page without saving any changes, click Cancel.

 Updating Authorizations 

The Update Account Authorizations allows you to set transaction amount limits for a card account.

To update authorization data

1. Check the first box to update authorization data for this account on the

Update Account Authorizations  page.


5. Click Update Values. The Edit “Authorization Data” Value Limits page appears.

6. Enter any updates to the monetary and velocity limits in the fields provided, then click Next. The Add Comment to Cardholder Update page appears. 

7. After adding comments on the Add Comment to Cardholder Update page, click Next. A confirmation page appears.

8. Click Confirm or click Back to return to the previous page.

9. Click OK on the confirmation page.

Requesting New Plastic

To request a new card

1. Click the Request icon for the card account you want to request new

plastic. The Request New Plastic page appears.


2. Enter the number of cards you are requesting in the text box.

3. Specify a delivery option from the drop-down menu.

4. If you want the new cards delivered to a different address, check the Deliver Plastic to Alternate Address box and enter the address in the text boxes.

5. Enter comments for this request in the Add Comments text box.

6. Click Submit when you are done.

7. After verifying the information in each field, click Submit and then click OK.

Checking Audit Reports

The Audit Report feature allows you to view a complete record of all activities performed in the Card Management service. It provides detailed reports organized by Query Type of any user entered data (and any associated requests submitted by the Card Management service). For example, you can use this feature to check the status of an authorization update to a card account.  To access the Audit Report feature, click Audit Report on the navigation bar. The Search for an Audit Report page appears.


From this page, you can:

· Search for an audit report.

· View an audit report via search results listings.

Searching for an Audit Report

Click the Audit Report link to access the Search for an Audit Report page. You can locate or filter detailed records of user actions using the following search options.  To search for a specific set of audit reports, enter the information you are looking for, then click Go. The search results list provides a summary list of reports that match the search criteria you have entered. To view a detailed audit report for any action, click an Account Number link.


 Displaying All Audit Reports

To display all audit reports, just click Go. A complete list of all audited activities are displayed on a single scrollable page. Audit reports are listed in chronological order.

Viewing Audit Reports

All audit reports include the following generic information:

· Date Updated

· Updated by

· Status

· Query Type

· Visa Message ID

Depending on the action that was audited, additional information may also be supplied about the associated data fields (for example, card account information, unit data, or authorization details).

To view an audit report, click its Account Number link on the Search for an Audit Report page.  The corresponding page appears. When you finish viewing the information, click OK to return to the Search for an Audit Report page.

.

Program Administrator Contact List

	
	Service Description
	Primary Contact
	Secondary Contact
	Escalation Point

	General Account Servicing
	•General Inquiries

•Decline Info

•Payment Info

•Corporate Invoice   Requests

•Address Changes 

•Limit Changes (*Limit   increases over $10,000 please submit email to PNC Bank) 

•Edits to Agency name, contact name, and address
	Account Services Representative

Matt Keeney

1-888-762-6011 (ext*81799)

Direct Dial 412-768-1799

Fax 412-705-0759

Email:

matthew.keeney@pnc.com
	Account Manager

Holly Kreisel-Jones

Phone: 412-768-6567

Fax: 412-705-0759

Pager: 412-270-0896

Email: Holly.Kreisel-Jones@pnc.com
	National Financial Service Center*

1-800-685-4039

*The support representative will send a page to the client service manager on call



	Program Support (PNC)
	•Program Consulting

•Vendor Acceptance

•General Issue Escalation

•Corporate Account Decline

•Structural Questions

•Procedural Questions 

• Technology Consulting


	Account Manager

Holly Kreisel-Jones

Phone: 412-768-6567

Fax: 412-705-0759

Pager: 412-270-0896

Email: Holly.Kreisel-Jones@pnc.com
	
	Christine Connor

Phone: 412-768-2611

Fax: 412-705-0759

Pager: 412-433-0502

Email:

Christine.Connor@pnc.com
National Financial Service Center*

1-800-685-4039

*The support representative will send a page to the client service manager on call

	Program Support (Commonwealth of Kentucky)
	•Agency Program Admin Changes

•MCC/MCCG Changes

•Password and User ID resets

General VIM questions
	Finance & Administration Cabinet

Customer Resource Center (CRC)

1-502-564-9641 (ph)

1-877-973-4357 (toll free)
	
	Finance & Administration Cabinet

Customer Resource Center (CRC)

1-502-564-9641 (ph)

1-877-973-4357 (toll free)

	Program Administrator Support
	•General Inquiries 

•Balance Inquiries

•Decline Info

•Lost / Stolen Reports

•Dispute Inquiries

•Statement Requests

•General  Account Inquiries
	Program Administrator Hotline

1-888-762-6011 (available Monday through Friday, 8:00 AM, EST until 5:30 PM, EST
	
	After hours of operation Program Administrator Hotline:

National Financial Service Center*

1-800-685-4039

*Cardholder will request to speak to the Team Lead.

	Cardholder Support

24x7x365
	•Balance Inquiries

• Decline Information

•Lost / Stolen Reports

•Dispute Inquiries

•Statement Requests

•General Account 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.

	Visa Information Management (VIM) Web Tool
	The following actions can be completed on line by using the Card Manager Module located within VIM website:            

· Address Changes 

· Limit Changes   *(Please note that all requests to change limit changes over $10,000 must be submitted to PNC via email to the   following addresses: pcard@pncbank.com and commcardqa@pncbank.com with business justifications.)

        Cardholder Reports

	
	Service Description
	Primary Contact
	Secondary Contact
	Escalation Point

	New Cardholder Requests
	•New Cardholder Requests 

Limit Increases over $10,000
	•New cards requests and card limit changes over $10,000 must be submitted on the ACE spreadsheet, and sent to the following email addresses: pcard@pnc.com, and commcardqa@pnc.com
***Please note all requests over $10,000 must include a business justification for the limit. 
	
	Account Services Representative

Matt Keeney

1-888-762-6011 (ext*81799)

Direct Dial 412-768-1799

Fax 412-705-0759

Email:

matthew.keeney@pnc.com

	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

Pittsburgh, PA  15253-5239

or

Fax:  412-762-9157
	
	Account Services Representative

Matt Keeney

1-888-762-6011 (ext*81799)

Direct Dial 412-768-1799

Fax 412-705-0759

Email:

matthew.keeney@pnc.com

	PNC Treasury Management Contact
	Overall Treasury Management relationship
	Jodi Leslie, Vice President 
502-581-3245 (ph)

502-581-2470 (f)

jodell.leslie@pnc.com
	Linda Haas, Vice President

502-581-4906 (ph)

502-581-2470 (f)

linda.haas@pnc.com
	

	PNC Treasury Management Contact
	Relationship Manager
	John Thurman, Vice President

502-581-4969 (ph)

502-581-3355 (f) john.thurman@pnc.com
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Home | Cost Allocation Help.
Retrieve Transactions for Cost Allocation

Restrict the List of Transactions by Hierarchy Node, Allocation Type, and Date

Hierarchy Node™: [COMMONWEALTH OF KENTUCKY (Node: 10057595) o

™ Retrieve transactions for the selected node only.

Card Account® 000 00K
Siling Cycle* Siing =] Start Period: [10/18/2005 E] £nd period: [11/16/2005 5]

Additional transaction retrieval options

Allocation Status™ ~Any Status

Accounting Code viewing options.

Accounting Code

Segments to display: © Al segments

@ Selected segments

You can select up to three (3) segments
. Purpose
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