


Regions	Intersect	Mobile	provides	administrators	and	cardholders	with	access	
from	any	mobile	device,	allowing	you	to	stay	on	top	of	requests	and	tasks.	The	

user-friendly	platform	is	optimized	to	your	mobile	web	browser,	delivering	virtually	
all	the	same	functionality	that	is	available	through	your	computer.	Simply	go	to	

https://intersect.regions.com



Transaction	Maintenance:	Processing	Regions	Intersect Transactions
The	Transaction	Maintenancemodule	allows	you	to	process	and	submit	
transactions	for	approval	through	Regions	Intersect, as	well	as	set	financial	
codes	for	your	organization.
Through	Transaction	Maintenance, referred	to	as	Transaction	Maint,	you	
can:
•View	and	print	statements
•Code	transactions
•Submit	transactions	for	approval
•Review	and	approve	transactions,	if	applicable
•Create	and	edit	financial	codes
•Assign	financial	codes
•Create	and	maintain	a	fiscal	calendar



• CARDHOLDER	SELECTS	BOX	UNDER	REV.

• APPROVER	SELECTS	BOX	UNDER	APP.
• **ACTIVITY	CODES	ARE	NOT	USED	BY	ALL	CARHOLDERS

• IF	THE	TRANSACTION	IS	NOT	VALID	CARDHOLDER	STILL	HAS	TO	COMPLETE	THEIR	REVIEW.	

• PLEASE	CONTACT	THE	PURCHASING	OFFICE	@	205-726-2917	OR	205-726-4084	TO	REPORT	ANY	

DISCREPENCIES.

• ANY	MISSING	OR	LOST	RECEIPT	MUST	HAVE	THE	MISSING	OR	LOST	RECEIPT	FORM	SIGNED	BY	

THEIR	SUPERVISOR	PRIOR	TO	LOADING.

• FORMS	LOCATED	ON	WWW.SAMFORD.EDU/PURCHASING/FORMS

• CARDHOLDER/APPROVER	MUST	SELECT	SAVE	PRIOR	TO	LEAVING	PAGE.

• PASSWORDS	ARE	VALID	FOR	6	MONTHS.	CARDHOLDERS	ARE	NOT	ABLE	TO	REUSE	A	PREVIOUS	

PASSWORD.

• PLEASE	CONTACT	THE	PURCHASING	OFFICE	WITH	ANY	QUESTIONS.		205-726-2916		/		205-726-

4084





CLICK	TO	VIEW	
TRANSACTIONS



SYSTEM	DEFAULTS	TO	CURRENT	BILLING	CYCLE.
YOU	WILL	NEED	TO	SELECT	THE	CYCLE	THAT	HAS	TRANSACTIONS	FOR	YOU	TO	
REVIEW/	APPROVE.



“IF	YOU	ARE	AN	APPROVER”	:	SELECT	MY	CARDS	TO	VIEW	YOUR	TRANSACTIONS	.



IF	YOU	ARE	AN	APPROVER	OF	OTHER	CARDHOLDERS	
TRANSACTIONS,	THE	HEIRARCHY	WILL	SHOW	ALL	OF	THE	
CARDS	THAT	YOU	ARE	TO	APPROVE.



CLICKING	ON	THE	DROP	DOWN	ARROW	ALLOWS	FOR	A	
SPECIFIC	SEARCH	OF	TRANSACTIONS.	SUCH	AS,	SELECTING		
REVIEW	TYPE		ALLOWS		YOU	TO	VIEW	EITHER	REVIEWED		
TRANSACTIONS	OR	TRANSCTIONS	THAT	HAVE	NOT	BEEN	
REVIEWED.

***DELETE	ANYTHING	SHOWING	IN	SEARCH	
CRITERIA	TO	CLEAR	YOUR	PREVIOUS	SEARCH	
RESULTS.



ALLOWS	CARDHOLDER	TO	SELECT	ACCOUNT	CODES



IF	AN	ACTIVITYCODE	IS	USED	YOU	CAN	
CHOOSE	FROM	THIS	LIST**	NOT	EVERY	
USER	WILL	NEED	ACTIVITY	CODES



1.	CLICKING	IN	THIS	AREA	SHOWS	OPTIONS	FOR	TRANSACTION	
MANAGEMENT

TRANSACTION	MANAGEMENT	OPTIONS

YOU	MUST	HIT	SAVE	BEFORE	LEAVING	THIS	PAGE!!



1.	CLICKING	IN	THIS	AREA	SHOWS	OPTIONS	FOR	TRANSACTION	
MANAGEMENT.

2.	UPLOAD	RECEIPT	OPTION	
AFTER	RECEIPT	IS	UPLOADED		“SELECT	CLOSE”.	
TRANSACTIONS	ARE	NOW	VISIBLE	TO	COMPLETE	
REVIEW.

TRANSACTION	MANAGEMENT	OPTIONS



SHOWING	STEP	2	
LOADING	RECEIPTS	

MANAGE	
RECEIPTS



SELECT	YOUR	FILE	TO	
UPLOAD.

CLICK	TO	UPLOAD	YOUR	
RECEIPT.

SELECT	CLOSE	
AFTER	UPLOAD	IS	
COMPLETE.



TRANSACTION	MANAGEMENT	OPTIONS

3.	BUSINESS	PURPOSE	IS	TO	BE	ENTERED	IN	THE	NOTES	SECTION	ONLY.

YOU	MUST	HIT	SAVE	BEFORE	LEAVING	THIS	PAGE!!



4.	CLICK	BOX	UNDER	REVIEW	TO	
COMPLETE	YOUR	TRANSACTION	
REVIEW.	.**	HIT	SAVE	BEFORE	LEAVING	
THIS	PAGE	*******

YOU	MUST	HIT	SAVE	BEFORE	LEAVING	THIS	PAGE!!



PLEASE	SELECT	“SAVE”	FOR	EACH	TRANSACTION.	
INFORMATION	WILL	NOT	BE	STORED	WITHOUT	SAVING.



TRANSACTION	REVIEW	IS	COMPLETE

• REVIEW	BOX	IS	CHECKED	UNDER	REV

• BLUE	CHECK	MARK	SHOWS	THAT	RECEIPT	
IS	LOADED

• BUSINESS	PURPOSE	IS	ENTERED	IN	
NOTES	SECTION

WHAT	A	COMPLETED	
TRANSACTION	REVIEW	

LOOKS	LIKE



USER	HAS	
REVIEWED

BUSINESS	PURPOSE	LISTED	BY	CARDHOLDER	MUST	CONTAIN	SUFFICIENT	INFORMATION	FOR	YOUR	APPROVAL.		

APPROVERS	SHOULD	NOT	APPROVE	IF	THE	CARDHOLDER	HAS	NOT	COMPLETED	THEIR	REVIEW.

WHAT	A	COMPLETED	
APPROVAL	LOOKS	LIKE	 COMPLETED	APPROVAL	

SUPERVISOR	WILL	SEE	ALL	INFORMATION	
REQUIRED

• REV	BOX	CHECKED	BY	CARDHOLDER
• BUSINESS	PURPOSE	LOADED	ON	NOTES	LINE	

WITH	SUFFICIENT	DETAIL	TO	SUPPORT	
TRANSACTION.

• BLUE	CHECK	MARK	INDICATING	RECEIPT	HAS	
BEEN	LOADED	FOR	THE	TRANSACTION.



• CARDHOLDER	SELECTS	BOX	UNDER	REV.

• APPROVER	SELECTS	BOX	UNDER	APP.
• **ACTIVITY	CODES	ARE	NOT	USED	BY	ALL	CARHOLDERS

• IF	THE	TRANSACTION	IS	NOT	VALID	CARDHOLDER	STILL	HAS	TO	COMPLETE	THEIR	REVIEW.	

• PLEASE	CONTACT	THE	PURCHASING	OFFICE	@	205-726-2917	OR	205-726-4084	TO	REPORT	ANY	

DISCREPENCIES.

• ANY	MISSING	OR	LOST	RECEIPT	MUST	HAVE	THE	MISSING	OR	LOST	RECEIPT	FORM	SIGNED	BY	

THEIR	SUPERVISOR	PRIOR	TO	LOADING.

• FORMS	LOCATED	ON	WWW.SAMFORD.EDU/PURCHASING/FORMS

• CARDHOLDER/APPROVER	MUST	SELECT	SAVE	PRIOR	TO	LEAVING	PAGE.

• PASSWORDS	ARE	VALID	FOR	6	MONTHS.	CARDHOLDERS	ARE	NOT	ABLE	TO	REUSE	A	PREVIOUS	

PASSWORD.

• PLEASE	CONTACT	THE	PURCHASING	OFFICE	WITH	ANY	QUESTIONS.		205-726-2916		/		205-726-

4084






