Allocator Procedure for Allocating Monthly Credit Card Statement(s)

Receive completed monthly statement from cardholder. Statement must have/contain the following:

a. ALL receipts stapled to back or an explanation why a receipt is not attached.
b. Signed and dated on last page by the cardholder.
c. If needed, any account coding instructions from the cardholder.

To continue with the process both a and b above must be true. If not, return entire statement to cardholder requesting they
resubmit the statement with the required information.

Login to Visa Information Management (V1M) website at vim.visa.com. You will be on the Home page, see example
below.

3 Visa Information Management - Mozilla Firefox

Eile Edit Wiew History Bookmarks Tools Help

-~ € ¢ a5 A neesiinformationmanagement visa. comfInviteweb/common/Control jsp7firstTime=False ¢ - | [IGl-]so0ae

2] Most visitsd # Getting Started .| Latest Headlinss

mywebsearch ~ [ [Dsearch [+] Bl myFuncards 7 Swiley Certral M Screensavers P Cursor Maria
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Welcome to Visa Information Management

Services

Mailbox Visa® Supplier Locator
Data Delivery and Storage Service US Suppliers Wielcoming ‘isa Commersial Cards

Visa Infermation Source
Spending Managsment Tools

© 2002 - 2008 Visa Inc. Al rights reserved

Done

Click once on Visa Information Source (VIS). You will now be on the VIS home page. With your mouse roll over the
Cost Allocation menu option then click once on the Allocate Transactions choice.

¥ Visa Information Source - Mozilla Firefox

=la =]
Eile Edit View History Bookmarks Tools Help
-~ €& ¢ o Ji= Jrepsusvis.informationmenagsment. visa, comvISWebjinvitebridas. actiogafiode—access <7 - - Google £
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Home | Inbox | Data Analysis | Cost Allocation | My Settings | Help.

welcome, MARY ELLEN GARDNER, to ¥isa Information Source. vou are logged in as
bromaardner, a Company Ussr ascount for BRYN MAWR COLLEGE.

Action Items

Rejected allocations waiting for revision: _1

Rejected Cardholder Statements waiting for revision: _1

2002 - 2008 Visa. Al rights resered
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Allocator Procedure for Allocating Monthly Credit Card Statement(s)

5. The Retrieve Transactions for Cost Allocation screen will appear. See example below.

%9 Retrieve Transactions for Cost allocation - Mozilla Firefox == x|
File Edit View History EBookmarks Tools  Help
CS - C X & H-‘. | https:vis.informationmanagement visa, comjVISeb fmaintsincostallocprompt  action?TARGET_ACTION=target_maintaincostalocprompteMENL_COMMAT 17 = |-|Gung\a 2
|2 Most visited % Getting Started 5. Latest Headlines
mywebsearch - [ P search Iv (] MyFunCards ") Smilsy Central | Scresnsavers P Cursor Mania
lm Home | My Profile | Logout
V’s Visa Information Source

Home | Inbox | Data Analysis | Cost Allocation | My Settings | Help

Retrieve Transactions for Cost Allocation

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

Hierarchy Mode*: [BRYM MAWR COLLEGE (Nods: 12404642)

[T Retrieve transactions for the selected node only

Only need to

Card Acsount*; [Select a Card Account - ?
Change these Billing Cycle*: Billing -] Start Period: [ <Start Feriod= =] End Period: [<End Period= =]
2 items. Additional transaction retrieval options

Allocation Status™: - Any Status - hd

Accounting Code viewing options

Accounting Code

Seaments to display: @ #ll segments

" selected segrments

*=required

2002 - 2009 Visa. Al rights reserved,

| Done wis informationmanagement. visa.com |
a. Hierarchy Node: Do not change.
b. Card Account: Click on the blue question mark (?).

i. The following screen will appear which will list all card accounts you have access to. To choose a
cardholder, click in the box next to the employee’s name. A checkmark will appear. Click the Ok button.

3 select a Card Account - Mozilla Fir<fox -10O] x|

H;; - “ https:,l',l'\-'is.inFDrmatiDWment.visa.u:u:um;"-.-'IS'u'-.-'el:u,h:nstallu:u:atic:n, "'-i?

Apply

r GARDMNER, MART ELLEM - Rimx mkw mxes 7973
I} TRANS 10 - M0 2 Wi 3101

Done wis.informationmanagement. visa, canm f}
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Allocator Procedure for Allocating Monthly Credit Card Statement(s)

c. Billing Cycle/Start Period: Click on down arrow, choose start date for month you are allocating.

d. Billing Cycle/End Period: Click on down arrow, choose end date for month you are allocating.

e. Allocation Status: Do not change.

f.  Accounting code segments to Display: Do not change.

¥J Retrieve Transactions for Cost =12 =l
Eie Edt wew History Bookmarks Tooks Help

@ - (as [ [ https:Jyvis.inFormatiormanagement visa.comWISweh/maintaincostallocpr ompt action? TARGET_ACTION=target_maintaincostallocpromptEMENL_COMMA 77 - | |[Gl=| Goodle 0
(2] Most Visited @ Getting Started 5. | Latest Headines

mywebsearch [ [ 5earch [+] [Elmyruncarde =) smiley Contral M screensavers P Cursar Maria

- Visit other services - = Home | by Profile | Logout

V's Visa Information Source

| cast

Home | Inbosx | Data an.

Retrieve Transactions for Cost Allocation

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

Hierarchy Node® [ER MAWR COLLEGE (Node: 12404842)

I Retrieve transactions for the selected node anly
Card Account* [FRANS 10 - %X%R RXXmR #XR 3101 ?
BTy Femr——PP>Start Period: [01/30/2008 =] End Period: [02/5772008  £=

Additional transaction retrieval options
Allocation Status* ~ Any Status - =
Accounting Code viewing options

Accounting Code & all ssgments

Segments to display:
© selected segments

g. Click Next button., |—— =T EETE

2002 - 2008 Visa. All rights reserved

[ vis.inFarmationmanagement visa.com

[ Done

6. A list of all purchases made for that monthly statement will be listed. To sort purchases by transaction date click on Trans
Date in the column header. See example below.

== ]
Eile Edit Yiew History Bockmarks Tools Help
@ - (wr e W heeps:ppvis infarmationmanagement. visa, action vy - [IGl-[coeae y:
(2] Most isited P Getting Started - | Latest Headines
mywebsearch - [ [P 5earch [-] (E] muruncards %) smiley Central M screensavers s Cursor Maria
- Wisit other services Home | My Profile | Lagout =
V’S Visa Information Source
Home | Inbox | Data Ana s | Ccast | My Settings | Help
Allocate Transactions
Company 7860252 - BRYN MAWR COLLEGE Sort and Filter
Cycle: From 01/30/2009 To 02/27/2009
Hierarchy Node: BRYN MAWR COLLEGE (Node: 12404642)
SOrt Card Account: HERE KRRE KRRE 3101
S ** a=allocated , Ad=allocated and Approwed , E=Extracted , N=New , F=Pending , R=Rejected , S=Sawed , U=Unallocated
by # [~ sStatus Cardholder Name Supplier Name Allocated ta Allocated by
e t No. Transaction Amount Description® Reviewed by
Tax and Tau Source
Trans Cardholder Tax
Dat ER A TRANS 10 SUMOCO SVWC STATION [1[51752(01645 25554 | Auto Allocated
KEXK XAKXK KXHK 3101 37.47
ate R Auto Allocated
0173072008
Receipt? [
z O A TRANS 10 SUNOCO SWC STATION [1]51752(01646 (29990 | Auta Allocated
KUMH MAMK HKHK 3101 29,13
R Auto Allocated
02/02/2009
Receipt? [
ER a TRANS 10 SUNOCO SWC STATION [1]51 7520104699950 | Auta Allocated
WENR MRHK HKER 3101 57,05
juiariagainiae Auto Allocated
02/13/2009
receiptr [T
4 - A TRANS 10 SUNOCO SYC STATION [1[51752(01545(59955] ] Auto Allocated —
KXXK XAXK KXXX 3101 51.00
R s Auto Allocated
0z/15/2003
Receipt? [
I a TRANS 10 SUNOCO SWC STATION 15175201545 00090 | Auto Allocated
KEXK XAKXK XXXK 3101 45.00
SEiarsann Auto Allocated
02/18/2009
Receipt? [
& A TRANS 10 SUNOCO SWC STATION [1]51732|01045(99990) ] Auta Allocated
RERE RERK HEER 3101 27,00
g L Auto Allocated
02/17/2009
Receiptz [T
ER a TRANS 10 SUNOCO SWC STATION [1[51742 0164555555 Auta Allocated
SN NHHK KKK 3101 45.72
jasigaiais Auto Allocated
0z/20/2009
receiptz I
8 A TRANS 10 SUNOCO SVYC STATION [1[51752(01545(29558)] Auto Allocated =
wis.Infarmationmanagement. visa.com

Done



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

v/ To split a single purchase into 2 or more different 16-digit account numbers please use the Allocator
Procedure for Splitting Purchases located on the Controllers’ Office website under Monthly Process

Procedures at http://www.brynmawr.edu/controller/facstaff.ntml#CreditCard.

Click on box located in gray area and a checkmark will appear in that box and next to every purchase listed. The Allocated
to and Description fields as well as the Receipt? box will also become white instead of gray.

Each purchase has been auto-allocated (see Allocated by column) to a BMC 16-digit account number (see Allocated to
column) based on the following:

a. Fund=1

b. Account code = based on vendor’s Merchant category code (MCC)
c. Department = default department for that credit card
d. Project = default project for that credit card

Review each purchase for account number changes. If you need to change any part of the 4-part account number do the
following:

a. Allocated to field: Use your left and right arrow keys to move throughout the field NOT backspace. The parallel
lines in the Allocated to field must remain exactly as they are. Click in the section of the field you want to change.

i. For example, if in transaction 2 shown below you wanted to change the department then you should click
after the 5 in 01845.

¥ allocate Transactions - Mozilla Firefox o =S|

Fle Edt Wew History Bookmarks Tools  Hslp

@ - (a1 JFe | hitps:ijois.nformationmanagement. visa com(YI5weh/costalncationjcostAlicationsummary. action 7y« [[Cl[ 000 s

|2 Mast visited 4 Getting Starked 5 | Latest Headlines

mywebsearch - I (8] MyFunCards ) Smiley Central ™ screensavers B Cursor Mania

Click
in
box

[~ visit ather services - ¥ Horme | Wy Profile | Lotout =
V’s Visa Information Source
Home | Inbox | Data Analysis | Cost Allacation | | My Settings | Help
Allocate Transactions
Company: 7860252 - BRYN MAWR COLLEGE Sort and Filter
Cycle: From 01/30/2009 To 02/27/2009
Hierarchy Node: BRYN MAWR COLLEGE (Node: 12404642)
Card Account: RREK HRKR KHRK 3101
¥ ** a=Allocated , Ad=Allocated and Approved , E=Extracted , N=New , P=Pending , R=Rejected , S=Saved , U=Unallocated
—+p> [ Status Cardholder Name Supplier Name allocated to Allocated by
o Card Account No. Transaction Amount Description* Reviewed by
Trans Date Tax and Tax Source
Posting Date Cardholder Tax 8. Allocated by and
1 W A TRANS 10 SUNOCO S¥C sm'rloml 1]51732|01645(99399]| 2 Auto Allocatsd I{— All ted t
HHRN HHNN KNKR 3101 37.47 = ocated to
0172842008 Auto Allocatsd
01/30/2003
Receiptz [
I A TRANS 10 SUNOCO SWC STATION [151732|01845] 99993 | 2 Auto Allocatsd
KRN KHXK KAKX 3101 29,13 0 -
01/29/2003 Auto Allacats . i .
02/02/2009 9.a.i. Click after 5in 01845
Receiptz [
I A TRANS 10 SUNOCO SWC STATION [1]51732|01845[99599] | 2 Auto Allocatsd
HMMM HHMM KHKK 3101 57.05 i 5 :
02/11/2009 Auta Allascats
02/13/2008
Recsiptz [
4 I~2 n TRANS 10 SUNOCO SWC STATION [1|51732|01845|99299]| 2 Auto Allocated -
KMKN HHMM KHKN 3101 51,00 :
02/12/2009 Auto Allocated
02/16/2003
Receiptz [
5 W A TRANS 10 SUNOCO S¥C STATION [151732|01845]99993] | 2 Auto Allocated
HMKN KHMM KHKK 3101 45.00 :
0241442008 Auto Allocated
02/16/2003
Receiptz [
& A TRANS 10 SUNOCO SWC STATION [151732|01845]99993] | 7 Auto Allocated
HHKN MMM KKKX 3101 27.00 | o
02/15/2009 Auto Allocate
02/17/2003
Receiptz [
7w A TRANS 10 SUNOCO S¥C STATION [1)51732|01845]99993] | 2 Auto Allocated
HNRN HHNN KNKR 3101 45.72 0 5 :
02/18/2009 Auto Allocate
02/20/2003
Receiptz [
I A TRANS 10 SUNOCO S¥C STATION [151732|01845(99999] | 7 Auto allocated ]
Dong vis.informationmanagement.visa.com ||
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Allocator Procedure for Allocating Monthly Credit Card Statement(s)

Backspace to delete the auto-allocated department number. See example below.

Allocate Transacl la Firefox =12 x|
File Edk VMiew History Bookmarks Tools  Help
@ - A RT—— by y I action o~ I
2] Mast visited 4P Getting Started - | Latest Headlines

mywebsearch ~ [

[Pssarch [-] (&l mypuncards

“*) Smiley Central M| Screensavers P Cursor Mania

VIS

Home | Inbox | Data Analys

Allocate Transactions

Cormpany:
Cycle:
Hierarchy Node:
Card Account:

L

* v

Status
o

| cost allocation

- Wisit other services

Visa Information Source

7860252 - BRYN MAWR COLLEGE
From 01/30/2009 To 02/27/2009
BRYN MAWR COLLEGE [Node: 12404642)

M MMM HMMK 3101

TRANS 10
RRKE KXHR KRR 3101
01/28/2009

01/30/2009

Receiptz [

TRANS 10

RRKE KXKR RHRR 3101
01/28/2009

02/02/2009

Receiptz [

TRANS 10

FEEM MEHME MRKE 3101
02/11/2009

02/13/2009

Receipty [

TRANS 10

RHHH HHMH HRKK 3101
02/12/2009
02/16/2009

Receipt? [

TRANS 10

MR W KKK 3101
02/14/2009
02/16/2009

Receiptz [

TRANS 10

RRKER RRKR RHRR 3101
02/15/2009
02/17/2009

Receiptz [

TRANS 10
RRKK XK RRRR 3101
02/15/2009
02/20/2009

Receiptz [

Supplier Name
Transaction Amount
Tax and Tax Source
cardholder Tax

SUNQCO SVC STATION
3747

SUNOCO SVC STATION
29,13

FEEERER. £

Allocated to
Description™

1151732|016845|99999] |
Auto aAllocated

Horme | My Profile | Logout

| My Settings | H:

Sort and Filter

** A=#llocated , Ab=Allocated and Approved , E=Extracted , N=New , P=Pending , R=Rejected , S=Saved , U=Unallocated
tardholder Name
Card Account N
Trans Date &

Allocated by
Reviewed by

2 Auto Allocated

Auto Allocated

SUNOCO SWC STATION
57.05

1151732|01845|98989]|

Auto Allocated

SUNOCO SVC STATION
51.00
SUNOCO SWC STATION
45.00
SUNQCO SV STATION
27.00

SUNOCO SVC STATION
45.72

SUNOCO SVC STATION

1151732|01845|959891|
Auto Allocated

1|51732|016845|99999]|
Auto Allocated

1|51732|016845|99999 |
Auto Allocatsd

1151732|016845|99999] |
Auto Allocated

1151732|01845|98989]|

ii. Backspace to delete unwanted number

2 Auto Allocated

2 Auto allocated

2 Auto Allacated

2 Auto Allocated

2 Auto Allocated

2 Auto Allacated

Done

|| vis.informationmanagement visa. cam

iii. Type the correct department number. In the example, | am changing 01845 to 00269. See example below.
Allocate Transactions - Mozilla Firefox == x|
File Edit Miew Higtory Bookmarks Tools  Help
(o e 1 httpsipvis.nFormationmanagement visa.comiVISWebjcastallacationfcostAllocationSUmmary. action =] Gecgle P

O -c

|2 Mast visited P Getting Started .| Latest Headlines

mywebsearch - [

{Psearch |v| (€] MyFunCards

*) Striley Central B Scrsensavers P Cursor Mania

VIS,

Home | Inbox | Data Analysis | Cost Allocation

Visa Informatiol

Allocate Transactions

Company:
Cyale:
Hisrarchy Mode:
Card Account:

v

R

Status
e

isit ather services

h Source

7BE0252 - BRYN MAWR COLLEGE

Fram 01/30/2009 To O
BRYM MAWR COLLEGE
MR KUK KHMM 310

CLardholder Name
Card Account
Trans Date =
Posting Date

TRANS 10
KHRK KHKK KXHK 3101
01/26/2009

01/30/2009

Receipty [

TRANS 10

KHRK KHKK KXXK 3101
01/28/2009
02/02/2003

Rreceipt? [

TRANS 10

KHKK KRKK KXKK 3101
02/11/2009
02/13/2003

Rreceipt? [

TRANS 10

KHKK KRKK KXHK 3101
02/12/2009
02/16/2003

Rreceipt? [

TRANS 10

KHRK KHKK KXHK 3101
02/14/2009
02/16/2003

Rreceipt? [

TRANS 10

KHKK KRRK KXHK 3101
02/15/2009
02/17/2003

Receipte [

TRANS 10

KHKK KHKK KXKK 3101
02/18/2008
02/20/2003

Rreceipt? [

TRANS 10

2/27/2009
(Node: 12404642)
1

Supplier Name
Transaction Amount
Tax and Tax Source
Cardholder Tax

SUNOCO SWC STATION
3747
SUNOCO SWC STATION
2813
SUNOCO SWC STATION
57.05
SUNOCO SWC STATION
51.00
SUNOCO SWC STATION
45.00
SUNOCO SWC STATION
27.00

SUNOCO SWC STATION
45,72

SUNOCO SWC STATION

Allocated to
Description*

1[51732|01845]59999]
auto Allocated

Home | My Profile | Logout

Sort and Filter

*+ p=pllocated , AA=Allocated and Approved , E=Extracted , N=New , P=Fending , R=Rejected , S=Saved , U=Unallocatzd

Allocated by
Reviewed by

2 Auto Allosated

.
1|51732| 00269 SRS
auto Allocated

1[51732|01845]99999]|
auto Allocated

1[51732|01845]39999] |
Auto Allocated

1[51732|01845]99999]|
auto Allocated

1[51732|01845]39999] |
Auto Allocated

1[51732|01845]99999]|
auto Allocated

1[51732|01845]39999] |

I iili. Tvpe correct number

2 Auto Allosated

2 Auto Allocated

2 Auto Allosated

2 Auto Allocated

2 Auto Allosated

2 Auto Allocated

Dione

vis.informatisnmanagsment visa.com



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

b. To look up any part of the account number instead of manually typing in the number you can do the following:

i. On the main screen, click on blue question mark (?) next to Allocated to field for that purchase. For the
example, | am changing purchase number 3 from the previous page. The following window will appear.

o x
H*. - ” hktps: ffvis informationmanagenment . visa . camfWISWebvalidateacs. action 1_?
Accounting Code Segment Allocate To
Funds 1 | ? Unrestricted
Account Codes : [s173z | 7 Gas & oil Supplies
Departments : |o184s | ? Rental van
Projects : [g99g9g | £ \project Default

Mote: Card accounts may be restricted to a specific set of accountlig codes for allocation, vou may not be able
to edit some Accounting Code Seaments, Contact yvour administratyr for further assistance,

1 | 2

| Done | vis.infa‘mationmanagement.visa.com !

ii. Forthe Account Code Segment you wish to look up, click on the blue question mark (?). For the
example, | want to look up the Department for the purchase so | am clicking on the blue question mark (?)
to the left of Rental VVan. The following window will appear on top of the other window.

9 select Accounting Codes - Mozilla Firefox -1l x|
iii. (from H;.' : H htkps: fivis.informationmanagement, visa, comYISWebjvisdecoder , action ﬁi?
next
page) Accounting Code Accounting Code Name
Click on ——p 00263 Bi-College Transportation
blue 00269 Tri-College Wan
number 01432 Campus Shuttle

01845 Rental wan

| Done | vis.infarmationmanagement. visa.com |

v’ Questions about or to request access to additional funds, account codes, departments and/or projects in
VIM, please email the Controllers’ Office at bmc _creditcard@brynmawr.edu.

6
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Allocator Procedure for Allocating Monthly Credit Card Statement(s)

iii. Click once on the department number that should be charged for this purchase. The window will
automatically close and bring you back to the previous window. It will populate the field with the new
department number. In the example, | clicked on 00263, see below.

efor =10] x|

h‘. ; ﬂ https:)vis.informationmanagement. visa, comiVIsWebvalidateacs. action ﬁ_:?

¥ accounti

ode Segments - Mozilla

Accounting Code Segment Allocate To

Funds : 1 £ Unrestricted

Account Codes : 5173z ?_ Gas & Ol Supplies
Departrents o |o0ze3 ? Bi-College Transportation
Projects : 99999 ? Project Default

Mote: Card accounts may be restricted to a specific set of accounting codes for allocation. You may not be able
to edit some Accounting Code Segments. Contact vour adrministrator for further assistance,

El EDEN

1 | i

| javascripkivoid(D) / | wis informationmanagement, visa.com |~

iv. Click OK button. This window will close and you will be brought back to the main screen which will now
contain the change. See example below.

¥ Allocate Transactions - Mozilla Firefox _|2] x|

Fle Edt ew Hstory Bookmarks Tools  Help

- @ 0 [ hpsiivis nformationmanagement visa. com/v15iebicostallpcationfcostAlocationsummary action 7t - | [ICl-] ooge J:

18] Most wisited ¥ Getting Started 5 Latest Headlines
mywebsearch - [ Paearch |+ | €] MyFunCards =% Smiey Cenfral Ml Scraensavers P Cursor Mania

~istt ather service Home | My Profile | Lagout =
V’S Visa Information Source
Home | Inbox | Data Analysis | Cost Allocation | | My Settings | Help

11 of 11 transactions saved and held successfully.

Allocate Transactions

Company: 7860252 - BRYN MAWR COLLEGE Sort and Filter

Cyele: Frorn 01/30/2009 To 02/27/2009

Hierarchy Node: BRYN MAWR COLLEGE (Node: 12404642)

Card Account: RHKX KRRK KXHK 3101

¥ ** A=allocat=d , Ad=nllocated and Approved , E=Extracted , N=New , P=Fendind , R=Rejected , S=Saved , U=Unallocated

# ¢ Status Cardholder Name supplier Name Allocated t Allocated by
5 Card Account No. Transaction Amount  Description Reviewed by

Tax and Tax Source
cardholder Tax

1w S TRANS 10 SUNOCO SYC STATION [1]51732|01845(99999|| 2 GARDMER, MARY ELLEN
HMEK KMHK HNMK 3LOL 3747 :
112672003 Auto Allocatel
01/30/2009
Recsipt? [
z W s TRANS 10 SUNOCO SVC STATION |1|51732|002¢9(99999]| 2 GARDMER, MARY ELLEN
KMEK KMHK HNMK FLOL 29,13 :
1142672009 Auto Allocatel
02/02/2009
Receipt? [
3 @ S TRANS 10 SUNOCO SUC STATION [1]51732|00263[99999 | < GARDNER, MARY ELLEN
KMEK KMHK HNMK FLOL 57,05 :
9112009 Auto Allocated
02/13/2009
Recsipte [ =~
4 @ S TRANS 10 SUNOCO SUC STATION [1]51732|01845 (99999 | 2 GARDNER, MARY ELLEN
HMHK KMHK HNMY 3101 51,00 :
02/12/2009 Auto allocated|
02/16/2009
Receipte [
5 W S TRANS 10 SUNOCO SVC STATION [1]51732|01845[99999| | 2 GARDNER, MARY ELLEN
HHEK HHHH HHMK 3101 45,00 :
021472009 Auto Allocated
02/16/2009
Receipte [
6 W S TRANS 10 SUNOCO SVC STATION [1]51732|01845[99999| | 7 GARDNER, MARY ELLEN
KKK NHHK HNMK 3101 27,00
02/15/2009 Auto Allocated
02/17/2009
Receipte [
7w S TRANS 10 SUNOCO SVC STATION [1]51732|01845[99999| | 7 GARDNER, MARY ELLEN
HHHX XHHK KNKK 3101 45,72
021872009 Auto Allocated
02/20/2009
Reczipt? [ [
3

Done vis informationmanagement. visa.com |



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

——¢C. Description field: This field defaults to Auto Allocated. You are required to enter a more appropriate description.

The description (up to 60 characters) will be used by the Controllers’ Office to determine if the account code is
correct and the description will also be displayed in Financial Edge (FE) AP queries/reports.

i. The following information will automatically be loaded in FE therefore DO NOT INCLUDE this

information in your description.

1. Vendor Name and Address
2. Statement month and/or end date
3. Transaction date

4. Cardholder’s name

ii. See examples of descriptions below for purchase 2, 3 and 4.

) Allocate Transactions - Mozilla Firefox 1= =l
File Edit “iew History Bookmarks Tools  Help
@ > c (Rl |+‘. J|https:st.\nfnrmatinnmanagement.visa.cnmNISWehJ‘cnsta\lncatinm‘msmﬂncatmnSummary.actinn i |‘|Gnng\e y
2] Most visted % Getting Started 5 | Latest Headines
mywebsearch - I @]MyFunCards =" Smiley Central QScreensavers P Cursor Mania
I-Vis'rt other services - ¥ Horme | My Profile | Logout =
V’ s Visa Information Source
Home | Inbox | Data Analysis | Cost Allocation | My Settings | Help
Allocate Transactions
company: 7B60252 - BRYN MAWR COLLEGE Sort and Filter
Cycle: From 01/30/2009 To 02/27/2009
Hierarchy Node: BRYH MAWR COLLEGE {Node: 12404642)
Card Account: HERm HXXx KrmX 3101
¥ ** a=allocated , Ad=Allocated and Approved , E=Extracted , N=New , P=Pending , R=Rejected , S=Saved , U=Unallocated
# | Status Cardholder Name Supplier Name Allocated to Allocated by
@ Card Account No. Transaction Amount Description® Reviewed by
Trans Date « Tax and Tax Source
Posting Date Cardholder Tax
1 I A TRANS 10 SUNOCO SWC STATION |1|51732(01845|99999(| 2  Auto Allocated
101 A » )
01/26/2009 P |auto Allocated
01/30/2009
Receipt? r
z v A TRANS 10 SUNOCO SWC STATION |1]|51732(00262|99999]| 2 Auto Allocated
KERE KEKR KKK 3101 29.13 n - :
01/29/2009 gas for trip to harrisburg for DOP conference
02/02/2009 ii.
Receiptr [ L
eee Description
3 I A TRANS 10 SUNOCO 3WC STATION |1|52300|01845|99993]| 2 Auto Allocated .
WHNN NN KENN 3101 57.05 = : field
02/11/2009 lunch far 1 Smith for DOP conference <
02/13/2009 examples
Receipt? r
4 I A TRANS 10 SUNGCO SWC STATION |1]51732|01545]99999]| 2 Auto All _—
KENE KXKK K¥KXX 3101 51.00
02/12/2009 front brakes installation for trans vehicle 23
02/16/2009
Receipt? r
5 I A TRANS 10 SUNOCO SWC STATION [1]51732|015845]99999]| 2 Auto Allocated
HRRE KREe KRk 3101 45.00 :
02/14/2009 Auto Allocated
02/16/2009
Receipt? r
& v A TRANS 10 SUNOCO SWC STATION [1]51732|01845(99999] 2 Auto Allocated
REKE KREe RRK 3101 27.00 :
02/15/2009 Auto Allocated
02/17/2009
Receipt? r
7 I A TRANS 10 SUNOCO SWC STATION |1]51732|01845/99999]| 2 Auto Allocated
HRKE Kk HKKE 3101 45,72 :
02/18/2009 Auto Allocated
0z/20/z009
Receipt? r
g I A TRANS 10 SUNOCO SWC STATION |1)51732|01845/99999]| 7 Afuto Allocated ﬂ
| Done ‘ vis.informationmanagement. visa.com ||
d. Receipt? Box: Click on the Receipt? box (a checkmark will appear) if the receipt for that transaction is attached

to the statement you are allocating. If the cardholder did not attach a receipt but wrote an explanation as to why they

do not have a receipt DO NOT click the Receipt? box for that transaction.



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

10. Repeat changing the Allocated to account number (only if necessary) and adding a Description to each purchase.

11. Scroll to the bottom of the screen (if necessary). Click on the down arrow in the Select Action box and choose Submit.

%) allocate Transactions - Mo: efon =i=] =]
Eile Edit yiew History Bookmarks  Tools  Help
is C 0 a0 [ hepsipvis informationmanagement visa. comfvIsweb/costallacation costallocationSummarsy. action < - S
|2 most visited P Getting Started |- | Latest Headlines
mywebsearch - | [Psearen [-] @l MyFuncards Smiley Central M Screensavers - Cursor Mania
02/13/2003 =l
receipt? [
ERE s TRANS 10 SUNDCO SWC STATION [1]51732|01845(9295%]| | 2 GARDNER,
HARH HHMN KX 3101 51,00 - -
B2 22009 [front brakes instsllstion for trans vehicle 23 |
o2/icz00s —
Receiptr [
s @ s TRANS 10 SUNOCO SYC STATION [1]51732|01845(99999) | | 2 SARDY MARY ELLEN
RN HHNR HRRR 3101 45.00 :
Domds2009 [Aute Allocatsd
52/12/2009 —
receipt?
& s TRANS 10 SUNOCO SVC STATION [1]51732|01845|99993 | 2 GARDNER, MARY ELLEN
HKHHHK XHXKK KXKX 3101 27.00 s
02/15/2008 [Auta Allocated |
8271772003 1
receipt? [
7 ~ s TRANS 10 SUNOCO SWC STATION [1]51732|01845[99909]| | 2 GARDNER, MARY ELLEM
HHRM HRME HKMER 3101 45,72 :
08,2009 [Auto Allocated |
52/26/2009 —
receiptr [
s ™ = TRANS 10 SUNOCO SVC STATION |[1|51732|01845,99999] | 2 GARDMER, MARY ELLEM
WK KRR KRR 3101 47.00 :
02,/15/2009 Auto Allocaped ]
02/25/2009 1
receipt? [
e ~ s TRANS 10 SUNOCO SWC STATION 51732|01845(98999(| | 2 SARDNER, MARY ELLEN
MHHM MMM HMMX 3101 70,10
025522009 [auta allocated |
227252003 —
Receiptr [
10 [ s TRANS 10 SUNOCQ, STATION [1]51732|01845(99999)| | 2 GARDNER, MARY ELLEN
RN HHMR HRRR 3101 :
Oopod/2009 [aute Allocatsd |
02/26/2009
Receipt? T
11 s TRAMNS 10 SUNQCO SVC STATION [1]51732|01845(99999] | |  SARDNER, MARY ELLEN
KHHK KA K 3101 43.30 s
Dzi2e/2008 [Auta Allocated |
62727723 —
Rec
- - Eelect Actian
- Select Action -
viewsallocate
Reviewed
Un-reviewsd
"=required
2002 - 2009 Yisa. All rights reserved.
| Done wis.Informationmanagement visa.com | |

¥) Allocate Transactions - Mo: efoxr =& x|

Ei

Edit Wiew Hitory Bookmarks Tools  Help

ij C X 4« n:.' “https‘n’vls Informationrmanagement  viss. comuIsWeb| costallocation  costallocationSuminary. ackion 7 -

L&) Most Visited 4§ Getting Started 5. | Latest Headlines

Google P

mywebsearch - | | P search | -| [&] MyFuncards Smiley Central M Screensavers = Cursor Mania
02/13/200% =
Receipte [
4 s TRANS 10 SUNOCO SYC STATION [1]51732|01845/99999] | | 2 GARDNER, MARY ELLEN
REKK HHNK KHRR 3101 51.00 [fron brakes instal ; hic) I :
0151 5/5005 ront brakes installation for trans vehicle 23
0z/16/2009 |
receiptr [
I s TRANS 10 SUNOCO SYG STATION [1|51792|01845/99999) | | 2 GARDNER, MARY ELLEN
WERK HKNK XXX 3101 45.00 0 T 5 I :
02/14/2008 Auto Allocate
02/16/2009 1
Receipt? [
6 s TRANS 10 SUNOCO SYC STATION [1|51732|01845(99999] | | 2 GARDNER, MARY ELLEN
RERK HHNK KHRR 3101 27.00 T 0 5 ] *
02/15/2008 Auto Allocate
02/17/2009 —
Rreceipt? [
7 2 s TRANS 10 SUNOCO SWC STATION [1|51732|01845(99999]| | 2 GARDNER, MARY ELLEM
WRRR NN KRRR 3101 45.72 0 0 5 ]
02/18/2009 Auto Allocate
0z/20/2009 —
receipt? |
8 & s TRANS 10 SUNOCO SVC STATION [1]51732|01845(99999] | | 2 GARDMNER, MARY ELLEN
HEHHH MMM HMKE 3101 47.00 | m 4 | -
02/18/2009 Auto Allocate
02/23/2009 |
Receipte [
R s TRANS 10 SUNOCO SYC STATION [1]51732|01845/99999] | | 2 GARDNER, MARY ELLEN
WAKK HHMM K¥HK 3101 70.10 I 0 F I *
02/22/2008 Auto Allocats
0z/23/2009 —
receiptr [
10 7 s TRANS 10 SUNOCO SWG STATION [1]51792|01845(99999) | | 2 GARDNER, MARY ELLEN
RERK HHNN KHRR 3101 49.18 0 0 5 I :
02/24/2009 Auto Allocate
02/26/2009 1
Rreceipt?r [
11 7 s TRANS 10 SUNOCO SYC STATION [1|51732|01845/99999] | | 2 GARDNER, MARY ELLEN
WEKK HKNK KXRR 3101 43.30 0 T 5 ] *
CI k 02/25/2008 Auto Allocate
IC 0z/27/2005 —
th G Receipt? [
€ o = s  af) G0 |
"oreirsd [ rincerriendiy |
2002 - 2008 Visa. All rights reserved
| Dene wis. Informationmanagement  viss.cam

12. When you click Go the Controllers’ Office will automatically be notified by VIM.



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

13. The status on the purchases changes from A or S to P (Pending). See example below.

) allocate Transactions - Mozilla Firefos — =i =|
File Edit View History Bookmarks Tools  Help
@ - & ar & AhttDS‘#V\S.\nfurmatmnmanegement.wsa.comﬂVlswwat\Dﬂﬂcusmllocatlonsummary.actmn 5
[&] Most visited %P Getting Started | | Latest Headines
mywebsaarch - [ [Psearch |-|wﬂm; ) Smiley Central B Screensavers P Cursor Manis
Allocate Transactions
Company: 7860252 - BRYN R COLLEGE Sort and Filter
Cycle: Fram 01/30/; To 02/27/2009
Hierarchy Node: BRYN M, COLLEGE (Mode: 12404842)
Card Account: H HHH HKKK 3101
~ ** p=Allocated, =tllocated and Approved , E=Extracted , N=New , P=Pending , R=Rejected , S=Faved , U=Unallocated
# [ [ptatus | Cardholder Name Supplier Name Allocated to Allocated by
= Card Account No, Transaction Amount  Description* Reviewed by
Date ~ Tax and Tax Source
q Date Cardholder Tax
P P TRANS 10 SUNOCO SYC STATION 1\51732\01345\99999\\ GARDMER, MARY ELLEN
REKK KRHK RHKK FLOL 3747 auto Allocated
01/26/2009
01/30/200%
Receipt? Mo
2 r P TRAMS 10 SUNOCO SWC STATION 1|51732(00269(99999]] GARDMER, MARY ELLEM
REKK KREK RHKK 3101 2913 gas for trip to harrishurg for DOP conference
01/29/2009
02/02/200%
Receipt? Mo
3 - P TRAMS 10 SUNOCO SWC STATION 1|51732(00263|99999]] GARDMER, MARY ELLEM
REKK KRKK KKK 3101 57,08 lunch for 1 Srmith for DOP conference
0z/11/2009
02/13/200%
Receipt? Mo
<4 r P TRAMS 10 SUNOCO SWC STATION 1|51732|01845(99999]] GARDMER, MARY ELLEM
REKK KREK ®KKX 3101 51,00 front brakes installation for trans vehicle 23
0z/12/2009
02/16/2009
Receipt? Mo
5 - P TRAMS 10 SUNOCO SWC STATION 1|51732|01845(99999]] GARDMER, MARY ELLEM
REKK KRHRK ®HKK F101 45,00 Auto Allocated
02/14/2009
02/16/2009
Receipt? Mo
O 3 TRANS 10 SUNOCO SUC STATION 1]|51732|01845]99999]| GARDNMER, MARY ELLEN
REKK KRHK ®KKK 3101 27,00 Auto Allocated
02/15/2009
02/17/2009
Receipt? Mo
L 3 TRANS 10 SUNOCO SVC STATION 1]51732|01845|99999]| GARDMER, MARY ELLEN
REKK KRKK RHKK FLOL 45,72 Auto Allocated
02/18/200%
02/20/2009 -
Receipt? No
R 3 TRANS 10 SUNOCO SVC STATION 1]51732|01845|99999]| GARDMER, MARY ELLEN
HHKM HRHK XMKK FLOL 47,00 auto Allocated
02/19/200%
02/23/2009
Receipt? No
R 3 TRANS 10 SUNOCO SVC STATION 1\51732\01345\99999\\ GARDMER, MARY ELLEN
REHHR RMHH RHKH 3101 7010 Auto Allocated
02/22/200%
0z/23/2009
Receipt? No
10 [ TRANS 10 SUNOCO SVC STATION 1\51732\01345\99999\\ GARDMER, MARY ELLEN
REHMHR RMHH RHHH 3101 4918 Aauto Allocated
02/24/2009

| Dane

|| vis.nformationmanagement.visa.cam

14. Scroll to the bottom of the screen (if necessary). Print submitted statement by clicking on the Printer Friendly button. The
following screen will appear.

File Edit Wiew History Bookmarks Tools Help

|$J. | Rttps:fvis. nFormationmanagement. visa. com{VISteb JeostAllocationsummary . actiorPcommand=printFriendly

V’s Visa Information Source

Allocate Transactions

Company: 7860252 - BRYN MAWR COLLEGE
Cycle: From 01/30/2009 To 02/27/2008
Hierarchy Mode: BRYM MAWR COLLEGE (Node: 12404642)
Card Account: MKKK KRKX KENM 3101

#* Cardholder Name - Card Account No.
Trans Date Posting Date
Supplier Name
Transaction Amount
cardholder Tax  Tax Tax Source
Receipt
Allocation Information

1 TRANS 10 - XXXX KXXX RRNX 3101
01/28/2009 01/30/2009
SUNOCO SVC STATION
3747

Ho

Allocation Status: Pending

Allocated by: GARDNER, MARY ELLEN

allocated To
auto allocated
1|51732[01845]99999]||
Unrestricted| Gas & Oil Supplies|Rental van|Project Default|||
Arnount Allocated: 37.47

2 TRAMS 10 - RHMHK RHHK ®WHHK 3101
01/29/2009 02/02/2009

SUNOCO SVC STATION
29.13

Mo
Allocation Status: Pending
Allocated by: GARDNER, MARY ELLEN

allocated To
gas for trip to harrisburg for DOP conference
1|51732|00269|99989] | |
Unrestricted|Gas & Oil Supplies|Tri-College Wan|Project Default]||
Amount Allocated: 29.13
3 TRANS 10 - XXX XMX¥ XK¥KK 3101
02/11/2009 02/13/2009

SUNOCO SVC STATION
57.08

No
allocation Status: Pending
Allocated by: GARDNER, MARY ELLEN
allocated To
lunch for 1 Smith for DOP conference
1]51732|00263|99999] ||
Unrestricted | Gas & Oil Supplies|Bi-College Transportation|Project Default]||
Amount Allocated: 57.05

Dane.

10

vis.informationmanagemert. visa,com



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

a. Click on File in top left and choose Print. See example below.

¥ printer-friendly allocate transaction - Mozilla Firefox

Fils Edt Wew Hitory Bookmarks Tools Help

[ety Window Chrl+M
Mew Tab Chrl+T

lwagement‘vlsa.:DmﬂVlSWebfcustaHD:atlunﬂcust JertGtionsummary . action?commands=printFriendhy

Open Location... Crl4+L
Qpen File... Chr+O
Close: Chr+W

L Information Source

Save Page fs.. Curks
Send Link...

MR COLLEGE

Ptz St 02/27/2009
Print Previow R COLLEGE {Mode: 12404842)

Import - card Account No.
ng Date

wiork Offine
unt

Ealt Tax
Receipt

Allocation Information

Tax Source

1 TRAMS 10 - KKKK KKKK KK 3101
01/28/2009 01/30/2009
SUNOCO SWC STATION
3747

Mo
Allscation Status: Pending
allocated by: GARDNER, MARY ELLEN

Allocated To
Auta Allocated
1|51732|01845]99999]||
Unrestricted|Gas & il Supplies|Rental Van|Projsct Default]||
Amount Allocated: 37.47
z TRAMS 10 - XKXK HXMN KKXK 3101
01/29/2009 02/02/2009

SUNOCO SWC STATION
29.13

Mo
allocation Status: Pending
allocated by: GARDNER, MARY ELLEN
Allocated To
gas for trip to harrishurg for DOP conference
1|51732|00269]99999]||
Unrestricted|Gas & oil Supplies|Tri-College Van|Project Default|||
Amount Allocated: 29.13
3 TRAMS 10 - XXX MXMN KKXK 3101
02/11/2009 02/13/2009

SUNOCO SWC STATION
57.05

Eﬁucatiun Status: Pending
allocated by: GARDNER, MARY ELLEN
Allocated To
lunch for 1 smith for DOP conference
1|51732|00263]99999]||
Unrestricted|Gas & il Supplies|Bi-College Transportation|Project Default] ||
amount Allocated: 57.05

El

| Dane:

b.  Print window will appear.

vis.informationmanagement. visa,com | .

2%

— Printer

M arme: AIMPRIMNT

Properties... |

| Selection

¥ | Callate
The

Shatus:

atuz Ready | Choose
Type: HF Lazerlet 4000 Series PS \ Printer
Where:  2nd floor, rm 201 \Name
Comment: Mac: 00B0B0EEEA30; BMC tag: PIINDIEE; IP: 1 [T Print ta file Number

_ _ //of copies

— Frint range Copies P then click
Lo Murnber of copies: |1 3: /OK
" Pages  fram: |1 bo: |1 oo,

statement

= Frint Erames

{1 &z |aid aut on the sereen
{1 The selected frame

") Eachframe separately

will print.

Cancel

11

n



Allocator Procedure for Allocating Monthly Credit Card Statement(s)

c. Close the Printer Friendly version of the window by clicking on the X in the top right hand corner. You will be

brought back to the main window.

15. To exit out of this statement allocation click on the Home menu option located in the black bar. You will be back on the VIS

Click
Home

16.

17.

18.

visa Information Source - Mozilla Firefox =121 x|
Fie Edt Wiew History Bookmarks Took  Help

@ - C (ai I& 1 https:jvisFormatiormanagement visa, comWISWeb comman/visHome. action?MENU_COMMAND=TnitMocie 7 - I'lGnngIe P2
L] Most Visited 4 Gatting Started 5\ | Latest Headines

mywebsearch ~ Dsearch | | €] myFuncards ) smiley Central M Sereensavers P Cursor Mania

- Visit other services - ¥ Home | My Profile | Logout
V’S Visa Information Source
Home | Inbox | Data Analysis | Cost Allocation | | My Settings |Help
Welcome, MARY ELLEN GARDNER, to ¥isa Information ou are logged in as

Source.
brcmgardner, a Company User account for BRYN MAWR COLLEGE.

Action Items

Rejected allocations waiting for revision: 1

Rejected Cardholder Statements waiting for revision: 1

2002 - 2009 Visa. All rights fesetved

| pane

vis.Informationmanagement. visa.com

To logout, click on blue Logout.

Take allocated statement printout, initial it and staple to the front of the completed statement packet you received from the
cardholder. Send entire packet through inter-office mail to the authorized signer for that card.

Allocator’s part of the process is finished.

\::)

v’ Questions about this procedure please email the Controllers’ Office at bmc_creditcard@brynmawr.edu. In

your email please make sure to include which page and outline number/letter on this document you have a
question about.

12
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