P-Card Approver Instructions

Proceed to the Chase website smartdata.jpmorgan.com. Log-in in with your user name and password you created. Your
user name is usually the same as your user name to access your e-mail. Your password is something you created the first

time you logged in. If you forget your user name or password, please contact me. | can reset your password or look up your
user name.

Below is what your home page will look like. Your User Role should be Account Group Manager or Level Manager and not
your Cardholder role.

smartdata

Horme

Horme

Welcome Back MELANIE KALB

User Role | Cormpany Pragrarm Administrator - 28475 - OHIO WESLEYWARN UMIWVERSITY W

oy Program Activ|tv Date Rarnge: Previous 30 Daps W

h_-.j Users & Accounts Transactons & Adjustents
Total Users (Roles) 235 Taotal Transactions F2g
Total Inactive Users [(Roles) 143 Feviewed 502
Total Active Cardholder Users (Rales) 57 Mot Reviewsd 226
Total Locked Users [(Rales) 1] Approved 47 8
Recently Added Cardholder Users [(Rales) ] Mot Approved 250
Cardholder Users (Raoles) with Activity 37
Recently Added Accounts ]
Total User Logins 368

i Inbox

@ & completed Reports (10) . Motifications (35) Files ([0)

Copy of Cazh Account Staternent Reset Exported Status Process successfully
Cormpleted Date 1072472013 camnplated Mo files are available.
Copy of Cash Account Staternent Reset Exported Status Process successfully
Cormpleted Date 1072372013

cormpleted
Cash Transaction Detail
Completed Date  10/23/2013 Reset Exported Status Process successfully

roranleted


http://smartdata.jpmorgan.com/

Hover over Financial
Hover over Transaction Management
Select Transaction Approval Summary

smartdata

Home

Account Surmrmary

Home Merchant Surmrmary
Welcol i User Role Cormpany Prograrm Administrator - 00588475 - OHIO WESLEYAN UNIVERSITY %
| Transaction Managy Transaction Approval
Last Wi
Most B Summnary
Retrieve Receipt Im
Transaction Approwval Cate Range: Previous 30 Days %
" + Stat + Processing ~ ~ a
ccount Staternen Transactions & Adjustments News & Links 1of 4

(A

Reset Exparted Status

Total Users (R Er—_ 235 Total Transactions 728 & System Access
Total Inactive | = TroTET 143 Reviewed 502 Pleaze be advized that security
Total Active Cardholder Users (Raoles) 57 Mot Reviewad 226 enhancaments to the Smartdata sita will
occur on Mow 10, and may reguire
Total Locked Users (Roles) 1] Approved 478
updates to company configuration or
Recently Added Cardholder Users [Roles) ] Mot Approved 250
Add | Edit | Wiew All News
Cardholder Users [Raoles) with Activity 37
Recently Added Accounts g Use the Purchase Optimizer™ to get
the most from your program
Tatal User Lagins 368 SDRAM Mew Accounts Helpful Hints
. Inbox Resource Center
( i E & completed Reports (10) = Notifications (5) Files (D)
| .
Copy of Cash Account Staternent _' Reset Exported Status Process successfully Smartdata Security
Completed Date  10/24/201% leted Mo files are available, _ Enhancements
cernplate h_ Cutline of the security changes
Copy of Cash Account Staternent O Reset Exported Status Process successfully s that will be corming with the 13.3
Cornpleted Date  10/23/201%2 release of Smartdata
cormnpleted
Cash Transaction Detail .
Completed Date  10/23/201% ' Reset Exported Status Process successfully . gf:.lzadsuﬁe]_;;_;; Training
completed A i
Cash Transachion Detail J= Srmartdata release 13.3 training
Completed Date 10/23/2013 Wiew All Hotifications= schedule
Caily Export to Jenzabar JL Smartdata Contacts
Cormpleted Date  10/23/2013
1 13.2 Release Notes
Wiew Completed Reports = A Motes of the 13.2 Smartdata
Wiew Scheduled Reports > 47 Release - June 16, 2013

1% 1 Dalaaca kintac



Select the Quick Link (mine says ""Ohio Wesleyan University'").
Your quick link will either be your name or department.
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Select the date range. You should always look at least 2 months back.
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Under Advanced Options, choose a review status of Reviewed and Not Approved.
Select Search.
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Select the name of the person to view transaction detail.
After looking at the detail, you can then return to the Summary screen by going back a screen using the
bread crumb trail in blue. Click the radio button under ""Approved' to mark it approved. Click "'Save".
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