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L OGGING ON

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

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

I Smart Data OnLine - Welcome - Microsoft Internet Explorer provided by BANK ONE (IE5.50 5P == =]
J Fie Edit ¥ew Favorites Took Help ﬁ
| wBak - = - @ @ | @search [iiFavorites (HHistory | By S = H @
| diress [&] hteps//=dol bankone.comfapp_sdolflogi.req =] @5
[ Links @pRealPlayer
Select Language
userc [ American English
Pagsword I— International English
Espaiiol
Francais Canadien
Frangais
Deutsch &
Portugués
Italiano
Nederlands &l
&1

[ [ mtermet

Your User ID will always be your 16-digit card account number.
Y our temporary Password is (case-sensitive)

3. Atfirstlogin, SDOL will prompt you to create and confirm a new private password, input your
e-mail address and complete your password reset questions in the screen below. When complete,
press apply.

/F Mastercard Smart Data DnLine - New Password - Microsoft Internet Explorer provided

“ File Edit Wiew Favorites Tools Help

i-&

S

OnLine

*Note: When
completing your L
password reset

answer, be sure to
inputa password HlesRassvis
reset answer that is
EXACTLY six (6)

Initial Password has expired. Please enter a new password.

Current Password

Mew Passwaord

Confirm Password

characters in
length. Otherwise
the feature will not
work!

Password Reset

Yourfavorlte sport or hobly?
Your childhood pet's name?

rezs, If it aire;
[2.5 eotthe Sectlrqrestion ndanone it

2 ITD Bl Emall Aadess .

Recallig yoAT [REEWORT £ 1oW M3 2ary, Sk )
1. Spechinon r Emall Add b spechied |

h Careyon rgehyon Faseward, ot wilibe 3

Where was your mother born?
Your mother's maiden name?
‘Who was your fawvarite teacher?

~RElectronic Mail Address

Passwar t Guestion

Password Reset Answe

Whatwas your first school?
Your fawarnite city or place?

Al |
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4. After successfully logging in, the system will take you to the home page/inbox.

< smart Data OnLine - Welcome - Microsoft Internet Explorer provided by BANK DNE (1E5.5

|J File Edit View Favorites Tools Help

4 S 08n?
r—i LOG OUT
BANK = ONE.
- Hierarchy | Financial § Reports Issuer

Company User

-

Toinette Miller
Last Login: 10/06:2003 23:51:22 GMT

Issuer Information
BANK OME

2500 Westfield Drive 0
IL1-8225
Elgin, IL 0123 USA Search

Smart Data News Issuer Maintenance

‘WDJDSIQDDS : The system maintenance has been completed. |

Inbox
‘lﬂbUX is Empty

@ Links
« dasterCard Home F‘age

* User Documentation (English Oriby)
* Questions/Comments?? Email Us!

Go to next
page
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VIEWING TRANSACTIONS

The Financial Tab allows you to query any subset or al of your transaction data based on a specific date range
that you select. 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.

/3 Smart Data OnLine - Welcome - Microsoft Internet Explorer provided by BANK ONE (IE5.50

JF.\E Edit View Favorites Tools  Help

=1=] ]
— *« S O -
BANK = ONE. ==
- nancial Reports Issuer Company User
Step #1-Pressthe
Financia Tab Toinette Miller
Last Login: 10/06/2003 23:51:22 GMT
Issuer Information
BANK ONE
2500 Westfield Drive
IL1-6225
Elgin, IL 60123 USA Search
Smart Data News Issuer Maintenance
‘10105!2003 The system maintenance has been completed |
Inbox
[Inbioxis Empty |
@ Links
* MasterCard Home Page
e User Documentation (English Only) =
* Questions/Comments?? Email Us|
=l
Step #2: Then select the Financial sub-menu to get into Financial: Transaction Summary. The Financial:
Transaction Summary screen of the Financial tab will appear
/ZJ Mastercard Smart Data OnLine - Financial : Transaction Summary - Microsoft Internet Ex) =& =]
J File Edit ‘iew Favorites Took Help E
¢ &S0/ n?
@_‘_ smun LOG OuT
Data
OnLine M Financial Reports | Company User
Step #2-Select ACCOunt A Imary Supplier Maintenance  Sch
the Financial
sub-menu . . .
Financial : Transaction Summary 0
Step #3-Choose to CAROLYH HUGHES, Date Criteria Step #3-select your date
view transactions by W Billing Cyele: | March 2003 Part? range and other criteria
adefined Billing  ——- s Deccrpion i
. W Date RANDE.  iemirremum
Cycleor by creating HRKHAHHHH- KRR T1 5T tarch 2003 Parta |
aDate Range View by =~
9 Create Mon-Card Transaction © Posting plARrl 2003 Par2 ) jljjlj
€ Transaction Date P2 | [T JI_LI’I_LI
Review Status
[l =
Reponne o) . tStep #4-Press “V|EW”
{Us. DOLLAR = [ev] < 0 See your
transactions
1899 - 2004 MasterCard International Incorporated
Currently logged in as: Tainette Miller {miller_test, Cormpany Administratars)
Step #3: Select criteriafor the transactions that you would like to view, including date range, date
criteriaand review status.
Step#4:

After you have selected your criteria, press“View” to see your transactions.
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Step #5:

Step #6:

Step #6-Click
here on the
“Details’ icon to
see more
information on
the transaction

/A Smart Data DnLine - Financial : Transaction Summary - Microsoft Internet Explorer prov — & %]
J Fle Edt View Favortes Tools Help E
Create Mon-Card Transaction ;I

Review Status
All

Wiew

Apply | Discard Send Email Motification

CORPLIS C TX

GEORGE W, T

AUSTIM, T

Apply | Discard Send Email Motification

1999 - 2003 MasterCard Interational Incorporated
Currently logged in as: Toinette Miller (8221 _tmiller, Issuer Administrators)
<

Posted Currency Amount

nisting ansaction
Detail Date ate Description
ﬂm 03M0/2003 090872005 EXXONMOBILTS 045465854 9.44 USD

Page Total: 136.34 USD

Criginal Currency Amount

[m 0941/2003 09/09/2003 EXXONMOBILTS 04596623 18.82 USD

[m 09/11/2003 09/0972003 HYATT HOTELS AUSTIM 108.08 USD

Search Transaction Count Total 3
Search Transzaction Amourt Total 136,34 USD

Het Transaction Amount

T Amaurt
9.44USD

oo
18.82 USD

o.oo
108.08 USD

o.oo

i

Use your right scroll bar to scroll down to the bottom of the page to see your results. Use
your bottom scroll bar to scroll right in Financial: Transaction Summary to see additional
fields established by your agency.

Click on the “Details” icon if you want see more detailed information for a transaction.

Step #5-Use
your scroll bars
to scroll down
and right to see
your
transaction
results and
other available
fields.

*Note: This screen shot only shows a portion of the screen. When in SDOL, use the scroll bar to see the other available fields
of information such as Expense Description and all of the cost allocation values/fields.

Go to next
page
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REALLOCATING & SPLITTING TRANSACTIONS

Reallocating

Y our agency may require you to code or reallocate your transactions on-line instead of completing a paper
transaction log. Asaresult, many of the data fields that were required on your paper transaction log may

have been established in SDOL for you to complete on-line.

Depending on how your agency established the fields, you will be able to update, change or edit the

information in the field, either by direct entry or by using drop-down menus.

To reallocate, smply input the cost allocation values associated with each transaction. Remember to
check the “Cardholder Reviewed” flag once you have completed your review of the transaction.

Splitting Transactions
A transaction may require costs to be split.

Step #1: Press the Split button associated with the transaction you want to split. You will be
placed into the Split Transaction screen.
.3 Smart Data OnLine - Financial : Transaction Summary - Microsoft Internet Explorer pro =12 x|
&l

Search Tranzaction Courd Wetal 3
Search Transaction 4mount Tol®  136.34 USD

**Note: Additional
fields established by
your agency will
appear here. You
may be required to
update these fields

T v —— with the appropriate
< information per
- e Descrigtion your agency,s
15,82 USD 15,82 USD B [~ Expense Descrigtion pOIiCies &
o 5o L procedures
nistrators) =
L4 2
Step #2: Use your right scroll bar to scroll to the bottom of the Split Transaction screen.

i Smart Data OnLine - Split Transaction - Microsoft Internet Explorer provided by BANK O

JF\‘E Edit Wiew Favorites Tools  Help

« 5 OO n?

LOG ouT

Financial Reports Issuer Company user

Split Transaction e
Backto Transac tion Summary Screen
Apply | Discard Unsplit Transaction
Reference Information
Transaction Date 08/07/2003
Transaction Amount 558 USD
TaxAmount oo
Met Transaction Amount 5.56 USD
Merchant Name KINKO'S #4401
SAN MARC OS, T
Exported Financial Mo

Splitand Balance To: & Total Transaction Amount € Met Transaction Amount

Split Information

Step #2. Use
/ your right scroll
bar to scroll

down to the
bottom of the
screen.
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Step #3: Choose to split the transaction by Amount or Percent. Populate the split
information with the appropriate data.

*Quick Tip: Your split information screen will automatically provide enough split spaces for the maximum number of splits
allowed by your agency. You do not need to use all of the splits available if it is not necessary.

< Smart Data OnLine - Split Transaction - Microsoft Internet Explorer provided by BANK ONE (1 -2 x|
J File Edt View Favorites Tools Help E

Apphy | Discard I Unsplit Transaction | |
Reference Information

Transaction Date 09/07/2003

Transaction Amaunt 556 USD

Tax Amount 0.00

et Transaction Amount 556 USD

Merchant Mame KINKO'S #4401

SAMN MARCOS, T
Exported Financial Mo

Splitand Balance To: & Total Transaction Amourt © Met Transaction Amount

Split Information

& pmount © Percent

Step #3: Input smount Percent ||
split amounts, 256 45

/]

description and Expense Description [COPIES

requi red by your Expense Descry TAPLER

agency. e

Expense Descrigtion |PAPER

7]

Expense Descrigtion | =l

e

any other data = W — o
—
—

Step #4: Scroll down to the bottom of the screen and press Apply to save your splits.

4 smart Data OnLine - Split Transaction - Microsoft Internet Explorer provided by BANK ON

JF\Ie Edit  View Favortes Took  Help

Expense Description |

I— l— L]

Expenss Description |

l_ l— [m]

Expense Description |

[ [ L]

Expense Description |

I— l— [m]

Expense Description |

I— l— L]

Expenss Description |

l_ l— [m]

Expense Description |

\52 54 100 Totals

R

Applyl Discard | Unsplit Transaction |

Backto Transaclion Surnmary Screen

1988 - 2003 MasterCGard International Incorporated
Currently logged in as: Toinette Miller {2237 _tmiller, Issuer Administrators)

[«

Go to next
page
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RUNNING REPORTS

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

Step #2: Choose the “Run Reports’ sub-menu. The Reports: Run Reports page will

Appear and alist of reports available for you to run will show in the Report

i smart Data OnlLine - Please Chouse a Sub Menu - Microsoft Internet Explorer provided by BA

= S|

-« e n?

LOG ouUT

[=h

Issuer Company

User

I-time Export

Choose a Sub Menu
EMgail

Run Reports

Schedule Reports
Schedule Exports
Schedule Summary
Real-time Export
Custorm Export Setup
Cardholder Maintenance Request
Reset Financial Export Flag
Search

1888 - 2003 MasterCard International Incorporated
Currently logged in as: Toinette Miller (8221 _tmiller, Issuer Administrators)

Step #3: Highlight the report that you want to run, select the report format and the date
criteria

Step#4: Press Run at the bottom of the screen.

-2} Smart Data OnLine - Reports : Run Reporks - Microsoft Internet Explorer provided by BANK O

J File  Edit  Wiew Favorites  Tools  Help

B

« S Oe n?

= Los our
i R .. {comoorn | e
Step #3-Highlight the tom B TERY ime Export
report you want to run,
the date criteriaand bl B IRl e o
select the report T \
format. Report S Report Formst
Accuunt Actiy Exception Report :I & Screen Wersion (HTMLY
SV nalysls Detall Feport

7 print Yersion (PDF)

S epo.
Accuunt Status Repurt
Airline City Pair Detail Report
Airline Summarny Report

Date Criteria:

Data svailsble stdihg: 06/07/2002

P From Date [08 =] ,[07 =], [2003 =
asting Date

Step #4-Press \ © Transaction Date Topate  [10=] 07 =] [2003 =]
RUN to runthe

report. |2

Wi by

Step #5 Y our 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
isthe case, the report will appear in your INBOX on the home page.
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FORGET Y OUR 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.

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.

/B Mastercard Smart Data OnLine - Log In - Microsoft Internet Explorer provided by BANK Of =] x|

|J File Edit “ew Favorites Tools Help
| Minimize

N

I Invalid Login. Please Try again.

Click here to log back in.

Forgot Password?

1889 - 2004 MasterCard International Incorporated

El

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.

‘A Mastercard Smart Data OnLine - Password Reset - Microsoft Internet Explorer provided b (=] x|

OnLine

Password Reset (7]

Please answer the verification guestion below
Upon verification, an Email will be sent o the address =specified in your user configuration

What was your first schoal?
Answer

Reset Password

1999 - 2004 MasterCard International Incorporated

10
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4. 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.

- Mastercard Smart Data Online - Password Reset - Microsoft Internet Explorer provide ==l
|J File Edit Wiew Favortes Tools Help Min\mizei

Password Reset 7]

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

Click here to log back in.

©1939 - 2004 MasterCard International Incorporated

5. Onceyou 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. Your program administrator can immediately reset your

password if necessary.

11



