Regions Intersect: Uploading Documentation

Please note: Additional documentation can be uploaded to Regions Intersect at any point of the transaction review
period and by any person that has access to transaction information.

On the system “Home”
page.

Click “Transactions” from
the “Quick Links” box.

Quick Links

Transactions

Unreviewed Transactions
View Statements

Recent Activity

Login Credentials

The “Transaction
Management” page will
appear displaying
transactions for all
associated P-Card.

To narrow the search,
edit the search criteria
using the “Category”
drop-down Button.

Select the appropriate
category and enter the
information you are
searching for in the
“Search Term” field.

Select “Search” and scroll
down to view a listing of
posted transactions.
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A REGIONS

Home  Reports  Cards

Transactions Help

UAB Group / Transactions / Transaction Management

Transaction Management

Hierarchy

or enter a hierarchy level

&k | within level UAB PCARD

Date range

Period v

Last 30 Days

Constraint

Account

Account Description
Account Number n
Account Number Last 4

Approve Type

Approve2 Type

Billing Currency
Disputed Transaction
Employee ID

Expend Type

Expend Type Description

Starts With hd

First Name rked (optional).
Last Name
Merchant Name
Object
Object Description
PTAO
PTAO Description
Receipts
Transaction Amount
Transaction ID

LaRRE; TOU

Hide Financial Codes

search term

A Collapse

My cards

Select the transaction.

The selected transaction
row will turn blue. Green
boxes will appear above.

Transactions

<[1]> 00 v Hide Financial Codes
Reviewed Approved  Second approval ~PostDate ~ TransactionDate Acct® Name

9/3/2019 9112019 1234

Account (optional) Object (optional) PTAO (optional)

Expend Type (optional)

[add]
Notes

DEPARTMENT, UAB SLACK

Employee 1D Merchant

4313 USD

Select the green
“Receipts” Button.
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A new window will open
displaying the previously

uploaded documentation.

Select the “Browse”
button.

Choose a file to upload.

Select Open.

Receipts x

Valid types are:.doc, .docx, .pdf, .tff, jpg, .gif, .png, .bmp. Attachments file size total cannat exceed 4096
KB.

Upload recelpt

Browse

Uploaded Receipts

Previously Uploaded
Documentation

Select a row to perform an action.

Uploaded Date = Filename

10/4/2019 4:17:59 PM  Academy 9-30 Glory Bound $72.21 Royal Buffet $71.87.pdf PDF  280.0KB

Upload Receipt

The selected file will
appear in the window.

If there are additional
documents, you may
continue to upload more
than one file until you
reach the file size limit.

When all related
documents have been
selected, select the
“Upload Receipt” button.

Receipts X

Valid types are:.doc, .docx, .pdf, .tiff, jpg, .gif, .png, .omp. Attachments file size total cannot exceed 4096
KB.

Upload receipt

P-Card Additional Documentation_Test.docx Browse Remove

Browse
Current upload total: 12 KB

Uploaded Receipts

Select a row to perform an action.
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Uploaded Date > Filename Type

10/4/2019 4:17:59 PM  Academy 9-30 Glory Bound $72.21 Royal Buffet $71.87.pdf PDF  280.0KB

Upload Receipt
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