JCU SPENDVISION QUICK GUIDE
How to Link Credit Card Transactions to a Travel Re

1. Select ‘Account Statements’ under the side Main Menu.

quisition

2. Select ‘Statement-Your Name’.

3. Select the Travel Requisition that you will be linking transactions to.
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4. Select the PAPERCLIP on the right hand side against the Travel Requisition name.

5. Using the drop down box, select the Statement Month that the travel transaction charges appear in.
Select GO.

6. Select the transactions that you wish to link to this travel by using the arrows pointing to the right.



7. Select SAVE once you have selected the transactions required.

8. If the total allocation of charges is 80% or higher of the Travel Requisition Value, a message will appear to
notify and ask you if you would like to close the Requisition. If you still have Expense Reimbursements or
further card transactions to link, select CANCEL to keep the Requisition open. To close the Requisition select

OK.

9. All transactions that you have linked will appear under the Travel Requisition.




