VIM Report Procedure:
How to run the Over Under Spending Limit Standard Report

1. Login to Visa Information Management (VIM) website at vim.visa.com. You will be on the Home page, see
example below.
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2. Click once on Visa Information Source (VIS). You will now be on the VIS home page. With your mouse
roll over the Data Analysis menu option then go to Exception Reports then click once on Over Under

_1= x|

Fo || % | [ vt Search L=

nnnnn wgement. viss . comfvISwebfinvitebridge. actiontmode=access B

File  Edit View Favorites Todls Help Contribute [ Edit i buke  [£5] Post ko Blog
mywebsearch ~ | D search |- [E] MyFuncards =) Smiley Central M| Screensavers P Cursor Mania

W% 4 £ -visa Information Source |

3 - B - = - FPage - (G Tesls -

Home | My Profile | Logout =
V’SA Visa Information Source
Home | Inbox | Data Analysis | My Settings | Help
The Over Under Spending Limit report shows the total of
all purchases, the monthly credit limit and the over/under
credit limit amount for that statement period.
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VIM Report Procedure:
How to run the Over Under Spending Limit Standard Report

3. The report generation screen will appear:

If you only
have access to
your own card,
Name and
account # will
already be in
the Card
Account field.

SKIP
instruction # 4.

access to more

If you have

than one card,

I Exception Reports - Mozilla Firefox — =i x|

Eile Edit “iew History Bookmarks Tooks Help

Cs - C X @ u3.'"https:/,"ws.\nﬁ:lrmatn:nmanagementwsa‘mm/VISWEh;’runrep\:lrt‘a(tlnn?(al}agnryld:4D&analys|sType:54EhMENI\'_'r - I"GDDghE F

L8] Most Visited P Getting Started 5 | Latest Headlines

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

Exception Reports

- Visit other services -

Home | My Profile | Logout

Visa Information Source

To view a description of the
report, click on View Report

Choose the type of analysis to perform

Type of Analysis™: [©ver Under Spending Limit =] Q ¥iew Report Description <4

Restrict your reporting to Description.
Organization*: [BRTN MAWR COLLEGE (Node: 12404642, Effective Date: 1900-01-01)
Card Account: [GARDNER, MARY ELLEN - XM KMMM XxMM 7573
Reporting Cycle*: Billing = | start Period: | <Start period> = | End Period: | <End periods> =
Percentage Under Limit : Any v
*=required I I
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Exception Reports
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Visa Information Source

Choose the type of analysis to perform
[Gver Under Spending Limit =] Q View Report Description

Type of Analysis™:

Restrict vour reporting to

Organization™: [BRYN MAWR COLLEGE (Node: 12404642, Effective Date: 1900-01-01)
»

then you need to
choose the Card
Account.

Proceed to
instruction # 4.

Card Account: PHricase Select a Card Account

[Biling =1 start period: [=Start period= =] End Period: [<End pericd= =]
Percentage Under Limit : [anv =

Reporting Cycle™

*=required

© 2002 - 2008 Visa. All rights reserved.
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4. Card Account - Click on the blue question mark (?).
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a. The following screen will appear. It lists all cards you have access to.

& | I vis_informationmanageme ccount.action?parentFormiame=FrmReportPar:

™ Exclude Closed Card Accounts from the list

GARDNER, MARY ELLEN - XX MXXX XXXX 7973
GRIFFITH, JOHN XXMM MMM MMXNX 3146

=

Done | [ [ [ | [&binternet FA00% -

/

b. Click on the card account you wish to see. The screen will automatically close and you will be
brought back to the previous screen.

5. Reporting Cycle* - Click on the drop down arrow in Start Period and End Period and choose the start date
and end dates for which statement you want to see.
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Type of Analysis™: Ower Under Spending Limit vi Q View Repoyf Description
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Organization™ IBRYN MAWR COLLEGE (Node: 12404642 /Effective Date: 1900-01-01)
Card Account: [GARDNER, MARY ELLEN - 30 XX Rxxx 7973 ?
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H H 12/28/2007
Click the View Button. 11/28/2007
10/29/2007
09/28/2007
08/25/2007
07/27/2007
06/29/2007
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04/27/2007
03/29/2007
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/= ¥isa Information 5o
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While the report is running the following screen will appear. R =
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Visa Information Source is generating your report. Please wait.
When your repeort is complete, it will be displayed automatically.
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6. The report will appear. It shows the total of all purchases minus the credit limit for that statement.

a Information Source: Online Reports - Windows Internet Explorer
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V’s Visa Information Source

Home | Inbox | Data Analysis | | My Settings | Help
Cc BRYN MAWR COLLEGE
Over [ Under Spending Limit

Burchasing

A Send to Inbox

Cardholder - Card Account No.

Close Report [
Closing Date Total Transactions
GARDNER, MARY ELLEN — XXXX XXXX XXXX 7973

02/27/2009

Total Purchases Card Limit

Under % Ower / Under
5 586.26 5.000 (4,412.64) (88.27%)

— End of Report —

To see how much you have left to spend until the statement end date look in the Under column.
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7. To print the report, click on File and choose Print.

/= Wisa Information Source: Online Reports - Windows Internet Explorer
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Properties
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Exit

| My Settings | Help
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— GARDNER, MARY ELLEN

A. Send to Inbox

To close the report,

Close rapart 1§

Cardholder — Card Account No.

click on Close Report.

Closing Date Total Transactions Total Purchases Card Limit Over Under 5% Owver / Under
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8. After you close the report you will be routed back to the original report generation screen.

To go back
to the VIS
Home page,
click Home.
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Latest Headlines
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To logout,
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V'SA Visa Information Source

Home | Inbox | Data Analysis |

click on
Logout.

— Wisit other services -~

Home | My Profile | Logout <——

My Settings | Help

Exception Reports

Choose the type of analysis to perform

Type of Analysis*:

our reporting to

Card account

Reporting Crele*

EEEiEet & raport - =1 o

Allocation Status
Decline. d Transa; ctions

¥iew Report Description

To run the report for another month or to run another Exception Report, click on the drop down in the
Type of Analysis* field and choose the report name. Then repeat these instructions starting with # 3.

2002 - 2008 Visa

All rights reserved

Done

vis informationmanagement. visa.com

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.
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