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Introduction 
 
 
Barclaycard Spend Management (BSM) is a web based application that allows 
reviewers and approvers to monitor transactions on Plymouth City Council purchasing 
cards.  It also provides the facility to allocate important accounting information to 
those transactions so that they appear correctly in General Ledger and so that VAT can 
be reclaimed where appropriate. 
 
Each transaction in BSM must be reviewed by one person and approved by another.  
Reviewing a transaction involves checking that it is not fraudulent, assigning a ledger 
code and VAT code and, uploading a copy of a VAT receipt.  You should log in to BSM at 
least once a week in order to review any new transactions. 
 
This guide will take you through the steps of logging in to BSM and reviewing 
transactions.  There is a separate guide for approvers. 
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Logging In 
 
 
To log in to your account, you’ll need 
your PINsentry card reader and your 
purchasing card (if you’re a 
cardholder) or authentication card (if 
you are not a cardholder) and PIN. 
 
 
 
Go to https://identify1.business.barclaycard/login  
 

 
 
If you have not logged in this way before, click ‘Not got your username or logging in for 
the first time?’ and enter your surname and card number to get started. If you have 
logged in before, enter your email address and click Next. 
 
You will then be asked to confirm your identity using 
your card and PIN sentry device. 
 
You will first need to enter the last four digits of your 
purchasing card or authentication card. Then put your 
card into the card reader, and click the ‘Identify’ 
button. Enter your four-digit PIN and press enter. 
 
The device will then give you an eight-digit code, 
which you will then need to enter on screen. 
 
Click ‘login’. 
 
 
 
 
 

https://identify1.business.barclaycard/login
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If this is your first time logging in, at this point you will be asked to enter your email 
address and mobile number. You will use this email address to log in in future. 
 
You will then be taken to a dashboard. 
 

 
 
Click ‘Take me to my account’. 
 
If this is your first time logging in, you should get a notification at the bottom of your 
screen, or in the URL bar, asking how you want to deal with pop-ups. Select ‘Options’ 
and then ‘Allow Always’. The first time you do this it may redirect you back to the 
beginning of the login process and you’ll need to go through it again, but it shouldn’t be 
a problem in future. 
 
If you’re using Chrome or Edge and you’re being constantly redirected back to the 
beginning of the login process at this stage and are not getting a notification to change 
your pop-up settings, you can access pop-options in your internet settings and you will 
need to add https://barclaycard.co.uk/ to your ‘Allow’ list.  
 
If you’re using Internet Explorer please call Delt and ask them to enable pop-ups for 
you on the website (PCC staff). If you’re a school you may be able to do this yourself in 
your internet settings, or you will need to contact your IT department. 
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Home Page 
 
 

 
 
Card Expenses – This will take you to the full lists of items requiring your attention. 
 
Pinning function – This option provides an overview of all of your pinned items for 
quicker access. You can pin items to your home page via the pin icon against each 
menu option. 
 
Accounts – This tab provides an overview of credit limit, available credit, balance and 
card details. From this screen cardholders can view a summary of their transactions 
against statement period and also retrieve their PDF statements. 
 
Expenses – This tab provides a breakdown and additional information for all 
transactions that belong to the cardholder. The first view is a default of all transactions 
that require attention. The cardholder can code their transactions in this screen. To 
change the default view the cardholder can use the filter option. 
 
Summary – Displays a summary of balance, total transactions and a quick link into any 
transactions that require attention against the current statement. Cardholders can 
change the period by using the drop down option. 
 
Profile management – Where your name appears in the top right corner you can 
access a range of functions associated with your personal profile, such as; changing 
your password and altering the language settings. 
 
If you are also an approver, you will see an Approvals tab.  Please refer to the 
Approvers’ Guide for this option. 
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Reviewing Transactions 

 
Image Library 
 
Before starting to look at your account statements, you might find it helpful to upload 
any VAT receipts into BSM all at once so that you can more easily link these files to 
your transactions as part of the review process. 
 
You can upload files to BSM by email or using the Upload option in the Image Library.  
You will see an Image Library option by clicking on your name in the top right of the 
Home Page. 
 

 
 
Clicking on the Image Library option presents you with two further options. 
 

 
 
When you click on the Upload button, Windows Explorer will open, prompting you to 
choose a file to upload. 
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To upload a file, select it and then click Open.  You should then see your file in the 
Image Library in BSM. You can click on it to Delete or View the image. 
 

 
 

Uploading via Email 
 
If you click on the Upload via Email option then a window will pop up providing you with 
the email address to which you can send your VAT receipts.  You might like to add this 
email address to your contacts.  To upload files using this method, create a new email 
in your email client software (e.g. Outlook), attach the required files to it and send it to 
the address provided. 
 

 
 
Please note that it can take a few minutes for files to appear in the Image Library after 
you have sent your email. 
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Viewing and Deleting Files 
 
By default, the Image Library displays all your uploaded files that have not yet been 
linked to a transaction.  You can change this by clicking on the Filters menu on the 
right of the screen, changing the options shown and clicking Search. 
 

 
 
If you click on the icon for a file in the Image Library you will see the following options. 
 

 
 
You can view the document by clicking on the magnifying glass or delete it by clicking 
Delete. 
 
Once you have uploaded your VAT receipts, it then remains to link those files to 
transactions, which is discussed in a later section. 
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Expenses 
 
To access the coding screen select the ‘Expenses’ tab. The ‘Expense Listing Screen’ 
will then appear and will default to a display of all transactions that require attention. 
(If you don’t have card yourself but are reviewing on behalf of another cardholder, you 
will have a ‘Show’ drop-down menu where you can select the delegate you wish to 
view. A red dot will show next to any delegate with outstanding expenses). 
 

 
 
 
To change the view of transactions you can use the ‘Filters’ option to switch the view to 
‘To do’, ‘Pending approval’ and ‘Completed’. You can also filter against date/period, and 
Expense Type. There is also a Find function that enables you to find a specific 
transaction. For example, you can search for supplier, amount and date etc. 
 

 
 
To code a transaction, click on the individual transaction from the list. This will open 
the ‘Expense Details’ window. 
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You should first check the transaction against your own transaction log.  If required, 
you can see more information about the transaction in the Details tab. 
 
If you do not recognise the transaction then, where possible, contact the supplier.  If 
you still do not recognise the transaction then you should contact the transactions 
centre to advise them that there may be fraudulent activity on the card.  In this case, do 
not use the card; wait for a new one to be issued. If you receive a refund for a 
fraudulent transaction you will need to code the original transaction and refund to the 
same place. 
 

Assigning Ledger Codes 
 
You can complete all necessary coding fields by using the ‘+’ symbol against each field. 
If you have a default cost centre or class code these will be pre-populated (contact the 
Financial Systems Team at finansys@plymouth.gov.uk if you don’t have a default but 
would like one). If not, click the box and then ‘Search Cost Centre Codes’ which will 
bring up a search function.  
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If you know the code you need then type it into the Code Value field and click Search.  
Alternatively, searching using the Description field will return cost centres with a 
description that begins with your search term.  If you add a % symbol to the beginning 
of your search term then the search will return all cost centres with a description that 
contains your search term.   
 
When you click on the code you require, click ‘Select’ to add it to your transaction. 
 

 
 
You also have the option to add codes to your favourites so next time it will appear on 
a drop down list for easier access.  

 
 
Repeat this process for the detail and classification codes. You may or may not use 
classification codes depending on where you work in the organisation.  If in doubt 
about which codes to use please contact your service accountant. 
 

Assigning VAT Codes 
 
To assign a VAT code, click on the Tax Code drop-down and choose the appropriate 
code.   
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Important: An issue you may encounter while coding Amazon transactions in 
particular, is the tax code being set to ‘All Tax’. If you see this on any transaction, you 
must make a note of the transactions and then bring up the old style coding screen. 
 
Go to Reports > My Information > Transaction Search – Personal. Enter the period you 
want and search (if you’re a delegate for someone else, you can select their name 
from the ‘Statement Issuer’ dropdown box). The transactions will then come up in the 
old style screen – click the red X to open the transaction, then click ‘Remove Enhanced 
Data Coding’ to reset the transaction. You can then go back to the standard expenses 
screen. 
 

  
 
Please do not leave any transaction lines in ‘All Tax’ status. 
 
Occasionally, you may come across some transactions for which the VAT code has 
already been set to ‘Gross Tax’.  The VAT codes and amounts for these transactions 
have been set by the supplier and should not be changed.  In these cases we can 
reclaim the VAT without a VAT receipt, so it is not necessary for you to upload a VAT 
receipt to BSM. However you do need to provide evidence regarding ‘proof of purchase’ 
for audit purposes, so wherever possible please continue to load in a receipt if 
obtainable. 

Please upload receipts in all other circumstances. These are required for both audit 
checks and to ensure PCC are adhering to the guidance from HMRC regarding the 
treatment of VAT. 

HMRC can charge a penalty if VAT is over-claimed due to a careless or deliberate 
inaccuracy so please ensure a valid VAT receipt is saved for vatable transactions.  

If you are unable to obtain a valid VAT receipt for vatable transactions then PCC is 
unable to claim the VAT and you must select Tax Code - ‘No VAT Rec’.  This would 
result in a financial loss to Plymouth City Council so please ensure you add notes 
within BSM to confirm what measures have been taken to obtain a valid VAT receipt 
and/or reasons for it not being loaded in to BSM.  

If you are unsure what constitutes a valid VAT receipt or which VAT code to use then 
please see the PCC VAT SharePoint pages or School Room for additional 
documentation, or contact: 
 
VAT helpdesk - Telephone 01752 304432 or e-mail vat@plymouth.gov.uk 
 

https://plymouthcc.sharepoint.com/sites/ToolsToDoMyJob/SitePages/VAT.aspx
https://www.plymouth.gov.uk/schoolroom/schoolfinance
mailto:vat@plymouth.gov.uk
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Linking VAT Receipts 
 
To link your receipt, click the ‘Link Receipt’ option in the top right of the coding screen. 
You will need to select an option from the ‘Receipt Attached’ dropdown menu – this is 
mandatory. 

         
 
Then click ‘Image Library’ which will open up the Image Linking window. 
 
If you have not already done so, you can upload files to the Image Library here using 
the procedures discussed in the ‘Image Library’ section of this guide. 
 
If you choose to use the Upload option here, the file will automatically be linked to the 
current transaction.  Otherwise, you can link a file from the Image Library by clicking 
on it and then clicking the Link button. 
 

 
 
The file icon will now have a green circle at the bottom right 
which indicates that it has been linked to a transaction. 
 
Back in the Expenses window, the Link Receipt option will now 
show a screenshot of your receipt. Click ‘Manage’ if you want 
to make amendments. 
 

 
 
If you want to unlink a file from a transaction, click on the icon for the file in the Image 
Library and then click Unlink. 
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Splitting a Transaction 
 
You may want to split a transaction across more than one ledger code or VAT code.  
You can do this by clicking on ‘Split’ button underneath the tax coding boxes. 
 

 
 

 
 
Once you have specified the number of lines and the amount for each, clicking Split will 
take you back to the coding screen to assign your ledger codes and VAT to each line 
separately. 
 
 
When you’ve finished with the transaction, click ‘Complete’ at the bottom of the screen 
to send it for approval. If you haven’t quite finished and want to come back to the 
transaction later, you can click ‘Update’ to save your current changes. Clicking update 
will not send the transaction for approval. 
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Old-Style Coding Screens 
 
If you’re more familiar with the old style coding screens and would still like to use 
them, you can still access these by going to Reports > My Information > Transaction 
Search – Personal. 
 
Enter your search criteria (if you are a delegate for someone else you will need to 
select their name from the ‘Statement Issuer’ dropdown list) and search – this will 
bring up your transactions on the old style statement screen and you can code and 
save them from here. The main use for this screen should be to remove enhanced data 
coding if your transactions have come through with invalid ‘All Tax’ tax codes. 
 
Barclays may remove this facility at any time, so it would be best to familiarise 
yourself with the new coding screens. 
 

Approval 
 
Once you’ve completed a transaction, you can check its status by selecting the ‘Filters’ 
box and changing it to ‘Pending Approval’ (still waiting to be approved by your 
authoriser) or ‘Completed’ (have been approved by your authoriser). Click Apply and it 
will bring up a list of relevant transactions. Change the filter to ‘To Do’ to switch back 
to the list of transactions you still need to code and complete. 
 

 
 
If you want to check who your approver is, click the Details tab and look under 
‘Approval Rules’ 
 

 
 
 
If you need to change your approver or add another, please email 
finansys@plymouth.gov.uk. 
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Your approver(s) will be prompted to approve your reviewed transactions when they 
next log in to BSM, and will also receive an email every Sunday reminding them of any 
outstanding transactions that still require approval.   
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Where to Get Help 
 
 
You can access a Help section from your user drop-down. 
 

 
 
This will take you to the help section relevant to the screen in which you are currently 
working.  Hopefully, this will mean you can resolve your issue promptly without having 
to search through the help file. 
 
You can contact Plymouth City Council’s corporate administrators for BSM at 
finansys@plymouth.gov.uk.  You should contact the corporate administrators for any of 
the following: 
 

 If you have are having issues logging in 
 Any issues reviewing or approving a transaction that you cannot resolve using 

the BSM help file 
 Adding a new approver to your account, removing an existing approver, or if you 

need to be added as an approver for a new employee 
 Requests for BSM reviewer/approver accounts or authentication cards for staff 

without purchasing cards 
 Any feedback on this document 

 
If you have any problems using your purchasing card or you believe that there may be 
fraudulent activity on your card, or you require a PIN Sentry device, then please 
contact the Creditors team at creditors@plymouth.gov.uk. 
 
Please do not send any sensitive data by email, such as your full purchasing card 
number. 
 
 

mailto:finansys@plymouth.gov.uk
mailto:creditors@plymouth.gov.uk

