Allocator Procedure for Correcting Rejected Transaction(s)

Allocator will receive an email from reports@vis.informationmanagement.visa.com letting them know there are rejected
transactio(s) they need to correct. An example of the email is below:
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ESJUHK This 1s an iction Item alert from the Visa Information Source System. One or more cost allocation(s) you submitted for

ﬁTrash approval were rejected. Please log on to htops:// InformationManagement.visa.com to revise and resubmit the report.
contact your financial
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each day until the rejection is corrected.
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Done

below.

| zmailbox.brynmawr.edu

Login to Visa Information Management (V1M) website at vim.visa.com. You will be on the main Home page, see example
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Visa Information Source
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© 2002 - 2008 Visa Inc. Al rights reserved.
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Done

3. Click once on Visa Information Source (VIS). You will now be on the VIS home page.
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Allocator Procedure for Correcting Rejected Transaction(s)

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] Information Source - Mo: refox -3 x|
Fle Edt View Hitory Bookmarks Tools  Help
-[ Goedle P

@ - € 0w JE st it visa, com\TS\Webfirwitebridge. actionmods=sccess

(2] Most visited 4 Getting Started = | Latest Headlines

miley Central ™ Screensavers P Cursor Mania
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cation |

Home | Inbox | Data Anal

Wwelcome, MARY ELLEN GARDNER, to Yisa Information Source. You are Iogasd in as
brmemagardner, a Company User sccount for BRYN MAWR COLLEGE.

Action Items

Rejected allocations waiting for revision: 2

©2002 - 2009 ¥isa. Al tights reserved

[ Bore

|| wis.informationmanagement. visa.com |

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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mywebsearch - [ [Psearch [-] El myruncards

- Wistt other services - w Home | My Profile | Logout
V’S Visa Information Source

| cost allacation |

Home | Inbox | Data Analy:

Allocate Transactions

Company: 7860252 - BRYN MAWR COLLEGE Sort and Filter
Hierarchy Node: BRYN MAWR COLLEGE (Node: 12404642)
Card Account: Multiple Card Accounts Selscted
F ** 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
e Card Account No, Transaction Amount Description* Reviewed by
Trans Date Tax and Tax Source
Posting Date Cardholder Tax
R R GARDNER, MARY ELLEN W B, MASON CO INC.  [1]52300|01510]99939]| | GARDMER, MARY ELLEN
RRKH RHKR KRRK 7O 4014
Nmesanns [test m gardner cost allocation-invalid account code wit]
02/09/2009 |
Receipt? ¥
R R TRANS 10 SUNOCO SWC STATION [1]51792|01645]96464]| | GARDNER, MARY ELLEN
RHHM HHMK HRHR 3101 43.30 *
e |auto allocated *MUST CHANGE DESCRIPTION |
02/27/2009 ||
Receiptz I

13

- Select action - = AN

*=required

2002 - 2009 Visa. All rights reserved
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Allocator Procedure for Correcting Rejected Transaction(s)

—— 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.

¥ allocate Transactions - Mozilla Firefox ==l x|
Fle Edit View History Bookmarks Tools Help

/
@ - C (ar e W ntpsiivis. informationmanagement. visa. com VIsWebjmaintancostaliocpr ompt. action / vy - | |ICl-]soogk F
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V’s Visa Information Source

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

Allocate Transactions

Company: 7860252 - BRYN MAWR COLLEGE Sort and Filter
Higrarchy Mode: BRYN MAWR COLLEGE (Mode: 12404642)
Card Account: Multiple Card Accounts Selected
5 ** a=allocated , Ad=allocated and Approved , E=Extracted , N=hew , P=Pending , R=Rejected , S=Saved , U=Unfllocated
E.3 ’ i Status cardholder Name ~ Supplier Name Allocated to Allocated by
** Card Account No. Transaction Amount Description*® Reviewed by
t; Tan and Tax Source
cardholder Tax
1 ~ R GARDMER, MARY ELLEN 'W.B. MASON CO INC. 1|52300|01310(99939] | ? GARDNER, MARY ELLEN
g;(;gé;ééé(;( HHRRHTITI 40.14 Printer toner cartridge *ACCOUNT CODE SB 51701
02/09/2009 |
Receiptr ¥
2 ~ R TRANS 10 SUNOCO SYC STATION [1|51732|01845]99999]| 2 GARDNER, MARY ELLEN
s;‘;;:éﬁ;‘: HHHR 301 43.30 Auto allocated *MUST CHANGE DESCRIPTION
nz/27/2009

Receiptr ¥

R - Select Action - =

*=required

Printer Friendly Change on Criteria

2002 - 2008 Visa. All rights reserved.

Dane wis.informationmanagement visa.com |

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.

¥ allocate Transactions - Mozilla Firefo: & x]
e Edt Vew rHstory Bookmarks Took el
\
@ e L Nt e % - | [Gle] cosle Y
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[~ istt other services - =,

Hime | My Profile | Logout

V'S Visa Information Source

Home | Inbox | Data Analysis | Cost Allocation |

My Settings | Help

Allocate Transactions

Company: 7850252 - BRYN MAWR COLLEGE Sort and Filter
Hierarchy Node: BRYM MAWR COLLEGE (Mode: 12404642)
Card Account: Multiple Card Accounts Selected
~ ** a=all ted , =All ted and App . E=Extracted , N=MNew , P=Pending , R=Rejected , S=Saded , U=Unallocated
# & Status C er Name ~ ier Name to Allocated by
o Card Account No. T i mount D ipti * Reviewed by
Trans Date Tax and Tax Source
Posting Date Cardholder Tax
1= R GARDNER, MARY ELLEN W.EB.MASON CO INC.  [1ls1i701l01510]99993]] > GARDMER, MARY ELLEN
KXW mEAHR KXk¥ FOTE 40.14 e TEEEEI :
g sinials Frinter toner cartridg s WG]
02/09/2009
Receipte 7
2 & R TRANS 10 SUNOCO SWC STATION [1]51732(01845]99595]| 2 GARDNER, MARY ELLEN
Mo MRAK NXKX 101 43.30 -
IR Auto Allocated *MUST CHANGE DESCRIPTION
0z¢/27/2009

Receipt? ¥

- ~ Select Action - =

*=required

Printer Friendly

2002 - 2009 Visa. All rights reserved

[ Dore wis.inFormationmanagement visa.com |
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Allocator Procedure for Correcting Rejected Transaction(s)

c. Description field: Delete the Controllers’ Office reason, then, if needed, correct the description.

7. See completed corrections below.

¥ allocate Transactions - Mozilla Firefor ===l

Eile Edit Wiew History Bockmarks Tools  Help

-~ € ¢ o J% A nepsiivis.informationmanagement, visa, comfVISwebfmainkaincostallocprompt, action 77 - | [IG-]soeg=

5] Most Visited # Getting Started . Latest Headlines

mywebsearch ~ [ [P search [~] & myFuncards &%) Smiley Central M screensavers P cursor Mania

I,Vlsll other services - ¥ Home | My Profile | Logout
V’SA Visa Information Source

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

Allocate Transactions

Gompany; 7860252 - BRTN MAWR COLLEGE Sort and Filter
Hierarchy Mode: BRYN MAWR COLLEGE (Node: 12404642)
Card Account: Multiple Card Accounts Selected
W ** A=allocated , Aa=allocated and Approved | E=Extracted , N=New , P=Pending , R=Rejected , S=Saved , U=Unallocyfed
# [~ Status Cardholder Name ~  Supplier Name allocated to Allocated by
= Card count Na. Transaction Amount Description™ Reviewed by
T ate Tax and Tax Source
Posting Date cardholder Tax
1 & R GARDMER, MARY ELLEN %W.B. MASON €O INC 1]51701[01510]99993]| > GARDNER, MARY ELLEN
REHHRE HRHK KKK 7973 40.14 .
BB R Printer toner cartridae
0z/0%/2009
Receiptz ¥
z & R TRANS 10 SUNOCO S¥C STATION [1]51732|01845199999] 2 GARDNER, MARY ELLEN
R RRRKK KRKE 3101 43.30 T hicl b .
e Gas for vehicle number 14
02/27/2009

Receipt? ¥

- - Select Action - =

*=required

2002 - 2000 Visa. All rights reserved

Done wis informationmanagement visa.com

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.

pint 2|

— Printer

M arme: WADRIMPRINTYWCart201_HP4000 Froperties... |

Statusz: Ready
Tope: HP Lazerlet 4000 Series PS5 ~—_| Printer
Where:  2nd floar, o 201 Name,
Comment: Mac: 00B0B0EEEA30; BMC tag: PIINDIEE; IP: 1 [T Print ta file Number
_—T of copies
— Prirt range Copies o then click

Lo Murnber of copies: |1 3: OK

button.

" Pages from: |1 b |1
¥ | Callate /
| Selection The

statement
= Frint Frames will print.

Choose

{1 &z |aid aut on the sereen

{1 The selected frame

") Eachframe separately ITI Cancel
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Allocator Procedure for Correcting Rejected Transaction(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.

9. Scroll to the bottom of the screen (if necessary). Click on the down arrow in the Select Action box and choose Submit.
1Bl

File Edit View History Bookmarks Tools  Help

~ € ¢ o 5 Thupsivisinformationmanagement visa, comiviswebjmantaincostallocorompt. action vy - |G/‘maoe/ -
(2] Most visited M Getting Started |- | Latest Headines
mywebsearch ~ [ | 2 search |v| [E]MyFuncCards  “") Smiley Central 8] Screensavers - Cursor Mania

- Wisit other services - Home | My Profile | Logout

V’S Visa Information Source

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

Allocate Transactions

Cormpany 7860252 - BRYN MAWR COLLEGE Sort and Filter
Hierarchy Mode: BRYN MAWR COLLEGE (Mods: 12404642)
Card Account: Multiple Card Accounts Selected
¥ ** A=bhllocated , Ad=Allocated and Approved , E=Extracted , N=NMe=w , F=Fending , R=pefEcted , S=Saved , U=Unallocated
# [¢ Status Cardholder Name -~  Supplier Name Allocated to Allocated by
e Card Account No. Transaction Amount Descripte Reviewed by
T Tax and Tax Source
Posting Date cardholder Tax
1w R GARDMER, MARY ELLEN W.B, MASON CO IN 1151701(01310198959]] 2 GARDMER, MARY ELLEM
WM W MR TETE 4014 - °
azr0e/2009 Printer toner cartridge
02/09/2009
receiptr B2
e ~ R TRANS 10 SUNOCO SVC STATIOM |1|51732|01845]99999]| 2 GARDMER, MARY ELLEM
Wi Wk KRR POl 43,30 B
e Gas for vehicle number 14
02/27/2002
Racsit? 7
- [TEeleet Action - I=
- Select Action -
view/Allocate
Reviewed
Ln-reviewsd
*=required
2002 - 2008 Visa. Al rights reserved
| Done wis informationmanagement . visa.com | -

10

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

Elle  Edit Higtory  Bookmarks  Tools  Help

is C 20 = U hupsipvs nformationmanagement visa, comivisweb cost allocation/costAllocationsummary.action 7 -

5
(2] Most visited % Getting Started |- | Latest Headines
mywebsearch ~ [ | 2search |-| (] MyFunCards =) Smiley Central ™ Scresnsavers P Cursor Mania
~isit other services - ¥ Home | My Profile | Logout
V’s Visa Information Source
Home | Inbox | Data Analysis | Cost Alloca | My Settings | Help
There are no transactions to display.
Allocate Transactions
Company 7860252 - BRTN MAWR COLLEGE Sort and Filter
Hierarchy Node BRYN MAWR COLLEGE (Mode: 12404642}
Card Account: Multiple Card Accounts Selected
*—rsquired
2002 - 2009 Visa. Al rights reserved
| Done wis informationmanagement . visa.com | -
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Allocator Procedure for Correcting Rejected Transaction(s)

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.

— [E [ p

Dane ~is.informationmanagement wisa.com |

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.

e - || [T ooae y

Home | Inbox | Data Analysis | Cost allocation |

Dane ~is.informationmanagement wisa.com |

13. To logout, click on blue Logout

14. Allocator’s correction process is finished.
X
4

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
guestion about.
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