MasterCard Smartdata.gen2“(Smartdata)

Cardholder Quick Reference Card

» Welcome to Smartdata

. . . . Welcome to Smartdata........ccceeeeeececeeeeccnneneee 1

The Home screen displays each time you log on to Smartdata. It provides access to various

data and information about your commerical card. Log On 2
Initial Log On: Cardholder

For additional information about these cardholder topics, refer to the Account User’s Guide Self-Registration 2

in the Resources Center section on the Home screen. Initial Log On: Manual Cardholder Setup ..3

Changing Your Password ........c.ceeeessaseesssnns 3
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Resource Center G

L 133 Release Notes

Sample Reports Guide

A sample cardholder Smartdata home screen is shown above. Your display may vary.
A. Links for Common Operations E. News and Links
Provides quick access to basic application services, Displays messages and resources posted by
such as online help and the logout operation. application administrators.
B. Menus F. Inbox
Provides access to all screens and operations. Provides access to reports, exports, and, where

supported, results from operations (e.g., transaction
processing).
C. Account Activity Summary G. Resource Center
Contains important transactional information. Provides application user guides, interactive tutorials,
online help. Your program administrator might also
post your company’s policies and procedures.
D. Date Range

Specifies the transactions to include in the Account
Activity summary sections.

Note: Your Smartdata session will automatically time out after 15 minutes of inactivity.
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2. Enter the following in the Account Information fields:
» Log On

1. Using your Internet browser, go to the following address: Cardholder Self-Registration
ACCOUNT INFORMATION
2. Enter the following on the Smartdata Sign In screen:. AN CUOCKRRIDRKII000
*Company Registration Code 0101010101
Sign In 1o Mext  Cancel
Smart Data
USER ID:

» Account Number: Enter your 16-digit card number.
| - Company Registration Code: Enter the code provided by your

program administrator.
Password/Passcode: .
3. Click Next.

| 4. Complete the User Information fields:

Forgot . £ i :
m paggswgmr? Cardholder Self-Registration

Cardholder Self-Registration USER INFORMATION
*User ID cardizZhold
*First Name CARD
*Last Name HOLDER
*E-mail Address cardholder@company.com
* USER ID: Enter your user ID *Confirm E-mail Address cardholder@eompany.com
*p, - sessanss
) Password/PaSSCOde: Enter your passwo rd — (Must contain at least 8 characters, two of which must
be numeric. Cannot be same as User 10.)
" *Confirm Password sransens
Your user ID and paSSWOrd are case-sensitive. *Sacurity Question Your childhood pet's name?  |=|
*Sacurity Answer Spet
3. C“Ck Sign In. Register Account Cancel

= User ID: Enter your user ID. It must be alphanumeric with a
maximum of 10 characters.

« First Name: Enter your first name.

If your company has set up self-registration, please follow these + Last Name: Enter your last name.

instructions to create your Smartdata user credentials. + E-mail Address: Enter your email address.
« Confirm E-mail Address: Confirm your email address.

- Password: Enter your case-sensitive password. It must be

Initial Log On: Cardholder Self-Registration

The program administrator must set up a company registration

code in order for cardholders to use the self-registration process. at least eight charactershwith a minimum of two numeric
Please contact your program administrator for the company characters. It cannot be identical to your user ID.
registration code. «  Confirm Password: Confirm your password.

- Security Question: Select a security question from this drop-
down menu. You must answer this question if you use the
Forgot Password feature on the Sign In screen.

- Security Answer: Enter a response to your security question.

1. Click Cardholder Self-Registration below Sign In.

Jn 5. Click Register Account to save your credentials
. Cli v jals.
Smart Data g you
USER ID- 6. Click Return to Login Screen.
| 7. Enter your user ID and password.
8. Click Sign In.
Password/Passcode: . .
9. Set your challenge questions. These must be answered each time
| you log on.
m iﬂmm Each response must be a unique answer. Responses are case-
assword? . .. .
sensitive and must be a minimum of four alphanumeric characters.
| Cardholder Self-Registration | Spaces are allowed. No punctuation or special characters are allowed.
It cannot contain more than two identical characters in a row.
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Smartdata CARDHOLDER QUICK REFERENCE CARD

10. Click Submit to save your settings. 3. Click Save. The (Cardholder name) successfully modified

11. For future login, follow steps 1-3 under “Log On” on page 2. confirmation message displays.

12. Optionally, after you log on, click My Profile to change your user
o o » Viewing Transactions

The Transaction Summary search screen allows you to look up your

Initial Log On: Manual Cardholder Setup transaction data.
To view details of a transaction:
If your program administrator or manager set up your Smartdata 1. Use the Transaction Summary screen to search for the
user credentials, please follow these instructions. transaction. Select Account Activity > Transaction Summary.
1. You will receive two emails from Smartdata (MasterCard ) 2. In the Search Criteria, specify the date range to search by and
Worldwlde). One email contains your user ID and the other email click the Search button. Optionally, click Advanced Search to
contains your temporary password. display filters that you can use to further refine your search
2. Once you have received your user ID and password, log on results. The system returns all relevant transactions.
to change your password and set your security question and CHASEO  JPMorgan
answer.
smartdata
» Changing Your Password L e
1. Click the My Profile link. The My Profile screen displays. O Raporting oy E . °
CHASEO  JPMorgan vome iy Pt Comac s togout Bt ﬂ .
smartdata Data avasilable starting: 01/16/2010 :u :
:/I s B 3. From the search results, click an icon in the Detail column to

16 RESTAURANT

access detailed transaction information and related operations.
Some of these icons are summarized in the list below.

HoTEL

Page 10F17  ® Gotopage: o

2. Complete the following fields in the User Information section on s 1 1 ot Adacoramsoction | senaemat | save_test
the General tab:
® wheme vz P25 =
My Profile 1211972012 122372002 3200 216 PR
12972012 e 354,64 2783 AR
P 12n912012 sz O 1700 11 g
peEmreRMATION Iv: Transaction has been exported. You cannot change an
*Displa: Card Holder *E-mail Address: cardhelder@.com S . . .
e et . mdhﬂ,dy;mm exported transaction. For more information, see your
st Names [Cord Phone Number: manager or administrator.
*Last Name: [Holder User Status: ACTIVE . . . . . . .
User 105 demoi2ss ul Transaction. Click icon to access financial and split transaction
LU/15/2013 16:12:16 CST :
details.
"""" i Cash transaction. Click icon to access transaction detail.
e
passherd: s Adjustment, such as a payment or card fee. Click icon to
Canfirm access transaction detail.
Password i
You idheod pef peme? =] = Click to split the transaction or view split details.
oot
) Click to access accounting detail. This icon does not appear if

accounting codes are not used at your company or if there is
no scheme assigned to the displayed account.

« Current Password: Enter your current password.
» New Password: Enter your new case-sensitive password.
« Confirm Password: Confirm your new password.

Your password must be at least eight characters with a
minimum of two numeric characters. It cannot be identical to your
user ID. It must be a maximum of 20 characters in length.
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Accounting Code

If required by your organization and enabled by your program
administrator, you can allocate a transaction to an accounting
code.

1.

Use the Transaction Summary screen to search for the
transaction. Select Account Activity > Transaction Summary
and enter search criteria. The search results display.

. Optionally, if you need to split the transaction, click the Split

Transaction icon. The split detail displays.

If you want to reallocate a transaction that has already been
split, you must first click the Split Transaction icon B8, identify which
of the split transactions you want to modify, then click the Accounting
Detail icon ) to proceed with the reallocation.

. Click the Accounting Detail icon® for the transaction you need

to change. The accounting codes information detail panel
displays.

Page Lof17  Gotopage o

Ecpend All | Calapse All Add Cash Transaction  Gend Email Save | Reset

SEARCH RESULTS Search Tatal: 26,491.2€]
Transaction

nomt T2¢Anomt

Detail Reviewed  Approved

ol ;—}1

ul @ O 0

DiansactionDate  Postinalate  Description

N , . HOTE. e
12113/2012 20202012 Loy hewe, s

o vz OSFORCAR . =
v e SR 2 [

If a transaction is marked as reviewed or approved, you may
not be able to make changes to the accounting codes. Please see your
program administrator.

. In the Accounting Codes Information section, complete the

required fields for the transaction. Note that clicking Copy to All
on Page will apply accounting codes to all transactions on the
page.

SEARCH RESULTS

Transaction
Amount

Transaction Posting
Detail Reviewe 4 Approved Cost

Date

Description TaxAmomnt | A

12/14/2012 12/17/2012 545 FORCAR 39.87 .29

Je®s O OTHER TOWN, US

ACCOUNTING CODES INFORMATION

Expense Description

Department 6L Code Project Number
v v

Copy to All on Page

Required fields are marked with an asterisk.

. Click Save. The Financial Transaction successfully modified

confirmation message displays.

smartdata

Hame > Transaction Summary

* Financial Transaction successfully modified.

Transaction Summary

CARDHOLDER PERSON s XXXX-XXXX-0099-0008 (ACTIVE) « Purchasing »  MAIN ST

Smartdata CARDHOLDER QUICK REFERENCE CARD

» Allocating Transactions to an

» Attaching Receipts to Transactions

If enabled by your organization, you can attach receipts to
transactions. You can add one image file to a transaction. The
image file size limit is 4 MB, and file formats can be

.jpg, .pdf, and .png. If you need to download receipts, see the
Account User’s Guide.

To attach a receipt image file to a transaction:

1.

Select Account Activity > Transaction Summary and enter
search criteria. The search results display.

. Click the Add Receipt icon = in the Additional Information

column of the transaction. If the icon contains a green arrow, no
receipt has been uploaded for that transaction.

Page 1of17 ® Gotopage: =

Add Cash Transaction | Send Emall save | Reset

Expand All | Collapse Al

SEARCH RESULTS 491.26

Detail Reviewe 4 Approved  TiausactionDate PostigDafe  Description

N oL v 5345
Je® O wpemz vz P>

de® O wpse sz 5300 216
P NO) o 12719/2012 szr23zoz GO PLAC 35464 2783

. Browse for your receipt image. Click Browse to locate the receipt

file for the transaction, and click Open.

Add Receipt %]
Select a file: | Browse..
Add Cancel

. Click Add to upload the receipt.

5. The receipt icon changes to the View Receipt icon = in the

Additional Information column. If the icon contains no green
arrow, an image has been attached to the transaction and is
available for review.

. Click Save to save changed transaction. The Financial Transaction

successfully modified confirmation message displays.

» Viewing Statements

Only authorized users can access statements.

1. Select Account Activity > Account Statements. The Account

Statements list displays.

smartdata

Welcome g

Z

RESTAURANT 470

excense 297

AR RENTAL 13032
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Smartdata CARDHOLDER QUICK REFERENCE CARD

2. Select the statement from the list. 5. Complete the fields that display.

rt: Frequency|

e Choose the frequency and date range to use to schedule this report, then dlick Save to continue.

@ Run Once
From Date 10/20/2013 [[3] ToDate 11/18/2013 8] schedule Offset [0 [=](m ¢
Daily
Start Date DaystoRun |1 Schedule Offset [0
Weekly
From Day |Sunday Weeks to Run 1
To Day Sunday Schedule Offset |0
Monthly
From Day |1 Months to Run 1
ToDay |End of Month Schedule Offset [0 in days!

The PDF statement opens and displays the amount due.

Reporting Cycle

Date Type: Posting Date

1. Select Account Activity > Schedule Report. The Schedule

Back  Save  Cancel

Report: Choose Report screen displays. The example above shows scheduling a report to run once.
smartdata
S——— 6. Click Save. The Schedule Report: Choose Report screen displays.

7. Click Home.

Welcom

Merchant Summary

Add Cash Transaction

8. To view the reports scheduled to run, click View Scheduled

Wensgtmment » Reports in your Inbox.
Completed Reports 14 = HUE Welcome Back Card Holder

t: 11
Pos te: 11/13/2013

ey Account Activity
2. Click the name of the report you want to schedule. Sort the list j Transactions & Adjustments
of reports using the Group By and Show drop-downs.

Total Transactions 118
Reviewsd 1]
() Schedule Report: Choose Report e Lk = o e e
3. Complete the fields that display on the Schedule Report: Options
screen.
Inbox

" = & completed Reports (0) | Account Stateme
ome .
& i}l

Completed Reports > No account statements

Progress - Step 2 of 3 =
i ) p=8 [ Schedule Report: Options | heduled Reports =
keb

Specify the schedule report options below, then dick Next or Save to continue.

Siarature tnes o Data Type
’ gjgg:‘gn;\i;l:srepm Delivery Options
Freauency Report Format 9. The Report Requests: Scheduled Reports screen displays your

Nurmber Format KR KRR KR ¥

requested reports.
Date Format:

Description
sts: Scheduled Reports
Motify Me &t cardhalderperson@damain com Page 10f1  Gotopage: Go
Frequency From Date To Date Status Next Run Date
Enter up to five e-mail addressss ssparated by commas once 102072013 11/18/2013  Pending 11/19/2013 09:06:26 CST]
Page 1of 1 Goto page! =

Back Next Save Cancel elect All | Deselect All ]

4. Click Next. The Schedule Report: Frequency screen displays.
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Smartdata CARDHOLDER QUICK REFERENCE CARD

» Viewing a Completed Report

1. From the Home screen, locate your Inbox. Click the report name
to open or save the file.

CHASE®  JPMorgan

smartdata

Home

Welcome Back

2

11/15/2013

2. The Inbox displays only the first five reports. To view all
completed reports, click the View Completed Reports link.

3. On the Report Requests: Completed Reports screen, click the

name of the report you want to review. The report details
display.

Completed Reports

30 days. I you vish to retain copies for longar than 30 day, please download a copy from the system for your racords.

Page 10f1 Go'to page: (=)
Completed

Success  11/13/2013 16:11:07 CST.

Success  11/13/2013 16:11:05 CST.

Page 10f1 Go'to page: (6o

ct All | Deselect All

Delete

4. Optionally, click one of the following buttons:
- Download: Click to download the report.
- Delete: Click to remove the report.

5. Click Home to return to your Inbox.

Reports are removed from the Inbox after 30 days. To keep a
report longer than 30 days, download the report.
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