VIM Report Procedure:
How to run the Cardholder Detail 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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Done

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 Program Administration then click once on the
Cardholder Detail report.
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The Cardholder Detail report provides detailed transaction activity information
for cardholders. Each transaction includes reference information, purchase or
credit amount, sales tax amount, source currency code, and billing currency code.
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3. The report generation screen will appear:
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If you only

have access to Choose the type of analysis to perform To view a description of the
your own card, Type of Analysis*: [Cardnolder Detai =1 Q view Report Description 4 report, click on View Report
Name and Restrict your reporting to Description.

account # will Organization®: [BRYN MAWR COLLEGE (Nods: 12404642, Effective Date: 1900-01-01)

already be in Card Account*; [SARDNER, MARY ELLEN - mxmR wrns Xen= 7973

the Card Teporting Cycle*: [Biling =] sStart Period: [<Start period= =] End Periad: [ <End periad> =]

Account field. "=required

SKIP
instruction # 4.
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Done vig.informationmanagement.viza.com |
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Proceed to

instruction # 4.
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Done wis.informationmanagement. isa.com |

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.

™ Exclude Closed Card Accounts from the list
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£ 100%
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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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sl
& - = \While the report is running the following screen will appear. R =

File Edit Wiew Fav

> - - — —

W% A () visa Information Source: Loading Online Repart | | - -fPage - () Tools - 7
[~ visit other services - > Home | Wy Profile | Logout =
V’s Visa Information Source
Home | Inbox | Data Anal
Visa Information Source is generating your report. Please wait.
When your repeort is complete, it will be displayed automatically.
© 2002 - 2000 Visa. All rights resernved.
Waiting Far https:/fvis.informationmanagement visa cam/VIsWeb/onliner sportwaltaction. action? J5P_COMMAND=YIEWSpageNumber—12repar ] 3 [@ meernet e -

6. The report will appear. It looks very similar to the cardholder statement report emailed each month.
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cardholder Name — Card Account No.

Source Currency Billing Currency
::';';::Z: ::t";:m Transaction Date Purchases Credits Purchases Credits
Transaction Ref# Dasting Date Curvency Code Curvency Code Curency Code  Curvency Code
GARDNER, MARY ELLEN — KRR KRHR HHRN 7973
W/ B, MASOM CO ING, 02/06/2009 40,14 0.00 4014 0.00
US, 8B8-326-2766 MA 02/0%/200% uso usp usb usb
24435149037004004051859
WLB, MASON CO INC, 02/06/2005 47.98 0.00 47.96 0.00
US, 8BE—926-2766 MA 02/03/2003 usD usD usp ust
24435149037004004051933
W.B, MASON CO INC, 0z/13/2003 29,57 o.o0 29.57 0.00
US, $BB-926-27E6 MA 0z/16/2008 usD usD usp usb
24435149044004004179677
TROY GROUP, INC, 02/19/2008 458,33 0.00 456.39 0.00
US, 714—2414760 CA 0z/23/2003 usp usp usp uso
24472689051952392048606
WLB, MASON CO ING, 02/24f2003 12.30 0.00 12,30 0.00 |t ShOWS yOU
US, 8B8-326-2766 MA 02/25/200% uso usp usb usb
24435149055004005005851 P totals at the
Subtotals GARDGHER, MARY ELLEN — RRXR RXRH RRRR 7978 5 Transactions 586,36 0.00 Q bottom of the
Grand Totals S Transactions 526,36 0.00
report. | |
If a report is more than 1 page there will be blue page numbers at the bottom of the screen.
Just click on the blue number to view that page. =
Done wis.informationmanagement visa.com |
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7. To print the report, click on File and choose Print.
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8. After you close the report you will be routed back to the original report generation screen.

~is informationmanagement. visa,com | .
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To logout,

To go back
to the VIS
Home page,
click Home.

VIS,

Program Administration

Choase the type of analysis to perform

- Visit other services - v

Visa Information Source

Type of Analysis™ F- Select a report -

Restrict your reporting £ 'C.rd Account Activity
Cardholder Detail

Organization®: Cardholder Staternent

pending by Accounting Code |

=] Q view Report Description

‘n}ﬁz. Effective Date: 1900-01-01)

Card Account® T

Reporting Cycle™:

Billing = start Feriod: [<Start period=\g] End Feriod: [<End period> =

Home | My Profile | Lugnu‘_

click on
Logout.

Home | Inbou | Data Analysis | | My Settings | Help

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

Page 5 of 5



mailto:bmc_creditcard@brynmawr.edu

