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The Basics 

GirlGuiding NZ uses Visa Spend Clarity for Enterprise (VSC) to fulfil our GST and accountability requirements 
for our Board, IRD and Auditors. 

As a PCard holder you are required to provide receipts for all the transactions that you make using your PCard. 

• Receipts are required to be attached to your transactions on VSC by the 5th of the following month. 
• Receipts over $50 must contain the suppliers GST number if they are GST registered. 
• Receipts must be readable for Audit purposes. If you can’t read the receipt on the photograph/scan that 

you have just taken, we can’t either.  
• Some Suppliers provide a long receipt but it contains information that we don’t require. See below for 

an example of the same receipt photographed twice. We only need to see –  
o The Supplier’s name  
o The Supplier’s GST number if they are GST registered 
o The date of the purchase 
o The items purchased 
o The $ total of the items purchased 
o As much as possible please photograph/scan your receipts the right way up 
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Use of Your GirlGuiding NZ PCard 

Your PCard has been issued to you for the purposes of making purchases that you require in your Role for 
GirlGuiding NZ and you are responsible for it being operated within the Guidelines of ASB’s Terms & Conditions 
of their cards and GirlGuiding NZ Policy. Funds must be spent for the purpose intended and provided or funded 
for. Any queries regarding these guidelines are to be directed to the Finance Team Leader (PCards@ggnz.org.nz) 
or your Regional Hub Coordinator. 

For Unit Cards – your budget is to deliver the Guiding Programme to your Unit. 

For Local Team & Regional Hub Cards – your budget is for managing your local Team. 

• Annual Leader Recognition is done centrally by GirlGuiding NZ, therefore there are no funds allocated 
with the Local Team budget for this purpose. 

Some Frequently Asked Questions 

Lost Card or Fraud 
 
If you have lost your PCard or suspect that your PCard has been used fraudulently, during business hours 
please phone Finance Team Leader, Kay Grenfell 021 199 3421 and advise us of the situation (If you are an ASB 
customer you can log onto your Fastnet Classic app and block your card immediately). If it is outside of 
business hours please phone ASB directly on 0800-803-804 and send a follow-up email to PCards@ggnz.org.nz 
so we can assist you moving forward. 
 
Receipts are Required for All PCard Transactions 
 
All purchases made on PCards are required to be auditable.  
 
Codes & Receipts for PCard purchases are to be uploaded to Visa Spend Clarity by the 5th of the month 
following the transaction. 
 
If you make a purchase through any website, a list of the goods and confirmation of the costs is 
required. Please note that PayPal transaction confirmations do not provide a list of the goods purchased so you 
must provide this from the company you are ordering the goods from. 
 
Girl Programme Credits – Unit Leaders 

Each Unit is entitled to $25 per girl per term to “deliver the Guiding Programme”.  This is paid to your PCard prior 
to the beginning of each Primary School Term except Term 1.  For Term 1 we pay an Advance Payment of $50 or 
$150 to every unit (based on girl numbers in your unit) prior to the end of January to enable purchases to be 
made in preparation for the new year. The balance of Term 1 funds will be paid in approximately the 3rd week of 
February allowing for Girl Numbers to be as accurate as possible for the Term. 

There will not be an additional top up of funds during the term or a removal of funds for girls who leave during 
the term. However, leaders can contact PCards@ggnz.org.nz for an additional top up where there has been a 
net gain of three or more girls during the term so that they are not disadvantaged by increasing numbers. 

Unspent Girl Programme Credits will be carried over between Terms until Term 4.  Girl Programme Credits do 
not roll forward from year to year. You will be notified of the date in December when your funds should be 
spent.  Any Programme Credits unspent by the date notified are returned to GirlGuiding New Zealand. Your 
PCard will then have a zero balance until the Advance Girl Programme Credit is paid in the following January. 

Specific dates for the crediting of your unit funds will be advised in Leaders Hub and as OGM Announcements. 

  

mailto:PCards@ggnz.org.nz
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Reimbursement Claims  
 

PCard holders have delegated authority to spend up to the amount credited to their PCards, therefore if you are 
the PCard holder and you are claiming a reimbursement, you do not require the authorisation of your Local or 
Regional Hub Co-ordinator.  
For prompt payment please complete an Expense Claim Form (available on OGM and our website), attach your 
receipts and email directly to accounts@ggnz.org.nz for processing.  

Purchasing Gift Cards/Petrol Vouchers on PCards 
 
Purchasing of gift cards, gift vouchers and petrol vouchers for events/camps and programme activities on 
PCards is allowed but should only be used when needed for a specific occasion eg. parents providing 
transportation, a gift for a speaker at a unit meeting. If needed for an Event/Camp the $ amount should be 
included in your budget. Before submitting your receipt please write a basic reason for the purchase on the top 
of the receipt eg. gift for speaker, parent transport, then scan/photograph and submit your receipt as usual. 
 
Purchasing of Outdoor Equipment by Units 
 
Purchasing of outdoor equipment must be pre-approved by the Property Team.  There is a budget for camping 
equipment in central funds so this may not have to be deducted from your Unit funds.  We already have 
substantial discounts with a number of camping equipment suppliers and we want to get the best deal 
available. For queries please email Property@ggnz.org.nz 
 
Purchasing Resources Internationally 
 
You are able to purchase products from other countries using your GirlGuiding NZ PCard.  
 
All purchases made on PCards are required to be auditable. If you make a purchase through any website, a list 
of the goods and confirmation of the cost is required. Please note that PayPal transaction confirmations do not 
provide a list of the goods purchased so you must provide this from the company you are ordering the goods 
from. 
 
Please  

• Research the supplier to see if they are genuine and reputable – put the supplier’s name into a Google 
search – people are not shy to complain if they have had previous issues. 

• check to see if the website is secure (padlock before the website address and s after http) 

  
• Remember that your purchase may not be in NZ Dollars and could result in a large cost difference for an 

exchange rate and shipping 
• Check where the product is coming from and the postage timeframes to ensure you receive your items 

when they are needed 
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Cash Withdrawal Ability on PCards 
 
The ability to withdraw cash from your PCard is only available in exceptional circumstances or if you are having 
a Girl-Led camp or event.  
 
If the cash withdrawal is made as part of a camp or event, please write “Cash” on each receipt and upload your 
receipt to Visa Spend Clarity as usual. 
 
For Girl-Led camps or events please ensure that the girls are informed how important it is to keep the receipts 
for their purchases in a safe place and to return them to you at your first contact with the girl after the event.  
We recommend giving the cash to the girl in a zip-lock bag so the receipts can be kept there also.   If you are 
having multiple Girl-Led camps at the same time, please also write the Girl’s name on the top of each receipt to 
enable easy reconciling. 
 
For enquiries on cash withdrawals from your PCard for Camps or Events please contact 
OGMEvents@ggnz.org.nz or phone 021 0908 6580, at least 2 Business Days before you want to withdraw the 
funds. 
 
For enquiries on cash withdrawals from your PCard for Programme Costs please contact PCards@ggnz.org.nz 
or phone 021 199 3421, at least 2 Business Days before you want to withdraw the funds. 
 

Finance Team Staff Contacts 

 
Accounts Payable/Finance Team Leader – Kay Grenfell – accounts@ggnz.org.nz – 021 199 3421 
 
Events/Camps – Stacey Skill – OGMEvents@ggnz.org.nz - 021 0908 6580 
 
Girl Invoices/Debt Management – Jo Clark -  OGMInvoices@ggnz.org.nz – 021 199 5041 
 
PCards/Finance Team Leader – Kay Grenfell – PCards@ggnz.org.nz – 021 199 3421 
 
  

mailto:OGMEvents@girlguidingnz.org.nz
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Getting Started  

Once your PCard has been issued and is on its way to you, you will receive your VSC password and username 
by automated email from Visa Spend Clarity. The first time you log in you are asked to reset your password, 
login using your new password, set up your preferred two-factor authentication method, and accept the Terms 
and Conditions. 

 

 

 

 

  

VSC is accessible via their website and via a mobile app. You do not have to use the mobile app if you 
don’t want to, just ensure that when you are setting up the Two-Factor Authentication, that you choose to 
Use other authentication methods to select Email then follow the onscreen instructions. Whichever 
method you register with will be used every time you log in, in the future.  
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Coding Your Expenses & Attaching Your Receipts 

(This looks complicated when laid out into a step by step document but it is pretty easy and you will have this 
sorted in no-time       ) 

 

GL Codes 

286        Classic Programs Expense  

• use for your weekly Girl Programme costs from the $25/girl/term Budget 

288 Other Programs Expense 

• only to be used if you have been allocated funds for running a specific program outside of the regular 
meetings 

293 Discoveries Expense 

• only to be used if you are running a Discovery Event 

308        Camps & Activities Expense 

• use if you had extra funds added to your PCard for a camp or event 

316  Queens Guide Retreat Expenses 

• only to be used if you had specific funds added to your PCard for Queens Guide Retreat Expenses 

448        Volunteers Expense 

• Local & Regional Hub Co-ordinators to use for your Team Budget. 

 

Property will be 000 not applicable  

Activity  will be 00 not applicable 

 

 

See below for separate instructions on how to code and receipt your expenses on the Website and the Mobile 
App. 
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Coding Your Expenses - Using the Website 

Login to Visa Spend Clarity 

On the Home Page, click on the tab My Spend and choose Expenses. A list of your uncoded/unreceipted 
expenses will show.  

To code a single transaction, click on the chevron at the right of the transaction. 

 

To code multiple transactions either click on the select box or choose Select all 

A window will pop up as below. Click on the + alongside the GL Code. If this is the first time you will then need 
to click on Search GL Codes. 
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A Search box will pop up and will show the GL Codes you have available. If you click on the code you want you 
will get some further options. Simply select if that is the code you want.  

 

If you will usually use the same code you can make the code a favourite by clicking on the star.  
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Then next time you need to code a receipt, you will click on the + for the GL Code and your Favourite code will 
pop up without having to go into Search GL Code codes 

 

As volunteers you do not need a Property or Activity code so you can click on the + for the Codes, click Search, 
choose 000 not applicable for Property and 00 not applicable for Activity, click on the Favourite stars and next 
time these will pop up without having to go and search for it each time. 
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Attaching Your Receipts – Using the Website 

Visa Spend Clarity is intuitive and will try to lead you to the correct receipt for your transaction and if it thinks 
that you are trying to load the wrong receipt, it will pop up a warning. 

You can upload your receipts via email or by saving them to a pictures folder. Click on Link receipt, then Image 
Library 

 

This will pop up a window for Image Linking.  

By clicking on the Image Library, this will look for images on your computer that it thinks could be the correct 
option 

 

By clicking on the Linked Images you will be given the options to upload an image – this will allow you to search 
and find the appropriate receipt on your computer or Upload via Email if someone has sent you a receipt via 
email.  
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If you click on Upload via Email you get the below pop-up, giving you an email address to send your receipt to.   

 

The uploaded receipt will then appear in your Image library. Just click on the image you want. 

 

I have chosen a receipt that doesn’t match the transaction I am trying to complete so VSC gives me a warning. 
If this is the correct receipt, just click on the Link button or X the screen to choose another receipt. 

You can now exit that screen and your receipt will appear in the top right corner of your screen 
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Now that I have coded my transaction and attached my receipt, I can choose Complete and this will remove the 
transaction from my Expenses screen.  

If you only wanted to code the transaction or attach a receipt and would wait to do the other part, you can click 
Update and then you can revisit the transaction to Complete it. 

 

 

You have completed the process – well done! 
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Coding Your Expenses - Using the Mobile App 

Login to Visa Spend Clarity on your mobile phone. 

On the Home Page, click on Expenses. A list of your uncoded/unreceipted expenses will show. (Please note the 
transaction used in the screenshots below is not a GGNZ expense, just an example) 

To code a single transaction, simply tap on the transaction to show the details. Scroll down to bring up the 
fields that need completing. 

  

Beside Coding required, tap on EDIT and the following screen appears 

 



  
VSC – RECEIPT GUIDELINES – MARCH 2024 – VERSION 1 18 

 

Tap on the words GL Code then the magnifying glass 

  

Select the code you want.  

If you will usually use the same code you can make the code a favourite by clicking on the star.  

Then next time you need to code a receipt, you will click on the words GL Code and your Favourite code will pop 
up without having to hit the magnifying glass and search for it. 

As volunteers you do not need a Property or Activity code so you can tap on the + for the Codes, tap Search, 
choose 000 not applicable for Property and 00 not applicable for Activity, tap on the Favourite stars and next 
time these will pop up without having to go and search for it each time. 

Once you have entered the GL Code, Property Code and Activity Code, you can can tap SAVE 

  



  
VSC – RECEIPT GUIDELINES – MARCH 2024 – VERSION 1 19 

 

Attaching Your Receipts - Using the Mobile App 

Visa Spend Clarity is intuitive and will try to lead you to the correct receipt for your transaction and if it thinks 
that you are trying to load the wrong receipt, it will pop up a warning. 

 

 

 

 

You have completed the process – well done! 

You will see a new pop up asking you 
how you would like to attach your receipt 

Receipt Gallery - will take you to receipts 
already uploaded onto your phone, 
simply select the one you want and click 
LINK at the bottom of your screen. 

Camera – will open your camera and 
enable you to take a picture – after you 
have given permission to the App to take 
photos. 

Your photos - will take you to photos you 
have already taken on your phone. Find 
and select the one you want. 

 

To attach your receipts tap on ADD. 

 


