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LOGGING ON

1. Viathe Internet type the following URL in the address bar: http://sdol.jpmorganchase.com

2. The Smart Data On-Line sign on screen will appear.

JPMorganChase

JPMorgan Chase - Welcome

User ID | American English
International English
Password | Espafiol (América L ating)

Espafiol (Espafia)

Sign In | Francais Canadien

Francais
Ceutsch

Fortugués

Your initial User ID will always be your 16-digit card account number.

Your temporary Password is 12welcome + the last 4 digits of your credit card number
(case-sensitive).

3. At first login, SDOL will prompt you to create and confirm a new User ID, a private
password, input your e-mail address and complete your password reset questions in the
screen below. *Note-your Password Reset Answer must be exactly 6 characters in
order for the password reset feature to work.
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Initial Password has expired. Your new password must be 8-20
—*— characters in length and contain at least two numeric characters.

*Note: When
completing your
password reset
answer, be sure to
input a password
reset answer that is

Mew Password

Current Password

EE—
—

Mew Password

Confirm Password

——

exactly 6 characters
in length. Otherwise
the feature will not
work!

Pasgward Reset

Resetting vour pasaward i now made easy. Simply follow these steps

1. Specify your Email Addresz, if not already specified in wour uzer maintenance screen.
2. Select the sacurity question and anamer it.

In zaze you forget wour pasamord, you will be asked this security question and upon

werification, a new pasawaord will be zent to thizs Email Address.
|audrey.e.ﬂuod@jpmchase.com *

Email Address
Password Reset Question | j

Ws et Answer

Your favorite spart or hobhy?
\ Your childhood pet's name?
‘Where was your mather barn?
Applyl Your mother's maiden name?
Who was your favarite teacher?

‘What was your first school?
Your favarite city or place?

4. Press Apply

5. After successfully logging in, the system will take you to your home page/inbox.

JPMorganChase

MOoe53 TOWH OF FAIRVIEW
TERESA RAMIREZ

Welcome Back - AUDREY FLOOD
Last Visit: 09182006 20:04:31 GMT

—Summary Infermation —News

Tatal Users 24 Idaintain news

Total Locked Lisers 1] 091502006  ATTENTION: The Web detnonstrations on Releaze 720,

Tatal Active Cardhaolders 20 scheduled for Sept 15, 2006 st 3:00 pim CST, display an

Mozt Recent Posting Dste 094 52006 incarrect phone number . Correct information iz listed below:
TOPIZ: SDOL Release 7.2 Demonstration DATE: Friday,

Summary for previous 3 days September 15, 2006 &t 3:00 P CET Tuesday, September 19,

User Lagins 33 gggg;;;tﬂﬂwggﬂ CET CALL MUMBER: 566-5370-5212 code:

Cardholders with Activity G i

Recently added Cardholders 18 ?eizggggéﬁﬁ.és:né;\;gépéggg%aqge.cams’cc.femeetlngplace?

_T[::j:i'zgsb:';daﬂzf’;;ms 105 09M 202006 Addtional Educationsl Webinars Scheduled JPborgan Chase

- will be hosting ancther set of informative commercial card

- Mot Bewewed by Car.dhl:llder 13 wwehinars on Sept. 20th and Sept. 27th. These sessions are

E REWEW?E’ by Superwsor_ a designed to focus on methods to help you maximize your

- Mot Revigwed by Supervisor 13 commercial card program's success. Click on the "Upcoming
Educational Yehinars" link on your homepage below: for

complete details. If you have sny questions, you can call our
help desk at §77-967-1100

09M 452006  ATTENTION, On September 17, 2006 any system D that has
not been used inthe last 180 days will automatically be
deactivated. Inactive user IDs will not be deleted. In arder for
inactive users to login to the system, an authorized user wil
he required to reactivate the user ID. Please inform users wwho
may not login to the system on a regular basizs of this change
to avoid deactivation.

—Links

Have questions or commerts? Email us

—User Documents
Cardholder Guide

Company Guide —Inbox
Manacer Guide Inboe iz Empty
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VIEWING TRANSACTIONS

The Financial Tab allows you to query any subset or all of your transaction data based on a
specific date range that you select as well as other optional filters. Transactions will be
available for you to view within SDOL the day after the charge posts to your account, enabling
you to view and reallocate throughout the month before the end of the cycle date.

Step #1: Click on the “Financial” tab on the menu items across the top of the screen.
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JPMorganChase

Financial: Tra

Hierarchy Financial

nsaction Summary

dide View Criteria ™

-Search Criteria {date range cannot exceed 184 days)

|
"% Billing Cycle:

Description j

{" Date Range:
Search By:
7 Pasting D
' Transacti

-Optional Filtars—

Review Status

Tranzaction Amourn

oeptember S, 2006 & hg: 0s/12/2008

October 5, 2006
Movember 5, 2006
December &, 2006
January 5, 2007
February 5, 2007

harch &, 2007

April &, 2007 -
Way 7, 2007
June 5, 2007

1

Merchant Mame

Merchant Category

Addendum Type

July &, 2007
I

Code I

Merchart Postal Code |

| Al

Wiy |/

Step #1-Press the Financial Tab

Step #2: Select criteria for
the transactions that you would
like to view, including date
range, date criteria and review
status. Use the billing cycle to
view transactions for the billing
cycle you are working on.

Step #3-Press “VIEW” to
see your transactions

Step#4: After you have
selected your criteria, press
“View” to see your transactions.
The Financial: Transaction
Summary page will appear.

Go to next
page

VIEWING TRANSACTIONS CONTINUED. ..

There are multiple ways to access the account allocation codes for your transactions. The
guickest way is to use the Expand All hyperlink to open up the page.

- Use the

email icon to send

email notification to

a manager or
reviewer once you
have reviewed and
allocated your
transactions.

entity.

Expand Al

ul - Use the bar graph icon to view transaction details and/or view and assign values to the
account coding fields established by your entity.

BE - Use the copy icon to split or allocate the transaction to multiple account codes values.

Eil- - Use the graph icon to allocate or assign values to the account coding fields established by your

Ex=pani Al - Use the expand all hyperlink to allocate or assign values to the account coding fields
actahliched by vorlir entity
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Back to Account Summyry screen

Search Transaction Count Total: 4 Search Tranzaction Amount Total: 204.45

- Cardholder  Postine Tranzaction Tranzaction Acdclitional
EviEyy Date Dste Amount  Zales Tax  Information

ul B8 B r r 08/24/2006 032202006 ORELLY #8559, ALLEN, TH 33.9% oo

Expense Description: |

= E. - | 03/2452006 082252006 THE HOME DEPOT 528, MCKIMMEY, TH 67.19 | =

Expense Description: |

ul == ﬁ. - | 0914520068 094272006 THE HOME DEPOT 528, MCKIMMEY, TH 5440 | =

Expense Description: |

ul 2 ﬁ. l | 094542006 094372006 THE HOME DEPOT 528, MCHIMMEY, TH 8.88 | oo 5
Expense Description: I =

Page Tatal:

Expand All | Collapse All

Appl\y‘l Discardl f‘fé,

REALLOCATING & SPLITTING TRANSACTIONS

Coding or Reallocating a Transaction
You will need to code your transactions with the correct accounting information and enter an
expense description for each transaction.

Step #1:  Click the Expand All hyperlink on the Transaction Summary page. This will
open up the Account Codes for all transactions displayed on the page.
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Step #2:  Click the Edit Account Codes button for the transaction you want to update.
Update the account code fields with the most appropriate values based on
your purchase by clicking on the drop down boxes. Next, key in an expense
description to complete the transaction. When you are finished with the first
transaction, click the Edit Account Codes box for the second one and
continue until you have completed all the transactions.

Note: The GL Account field is dependant upon the Fund-Dept field so that the drop-down menu for GL
Account will only become available once you have populated the Fund-Dept field.

Back to Account Summary screen

Apply | Discard | Search Transaction Count Total: 4 Search Transaction Amount Total: 204.45

Expand Al | Collapse Al

holder  Postine i ctic Transaction Additional

Detail d =l d ed Date Jate Amaourt Sales Tax  Information

Ll = E. 7’ O | 08/2472006 0872252006 C'REILLY #5369, ALLEM, TX 33.98 0.0

Expensze Descrigtion: IParts far truck

Account Codes

Department Fund-Dept GL Account
IPuinc Wiorks v| " LI E
]
Edlit Aczount Codes | [BiEtet 1 0-400*PLIBLIC WORKS Copy ta All on Page | Return to Top
10-B00*PARKS
ul 28 B O gg:gggmi;%&rmm Pr2006  THE HOME DEPOT 528, MCKIMMEY, T 6719 [ oo B

Expensze Descrigtion: I

Account Codes

Department Fund-Dept GL Account
Edit Account Codes | Copy to All on Page | Return to Top |
Step #3: Remember to check the “Cardholder Reviewed” flag once you have completed

your review of the transaction.

Step #4: Press Apply to save your updates.

REALLOCATING & SPLITTING TRANSACTIONS CONTINUED. ..

Splitting Transactions
A transaction may require costs to be split or coded to multiple account codes.

Step #1. Select the split icon ¥ for the transaction on the left-hand side of the transaction
on the Transaction Summary page. The Split Transaction page below will appear.
Step #2: Use the drop-down menu to select the number of split records that you want to

create. Then press the “Create” button.
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Feference Information

zuperyizor  Cardholder  Posting Transaction Transaction

Detail Reviewwed Rewiewwed Date Drate Description Amonant Sales Tax  Met Smount

ul Mo Mo 08242006 082272006 ORFLLY #5869 33.98 T a3 0

Select number of Splits to create: Iﬁ ':r_IEI”dﬂ

21999 - 2006 MasterCard. All rigJ Fved.

Zurrently logoed in as: ALUDREY F FairviewAdmin, Company Administrators)

= L

== (O 00— O Lh

Step # 3: The Financial: Split Transaction screen will now have the number of records that
you requested for the transaction. Select your split method: by amount or percent.

Add Spit | Unspit |

Split by IAmnunt "l Split and Balance To ITu:itaI Tranzaction Amount ;I
Allocate DehitiCredit Amourt Percent BS0 Remayve
H, [Dent =] | 20.00 5888 | 000 Jtest X
5, [Deot | | 13.98 % | 000 Jtest X
Split Totals 33.98 100.00 0.00
Outstanding 0.00 000 0.00
Transaction Balance

addspit | Unspit |

Step #4: Populate the split information with the appropriate data: amounts if you chose the
amount split method or percentages if you chose the percent method. Press Apply.
Once you press Apply, the B graph icon will turn red, indicating that you can now
code or allocate each of your split records.

Step #5: Code or allocate your split records just as you would a regular transaction. Refer to
pg. 7 of this guide for detailed instructions on allocating transactions.

RUNNING REPORTS

Step #1: Select the “Reports” tab from the menu tabs across the top of the page.

Step #2: Choose the report format and billing cycle date from the drop down Billing Cycle.
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Step #2-Highlight

the date criteria
organChase
and select the 9

report format.

Feport Farmat

% Screen Version [HTML)
" Prirt “Yersian (POF)

Expenze Report

Date Criteria (Rangs cannot exceed 154 days):

% Biling C':I-'cle,;\ Diescription -
 |Description - i _
' Date R : —ata available starting: 05/ 8£2003
TETEE | August 7, 2006
Step #3- Viewby:  |Septerbers 2008 fon pate [ o] [ 2]/ =
Press RUN (G E T Octoher 5 2005
h " Tranzactiq Movember B, 2006 abate | | =2l =l
to run the December &, 2006
report. January 5, 2007 —
eport Fitters: Febroary 5, 2007
) March &, 2007
Rewview Status April 5, 2007 ﬁ
May 7, 2007 -

Step#3:  Press Run at the bottom of the screen.

Step #4  Your report will appear on the screen in either HTML or PDF, depending on the
report format you chose. The system may schedule larger reports to run in the
background. If this is the case, the report will appear in your INBOX on the home

page.

FORGET YOUR PASSWORD?

In the event that you forget your password, SDOL has an electronic user reset password feature
that will allow you to reset your password based on the Password Reset questions you
answered when first logging in.

10
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After attempting to login with an invalid login, SDOL will give you the screen below. To
begin the automated password reset process, Press the Forgot Password? Link.

JPMorganChase

d Invalid Login. Please check your User ID andlor Password.
—— Maximum attempts permitted before your User ID is locked: 6

Please close this window and return to the login page to try again.

Forgot Password?

Close Windom |

2. The Password Reset screen will appear with the password reset question and answer that
you specified in your user configuration at first login. Type your answer and press the
Reset Password button.

JPMorganChase

[

Password Reset

Flease answer the verification gquestion below:
Lipon werification, an email will he sent to the address specified in your user canfiguration.

What was your first school?
Answer |hydepark

| Reset Password |

Go to next
page

FORGET YOUR PASSWORD? CONTINUED. ..

3.  The system will verify your answer and if correct, will send an email with a new temporary
password to the email address you specified in your user configuration at first login. The
email will come from cpsreporting@mastercard.com.

11




SMART DATA ON-LINE CARDHOLDER QUICK REFERENCE GUIDE

JPMorganChase

Password Reset El

] Upon verification, an email will be sent to the address specified in your
—— user configuration.

Close YWindow I

Once you receive your temporary password, follow the instructions for Logging On in page
3 of this manual.

*Note: Receipt of your temporary password via email usually takes only minutes
but can take longer depending on your technical environment. If you never receive
a new password via email, it may be that you never selected a password reset
guestion and answer. Your program administrator can immediately reset your
password if necessary.

12



