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LOGGING ON 
 

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

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

                   
 

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

 

*Note: When 
completing your 
password reset 
answer, be sure to 
input a password 
reset answer that is 
exactly 6 characters 
in length.  Otherwise 
the feature will not 
work!  

4.   Press Apply  
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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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VIEWING TRANSACTIONS CONTINUED . . . 
 
There are multiple ways to access the account allocation codes for your transactions.  The 
quickest way is to use the Expand All hyperlink to open up the page.   
 

 
 
 

Step #1-Press the Financial Tab 

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

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

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

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

- Use the expand all hyperlink to allocate or assign values to the account coding fields 
established by your entity

 - Use the 
email icon to send 
email notification to 
a manager or 
reviewer once you 
have reviewed and 
allocated your 
transactions. 

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

Go to next         
page 
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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. 
 

 
 
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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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. 

 
 

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  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#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. 

 

Step #2-Highlight 
the date criteria 
and select the 
report format. 

Step #3-
Press RUN 
to run the 
report. 
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1. 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. 

 

 
 

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. 

 

 
                   
 

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. 

 

Go to next         
page 
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4.  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 
question and answer.  Your program administrator can immediately reset your 
password if necessary. 

 


