
                           Department of Procurement 
P-Card Administration 

       Allocating a transaction 
 

• Log into Visa Intellilink 
https://identity.intellilink.spendmanagement.visa.com/login?signin=50d6787db5f792b20
ac6c15c2206548d#/login 

• On your home page, click “Expenses” menu option.  If allocations are required, items 
will be marked with a red dot. 

 
• From the list, click on the month for which transactions require allocation.  Areas with 

items requiring your attention are marked with a red dot.  

 

https://identity.intellilink.spendmanagement.visa.com/login?signin=50d6787db5f792b20ac6c15c2206548d#/login
https://identity.intellilink.spendmanagement.visa.com/login?signin=50d6787db5f792b20ac6c15c2206548d#/login


• Transactions requiring allocation will be displayed in the center of the screen.  There will 
be a red X and a red exclamation point on the right side of each transaction. 
 

 
• Click on the red X for the first transaction.  The Transaction Details screen will be 

displayed. 
 

• Each transaction must have an Org Code and an Account.  Check with your department if 
you also require an Activity Code as well. 

 
• Transactions automatically default to the employee’s home Org Code and an Account.  

This is not necessarily the proper information for the transaction – always check! 
 

• The next few steps will describe how to assign an Org Code.  Please use the same 
process to assign an Account and Activity (if needed). 
 

• To change the Org Code, click on the arrow next to the Org Code box and then click on 
the Org if it is listed.  If it is not listed, click on “Search”.  This brings up the “Org Code 
– Search” screen. 



 
 

• If the Org number is known, type it into the “Code Value” box and click “Search”, or 
if the Org name is known, type it into the “Description” box surrounded by percent 
(%) signs and click search (for example, %travel%).  The Org(s) will be listed below. 

• To add the Org to the favorites list, click on the arrow facing to the right. 
• To add the Org to this transaction, click on the arrow facing up. 
 

        

 

Enter known org number here then click search 

Or enter description surrounded by % (ie 
%travel%) here then click search 

Click this arrow to add to favorites 

Click this arrow to add to this transaction 



• Click on the Description box to enter the “5 W’s” of the transaction.  Between the 
Description box and the information on the receipt you will upload, all of the “5 W” 
questions must be answered.  The IRS requires this extremely important step and the 
information must be maintained for audit purposes. 
 

o Who:  This is understood to be the employee.  If the purchase was made for 
someone other than the employee, it should be provided.  (See special rules 
for food purchases) 

o What:  item(s) or services(s) purchased.  This is typically listed on the 
itemized receipt; however, a general description is appreciated. 

o Where:  This is typically the location where the purchase was made and can 
be found on the receipt.  However, if traveling, the location of travel should 
also be included. 

o When: This is typically the date of the purchase and can be found on the 
receipt.  However, if traveling, the dates of travel should be included. 

o Why:  This is the business purpose of the expense. 
 

• To attach a receipt to this transaction, click on the paperclip icon next to the word 
“Receipt” 

 

 
 

• The Image Linking window will appear 
• Click “Upload” in the top left corner 
• Navigate to your document and click “Open” (you may repeat this as many times as 

necessary if you have multiple documents to link). 



• You should notice a green chain icon in the bottom right corner of the image.  This 
means the image has been linked to this transaction.  
 

 
 

• Close out of the Image Linking window.  The paperclip should now be green. 
 

• If it is necessary to leave notes for the approver of the transaction, they should be left 
in the “Cardholder Comments” box.  To access this box, click the “Approval” tab 
toward the top of the Transaction: Details window.  Click into the “Cardholder 
Comments” box and type the necessary information and click “Save”. 
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