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1. Allocator will receive an email from reports@vis.informationmanagement.visa.com letting them know there are rejected 

transaction(s) they need to correct.   An example of the email is below: 

 
 

Please note:  You will receive an email 
each day until the rejection is corrected. 

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

 
 

3. Click once on Visa Information Source (VIS).  You will now be on the VIS home page. 
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4. Look at the Action Items box, Rejected allocations waiting for revision.  The blue number next to it tells you the number 

of transaction(s) that need to be corrected. 

 
 

5. To correct, click on the blue number.  So in the example above you would click on the 2.  You will automatically be brought 
into the same screen that is used when allocating.   See example below: 
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6. 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 will become white instead of gray.  
 

a. The reason for the rejection will be preceded by a * and typed in CAPS at the end of the description in the 
Description field.  See example below. 

 
 

b. Allocated to field:  If needed, correct the 16-digit account number.  Be sure not to delete the vertical lines. 
 

i. After correcting, DELETE the Controllers’ Office reason that is in CAPS in the Description field.  You 
can highlight that part of the description and hit backspace.  See example below. 
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c. Description field:  Delete the Controllers’ Office reason, then, if needed, correct the description. 

 
7. See completed  corrections below.  

 
 

8. You must print the corrections BEFORE you submit the corrected transactions.  To print the corrections click the Printer 
Friendly button. 

 
a. A screen will appear, click on File in top left and choose Print. 

 
b. Print window will appear.  

 

Choose 
Printer 
Name, 
Number 
of copies 
then click 
OK 
button.   

The 
statement 
will print. 
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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. 
 

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

 
 

10. When you click Go the Controllers’ Office will automatically be notified by VIM.  The following screen will appear. 
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11. 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 

Home page. 

 
 

12. To refresh the VIS Home page, click on blue Home at top which will bring you back to the main Home page, then click  
Visa Information Source (VIS) once and the screen should no longer have any Action Items. 

 
 

13. To logout, click on blue Logout 
  

14. Allocator’s correction process is finished.  

 
 
✔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. 
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