
Each month, you need to log into the True Link website (www.truelinkcard.com) and 
download a copy of your monthly transactions as a CSV file. You will then add a column 
for descriptions and type in a description of each expense, save the CSV, and upload it 
to the monthly report submission form. 
 
Here are detailed instructions on how to do this: 
 
First, visit www.truelinkcard.com and click the "Login" button in the top right corner.  
 
The first time you visit the website, you will need to click the link that says "Cardholder 
log in." 
 

 
 
Provide the last 4 digits of your Social Security number, your date of birth, and the last 4 
digits of your True Link Card number. Then click “Log in.” 
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You will then be able to see the dashboard, which shows you your current balance, your 
recent transactions, and options for viewing monthly statements and card settings. 
 

 
 



Click on the link for “monthly statements.” The following screen should appear: 
 

 
 
Under “monthly statements,” select the most recent month, and click “Download as 
Spreadsheet.” 
 
Save the spreadsheet on your computer, and open the file. Your monthly report 
spreadsheet will look like this: 
 

 
 
Simply add the word “Description” to the cell to the right of “Amount,” and use that 
column to enter detailed descriptions of your transactions that month. You’ll need to 



include details like what you bought and what it was for. If it was for a pre-approved 
election-related expense, you should specify what race and candidate it was for (or it 
was in opposition to). 
  

 
 
In the example above, you can see that the group treasurer specified the purpose of 
each expense (e.g. “snacks for phonebank”) as well as the race and candidate 
(“supporting AL candidate Doug Jones for Senate”). 
 
Reminder that you MUST get pre-approval for any spending on federal elections, and 
this card cannot be used for spending on state and local elections at all. Please submit 
your requests for pre-approval for political spending here. 
 
Once you’ve added descriptions to all your expenses, click Save to save your work. 
 
Go to https://www.indivisiblehq.org/distributed-fundraising-financial-reporting and scroll 
down to the Monthly Spending Report Form. 
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Enter your treasurer and group information 

 
 
Upload your monthly report spreadsheet by clicking “No file chosen” under the “Upload 
your spreadsheet here” header.  
 
Complete the form and hit submit! 


