1. Log in to Smart Data. (https://sdg2.mastercard.com)

American English |+
ComerlCA Bank Smart Data

Signin to
Smart Data
USER ID:
|
PASSWORD:

Forgot
Password?

SO TR 5 .

© 1994-2012. MasterCard. All rights reserved. Privacy Policy

Done @ Internet ¥4 v [Changez

e Your User ID will be your first initial, your last name and the last four digits of your card number
(for example — luribe1234)
Your Password will be emailed to you prior to the delivery of your credit card

e Just follow the prompts and make a note of your new User ID & Password



https://sdg2.mastercard.com/

2. After logging in, this is the screen you’ll see next. From here you’ll select the blue
“Accounting Activity” tab.

Home Help My Profile Cont: Logout

My Profile Account Activity

Home

Welcome Back
11/05/2012

10/15/2012

Date Range: | Previous 30 Dav ¥
Transactiogs & Adjustments Last Five Transactions News & Links 1of1
Total Trafsactions o USPS 05798005135010057

No news available
No news available

View All News

Comerica Bank Website

& cCofnpleted Reports (1)

&8 scheduled Reports (0) Resource Center
Experfie Report i i
Completed Date 11/01/2012 No scheduled reports are available. Web Tutorial
View Al >

online Training Tool
Account User's Guide

/k Complete Manual

Sample Reports Guide
/AL Complete Manual

@ Online Help
)/ 5y Topic

@© 1994-2012. MasterCard. All rights reserved. Privacy Policy

Done

& mntermet Dauble-click to change security settings

e Click on the blue “Accounting Activity” tab



3. Next, click on the “Transaction Summary” menu option.

Home Help My Profile

My Profile Account Activity

Transaction Summary

Home
Accoufit Information

Add dash Transaction Date Range: Previous 30 Days [
Last Five Transactions News & Links lof1
Scheflule Report
0 USPS 05798005135010057 ;
Completed Reports 340 E1STST No news available
i 0 ALBERTSONS #6598 No news available
o 2 17TH ST.
Schepduled Reports TARGET 00002865
1330 E 17TH ST
Manpge Receipts b ROSS STORES #3097
2200 EAST 17TH ST
view All News
Comerica Bank Website
(ll E & [ompleted Reports (1) &% scheduled Reports (0) Resource Center
Expfnse Report .
Cofpleted Date  11/01/2012 No scheduled reports are available. web Tutorial

Online Training Tool

Account User's Guide
Complete Manual

Sample Reports Guide
Complete Manual

Online Help
By Topic

© 1994-2012. MasterCard. All rights reserved. Privacy Policy

tercard.cf decisionyaccount ecisioninit & mnternet - Bin -

e Click on the “Transaction Summary” menu option



4. Complete the transaction Search Criteria and then click on the “Search” button to see your
transactions for the month.

Home Help MyProfile ContactUs Logout

ComericA Bank

My Profile Account Activity

Home > Transaction Summary

SEARCH CRITERIA Advanced Search >
................ H?F%.TYP.QL........»me? 10/01/2012 a
| -
P> posting Date v | To: 10/31/2012 a

Data available starting: 11/27/2009

Search

© 1994-2012. MasterCard. All rights reserved. Privacy Policy

& mneernet 44 v ®isw -

e Search by Posting Date (default option)

Select the Date,Month,Year for the last month’s transactions
o From Date should be the first of the month
o To Date should be the last day of the month

Next, click on the “Search” button




5. Review/Process your Transactions for the month.

Home Help My Profile ContactUs Logout

My Profile Account Activity

Home = Transaction Summary

SEARCH CRITERIA Advanced Search >
Date Type: From: 10/01/2012 ]
Posting Date v | To: 10/31/2012 g

Data available starting: 11/27/2009

Search
Page 1of 1 Go to page: =
Expand All | Collapse Al Add Cash Transaction Save  Reset
SEARA}RESULTS Search Total: 90.00
~ ~ N - - Transaction Additional
Detpil Reviewed Approved Posting Date Transaction Date Description — e
o ) USPS 05798005135010057 =
| B ») [~ r 10/15/2012 10/12/2012 TUSTIN, CA 82781 90.00 85 g
Search Total: 90.00
Expanfl All | Collapse Al Add Cash Transaction Save  Reset
Page 1of 1 Go to page: =
© 1994-2012. MasterCard. All rights reserved. Privacy Policy
Done & mntermet 4 - ®im% -

e Select the “Expand All” option to see all the fields that are required to be completed.



6. Review/Process your Transactions for the month (continued)...

My Profile

Account Activity

Home > Transaction Summary

SEARCH CRITERIA Advanced Search >
Date Type: From: |10/01/2012 B
Posting Date | To: 10/31/2012 a

Data available starting: 11/27/2009

Home Help MyProfile ContactUs Logout

Search
Page 1of 1 Go to page: Go
Expand All | Collapse All Add Cash Transaction Save  Reset
SEARCH RESULTS Search Total: 90.00
Detail Reviewed Approved Posting Date T Date Description % In’?:fri;ia‘;i":d
" USPS 05798005135010057 =
ul ey [ [ | 10/15/2012 10/12/2012 T o 90.00 85 g
ACCOUNTING CODES INFORMATION
Expense Description Postage for Fund Development
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
»
» Edit Accounting Codes
Search Total: 90.00
Expanf All | Collapse All Add Cash Transaction Save | Reset
Page 1of 1 Go to page: co
Done @ mtemet fa - Resm -
“‘Edit A ting Codes” option to edit the fields that iredtob
e Select the it Accounting Codes” option to edit the fields that are required to be

completed for each transaction.



7. Review/Process your Transactions for the month (continued)...

ComericA Bank

Account Activity

My Profile

Home = Transaction Summary

SEARCH CRITERIA Advanced Search >

Date Type: From: 10/01/2012 g
Posting Date v | To: 10/31/2012 g

Data available starting: 11/27/2009

Search
Expand All | Collapse All
SEARCH RESULTS
Detail Reviewed Approved
B ® 7 r r

ACCOUNTING CODES INFORMATION

Expense Description >
Region District / Department

900000 THINK Home Office 950000 Fund Development
*

Copy to Albn Page

Expand All | ¢

Posting Date T ion Date
10/15/2012 10/12/2012
Site
N/A
v

Add Cash Transaction

Description

USPS 05798005135010057
TUSTIN, CA -92781

GL Account

Postage and Delivery

A

Add Cash Transaction

Pagelof 1  Go to page:

Home Help MyProfile ContactUs Logout

Go

Save Reset

Search Total: 90.00

Transaction
Amount

©0.00

Additional
Information

8 &

Search Total: 90.00

Pagelof 1  Go to page:

Save Reset

Go

£Z—o0

district/department.

& mntermet

equired fields are shown with a red asterisk. Complete those required fields.
o Expense Description — Briefly describe what was purchased and why
o Region — Select the appropriate value from the drop down list that will appear
District/Department — Select the appropriate value from the drop down list that will
appear. For supplemental purchases, be sure to select the correct supplemental

supplemental purchases, be sure to select the correct supplemental site.

- B1E% -

~o Site - Select the appropriate value from the drop down list that will appear. For

GL _Account — Defaulted to “site level spending”. No changes should be made

unless purchase is for supplemental purposes. In this case, “site level spending-
supplemental” should be chosen from the drop down list.



8. Review/Process your Transactions for the month (continued)...

~
Home Help MyProfile ContactUs Logout
My Profile Account Activity
Home = Transaction Summary
SEARCH CRITERIA Advanced Search >
Date Type: From: |10/01/2012 B
Posting Date ~ | To: 10/31/2012 H
Data available starting: 11/27/2009
Search
Page1of 1  Go to page: =
Expand All | Collapse Al Add Cash Transaction Save  Reset
SEARCH RESULTS Search Total: 90.00
Deail o d A 4 Posting Dat 1 ion Dat D inti Transaction Additional
etai eviewer pprove osting Date ate escription e Information
- » S aEE = =
USPS 05798005135010057 =a
163] »
A S = 7 r = 10/15/2012 10/12/2012 TUSTIN, CA 02781 90.00 8
ACCOUNTING CODES INFORMATION
Expense Description
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
v v v -
Copy to All on Page
Search Total: 90.00
Expand All | Collapse Al Add Cash Transaction Save  Reset
Page1of 1  Go to page: =
v
o

@ -toeermt D - ®isw -

¢ Click on the “Reviewed” check box for each transaction once the required fields for that
transaction have been completed. If a transaction needs to be split do not check the
“‘Reviewed” check box.

<<<<<<<<<<<<<<<<<<<<<<<<<<<< e After all transactions have been processed, click on the “Save” button. If any required fields

are incomplete, you will be prompted to complete them. Once you click “Save” no

corrections will be allowed, so be sure that all is correct prior to clicking “Save”!




9. If atransaction needs to be allocated (split) across multiple accounting codes... (if not
necessary skip to step 15)

Home Help MyProfile ContactUs Logout

ComericA Bank

My Profile Account Activity

Home > Transaction Summary

SEARCH CRITERIA Advanced Search >
Date Type: From: |10/01/2012 a
Posting Date ~| To: 10/31/2012 i

Data available starting: 11/28/2009

Search
Page1of 1  Gotopage: Go
Expand All | Collapse Al Add Cash Transaction Save  Reset
SEARCH RESULTS Search Total: 90.00
& = = " - Transaction Additional
Detail Reviewed Approved Posting Date Transaction Date Description = Information

a & USPS 05798005135010057 =
ul = () - - 10/15/2012 10/12/2012 e eh SR 90.00 8 &

Search Total: 90.00

Expand All | Colfapse Al Add Cash Transaction Save = Reset
Page 1of 1  Go to page: =
© 1994-2012. MasterCard. All rights reserved. Privacy Policy
Done & mneernet 44 v Wisw -

e Click on the red “Split Transaction” icon associated with the specific transaction needing to be
split.



10. If atransaction needs to be allocated (split) across multiple accounting codes
(continued)...

Home Help MyProfile ContactUs Logout

ComericA Bank

My Profile Account Activity

Home > Transaction Summary > Split Transaction

Financial Detail Split Detail save Reset
Reviewed Approved Posting Date E:gsadiu" Description Tra";rﬂnt‘:lif"': NEtTra":rﬂ"E‘:L”""l ["?::i‘t:?:r:
r - 10/15/2012 10/12/2012 USPS 05798005135010057 TUSTIN, CA -92781 90.00 20.00 ';:'
P> split(s): 2 Add
-
Split By:  Amount % split and Balance To: Total Transaction Amount 9
This transaction does not have any splits defined.
Totals:
© 1994-2012. MasterCard. All rights reserved. Privacy Policy
/] Done & mneernet 44 v ®isw -
e Select the number of splits to create. For example, if a purchase needed to be split across
three elementary schools, you would need to create three splits for that transaction.

- o After selecting the number of splits to create, click on the “Add” button.

10



11. If atransaction needs to be allocated (split) across multiple accounting codes

(continued)...

ComericA Bank

Contact Us  Logout

Home Help My Profile

My Profile Account Activity

Home > Transaction Summary > Split Transaction

Save Reset

Financial Detail Split Detail
N N Transaction P Transaction Net Transaction Additional
Reviewed Approved Posting Date ., Description ‘Amount Amount Information
10/15/2012 10/12/2012 USPS 05798005135010057 TUSTIN, CA -92781 90.00 90.00 = @ '—S:-
split(s): 2 Add

r r
split By: Amount ¥ Split and Balance To: Total Transaction Amount |+

Select All | Deselect Al Remove Expand All | Collapse All

Description Percent Amount
r ()] 50.00 45.00
— > 50.00 45.00
Totals: 100.00 ? 90.00
J
Save  Reset

© 1994-2012. MasterCard. All rights reserved. Privacy Policy

& mneernet 44 v ®isw -

Allocate the transaction amount by keying the appropriate dollar amounts into the separate

lines.
Next, enter the Expense Description for each line.

11



12. If atransaction needs to be allocated (split) across multiple accounting codes
(continued)...

Help My Profile ContactUs Logout

My Profile Account Activity

Home > Transaction Summary > Split Transaction

i Financial Transaction successfully modified.

Financial Detail Split Detail

Save  Reset
: : Transaction - Transaction  Net Transaction Additional
Reviewed Approved Posting Date o Description mount mount Information
- - 10/15/2012  10/12/2012  USPS 05798005135010057 TUSTIN, CA -92781 90.00 90.00 sgE
Split(s): 2 Add
Select All | Deselect Al Remove Expand All | Collapse Al Split By: Amount ¥ Split and Balance To: Total Transaction Amount | v
Description Percent Amount
) ostage for Fund Developmen 50.00 A
r ® Postage for Fund Devel t 45.00
») ostage for Fund Developmen 50.00 .
I » Postage for Fund Devel t 45.00
Totals: 100.00 90.00
Save Reset
© 1994-2012. MasterCard. All rights reserved. Privacy Policy
)| Error on page. & mntermet 4 - 1%~

— o Next, select the “Expand All” option.

12



13. If atransaction needs to be allocated (split) across multiple accounting codes
(continued)...

Home Help My Profile

My Profile Account Activity

Home > Transaction Summary > Split Transaction

*  Financial Transaction successfully modified.

Financial Detail Split Detail

save Reset
" - Transaction - Transaction  Net Transaction Additional
Reviewed Approved Posting Date """ Description ot ount Information
10/15/2012 10/12/2012 USPS 05798005135010057 TUSTIN, CA -92781 90.00 &
r ~ 20.00 =
Split(s): 2 Add
Selact All | Deselect Al Remove Collapse All Split By: Amount v | Split and Balance To: Total Transaction Amount | %
Description Percent Amount
r @w Postage for Fund Development 50.00 45.00
ACCOUNTING CODES INFORMATION
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
» Edit ing Codes
>
I &) Postage for Fund Development 50.00 45.00
ACCOUNTING CODES INFORMATION
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery =
Edit Accounting Codes
Totals: 100.00 90.00
v
/4| Erver on page. € irtermnet 44 v Hisw -

— e Click on the “Edit Account Codes” button for each split.

13



14. If atransaction needs to be allocated (split) across multiple accounting codes
(continued)...

Home Help MyProfile ContactUs Logout
ComericA Bank

My Profile Account Activity

Home > Transaction Summary > Split Transaction

i Financial Transaction successfully modified.

Financial Detail Split Detail
Save Reset
" - Transaction - Transaction  Net Transaction Additional
Reviewed Approved Posting Date """ Description e e ot A
: ~ ] 10/15/2012 10/12/2012 USPS 05798005135010057 TUSTIN, CA -92781 90.00 90.00 (=] @ '::;.
Split(s): i 2 Add
Select All | Deselect Al Remove Expand All | Collapse All Split By: Amount ¥ Split and Balance To: Total Transaction Amount (¥
Description Percent Amount
r (%) J Postage for Fund Development 50.00 45.00
ACCOUNTING CODES INFORMATION
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
vl v " v ¥ v *
I on Page
r (¥f # Postage for Fund Development 50.00 45.00
ACJOUNTING CODES INFORMATION
Rgagion District / Department Site GL Account
‘900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
‘900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
Edit Accounting Codes
/ Totals: 100.00 90.00 ™~

& mneernet 44 v ®isw -

e Key in the required accounting codes (red dots) for each split amount.

e Click on the “Reviewed” check box for each transaction once the required fields for that
transaction have been completed.
- e Once those fields are complete, click on the “Save” button.

14



15. Schedule monthly statement report to be downloaded.

Home Help My Profile Contact Us

My Profile Account Activity
Transaction Summary
Home > Transa|
Account Information
i Financial T|
Merchant Summary
Add Cash Transaction
Schedule Report
Finang C°mpleted Reports
Save  Reset
Scheduled Reports
" - Transaction - Transaction  Net Transaction Additional
Reviel \1onage Receipts y| PostingDate p;, Description Amount Amount Information
& ] 10/15/2012 10/12/2012 U 05798005135010057 TUSTIN, -92781 90.00 90.00
Expand All | Collapse All
Percent Amount
"):7_' Postage for Fund Development 50.00 45.00
ACCOUNTING CODES INFORMATION
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
) Postage for Fund Development 50.00 45.00
ACCOUNTING CODES INFORMATION
Region District / Department Site GL Account
900000 THINK Home Office 950000 Fund Development N/A Postage and Delivery
Totals:
Save Reset
@© 1994-2012. MasterCard. All rights reserved. Privacy Policy
| mastercard & mremer #h v Husn -
H “ . ”
—-e Click on the “Account Activity” tab
Ch “Schedule R t”
° 0oose ocneaule repor

15



16. Schedule monthly statement report to be downloaded (continued)...

Contact

Home Help My Profile Logout

My Profile Acceunt Activity

Home Show Reports Inbox
o Progress - Step 1 l“—"A Schedule Report: Group By [None (| show [al v
———— N
L4 select a raport from the list provided. To quickly locate the report you are looking for, try using the Group By and Show options above.
» Select Report Account Activity Spending Account Statement Account Statement Report with Account Status
No tsel d .. Alerts = Financial and Spending Reports .- Signature Lines A~ Program Management Reports
Alert and Exception Reports System (Adobe PDF) Financial and Spending Reports System (Adobe PDF)
Accounting Code Detail Accounting Codes Analysis Accounting Software Download Airline Summary
Completed Reports . Accounting and Reconciliation... . Accounting and Reconciliation... "‘ Accounting and Reconciliation.... - Travel Reports 7
1 Reports Complete : System (Adobe PDF) . System (Adobe PDF) System (Quicken/ Microsoft M... . System (Adobe PDF)
Expense Report ® Cash Transaction Detail Copy of Sample Export Report Daily Transaction Summary Detail Spend Analysis by
[Description empty] b~ Travel Reports Comerica (Microsoft Excel) - Transaction Reports .. Account
: System (Adobe PDF) : System (Adobe PDF) ’ Financial and Spending Reports
Scheduled Reports _
0 Reports Scheduled o Expense Report Fleet Costs Report Fuel Brand Summary Fuel Exception / Detail
» . TravelReports s, Program Managsment Reports i, Program Management Reports i Program Management Reports
System (Adobe PDF) System (Adobe PDF) System (Adobe PDF) System (Adobe PDF)
Line Item Detail Lodging Chain and Summary Merchant Detail Merchant Related Spending
i Purchasing Reports - Travel Reports A~ Merchant and Supplier Reports ) Alerts
System (Adobe PDF) System (Adobe PDF) System (Adobe PDF) Alert and Exception Reports
Spend Analysis by Merchant Spend Analysis by Merchant Spend Analysis by Transaction Supplier Transaction Detail
A Merchant and Supplier Reports A Category A Category A Report
: System (Adobe PDF) : Merchant and Supplier Reports Financial and Spending Reports Merchant and Supplier Reports

User Failed Login Report (v2}
Financial and Spending Reports
System (Tab Separated)

Currently logged in as

Privacy Policy

€ irternet 4y v ®amw -

—— o Select “Expense Report” from the Choose Report selection area.

16



17. Schedule monthly statement report to be downloaded (continued)...

Home Help MyProfile ContactUs Logout

My Profile Account Activity

Home Show Reports Inbox

o Progress - Step 2 of 5 @ Schedu‘e Report:

Select the cost allocation scheme that you wish to report against.
Select Report

: @ THINK TOGETHER INC (ACTIVE)

Region, District / Department, Site, GL Account

©  None

Include all transactions. Accounting code fields are not available.

Frequen
oy Next  Cancel

Completed Reports
1 Reports Complete

Expense Report [O]

Scheduled Reports
0 Reports Scheduled

..... e @ Irtermet £y - B -

-.'“'""éhoose “THINK TOGETHER INC (ACTIVE)” as your cost allocation scheme (default option).
- e Click on the “Next” button.

17



18. Schedule monthly statement report to be downloaded (continued)...

>

Home Help My Profile ContactUs Logout

My Profile Account Activity

Show Reports Inbox

Home
o Progress - Step 3 of 5 @ Schedu‘e Repor‘t:
]

Select the field, type, and value Click the Add button to add the filter.

Add

» Select Filters Field Type value

Report Options
Customize your report To add 3 filter, enter the filter criteria above and click the Add button.

Frequency

Select All | Deselect Al

Completed Reports
0 Reports Complete Back Next Cancel

Scheduled Reports
0 Reports Scheduled

v

& mntermet 4 - ®im% -

O NOT choose any of the “Filters”
e Click “Next”

18



19. Schedule monthly statement report to be downloaded (continued)...

My Profile

Home

Account Activity

Contact Us  Logout

Home Help My Profile

Show Reports Inbox

Progress - Step 4 of 5
o ) B Schedule Reportj

Select Report

Select Filters

» Report Options

Frequency

Completed Reports
0 Reports Complete

Scheduled Reports
0 Reports Scheduled

A
L Specify the schedule report options below, then click Next or Save to continue.

—> Delivery Options
P> Report Format
> number Format

P> Date Format

> Additional Options [ nclude Spiits

P account Type |Include Account Financials Only v
> Description October Expense Report
—> Notify Me At HXXXXXXX@THINKTOGETHER.ORG

Enter up to five e-mail addresses separated by commas

Back Next Save Cancel

o

0 O O O O O O

O

& mntermet fa - ®izw -

e Make sure that the “Schedule Report: Options” selected are the following:

Date Type: “Posting Date”
Delivery Options: “System Inbox”
Report Format: “Adobe PDF”
Number Format: “XX,XXX.XX”
Date Format: “MM/DD/YYYY”
Additional Options: Check the “Include Splits” box if you created any splits.
Account Type: “Include Account Financials Only”
Description: Type a brief description of the report you are downloading.
= e.g. “October Expense Report”
Notify Me At: Type the email address where you want to be notified once the report is
finish downloading.

19



20. Schedule monthly statement report to be downloaded (continued)...

B3

Home Help My Profile ContactUs Logout

My Profile

Account Activity

Show Reports Inbox

Home

0 - - Schedule Report:

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

Select Report

O]
From Date [10/01/2012/| 5] 1o pate [10/312012 | 5] schedule offset [0 %7 %7
Select Filters
o filters applied o
Report Options startpate | f25200 | Days to Run Schedule Offset in day
» Frequency
Weeks to Run
Schedule Offset (in days)
Completed Reports
0 Reports Complete
From Day Months to Run
@ Scheduled Reports
OREzmis el To Day Schedule Offset (in days) A

Back Saye Cancel

@ Irtemet 5 v ®izs% -

e Choose “Run Once” as the frequency

L e Select the date range, first of the month through end of the month.
o DO NOT click on the “Schedule Offset” button

444444 e Next, click on the “Save” button.

20



21. Print your monthly statement summary, attach your receipts, and forward to your

supervisor.

Home

i

Complet
0 Reports

Progres
| e—|

Transaction Summary
Account Information
Merchant Summary
Add Cash Transaction
Schedule Report
Completed Reports
Scheduled Reports

Manage Receipts

Scheduled Reports
1 Reports Scheduled

Expense Report ®

Currently logged in as

®  Schedule Report:
JE

Select a report from the list provided. To quickly locate the report you are looking for, try using the Group By and Show options above.

Wi

/=

/=

Wi

Wi

Account Activity Spending
Alerts

Alert and Exception Reports

Accounting Code Detail

Accounting and Reconciliation...

System (Adobe PDF)

Cash Transaction Detail
Travel Reports
System (Adobe PDF)

Expense Report
Travel Reports
System (Adobe PDF)

Line Item Detail
Purchasing Reports
System (Adobe PDF)

Spend Analysis by Merchant
Merchant and Supplier Reports
System (Adobe PDF)

User Failed Login Report (v2}
Financial and Spending Reports
System (Tab Separated)

Wi

Vi

Wi

Wi

Vi

Account Statement
Financial and Spending Reports
System (Adobe PDF)

Accounting Codes Analysis

Accounting and Reconciliation...

System (Adobe PDF)

Copy of Sample Export Report
Comerica (Microsoft Excel)

Fleet Costs Report
Program Management Reports
System (Adobe PDF)

Lodging Chain and Summary
Travel Reports
System (Adobe PDF)

Spend Analysis by Merchant
Category
Merchant and Supplier Reports

Vi

Account Statement Report with
Signature Lines
Financial and Spending Reports

Accounting Software Download
Accounting and Reconciliation...
System (Quicken/ Microsoft M...

Daily Transaction Summary
Transaction Reports
System (Adobe PDF)

Fuel Brand Summary
Program Management Reports
System (Adobe PDF)

Merchant Detail
Merchant and Supplier Reports
System (Adobe PDF)

Spend Analysis by Transaction
Category
Financial and Spending Reports

Privacy Policy

Wi

/=

/=

Wi

/=

Home

Help

My Profile

Contal

Logout

Show Reports Inbox

mastercard.

Group By | None ~| Show [all ~|
Account Status
Program Management Reports
System (Adobe PDF)
Airline Summary
Travel Reports
System (Adobe PDF)
Detail Spend Analysis by
Account
Financial and Spending Reports
Fuel Exception / Detail
Program Management Reports
System (Adobe PDF)
Merchant Related Spending
Alerts
Alert and Exception Reports
Supplier Transaction Detail
Report
Merchant and Supplier Reports
& irternet v ®izsen

Wait approximately 5 minutes for the report to be downloaded.

Click on the “Account Activity” tab

Choose “Completed Report”
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supervisor (continued)...

22. Print your monthly statement summary, attach your receipts, and forward to your

Home Help

My Profile  Contact Us

Logout

My Profile Account Activity

Home

o Report Summary 5 _(. Report Requests:

Successful Reports 1
Failed Reports 0
Scheduled Reports 0 Name

File size

Expense Report

completed Reports
1 Reports Complete

Expense Report

Scheduled Reports
0 Reports Scheduled

Currently logged ipfas

Privacy Policy

mastercard.

1788+EpONt Type=60

Reports are stored on the system for up to 30 days. If you wish to retain copies for longer than 30 days, please download a copy from the system for your records.

Show Reports Inbox

Page1of 1  Go to page: |:|
Status completed
51.3KB Success 11/28/2012 14:45:29 EST
Page 1 of 1

Go to page: I:l

Delete

Click on the “Expense Report” link to download the report

& irternet

43 v ®izmwm -
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23. Print your monthly statement summary, attach your receipts, and forward to your
supervisor (continued)...

Huime  Hel e Cuntad L Logout

(ComericA Bank

My Profile Account Activity
Home Show Reports Inbox

Report Summary ]
o b 4 Report Requests

Successful Reports 1

Failed Reports 0 Name Expense Report
Scheduled Reports 0 y.-
Completed 11/28/2012 14:45:29 EST
Scheduled 11/28/2012 14:45:15 EST
o Completed Reports
1 Reports Complete File size 51.3 KB
Expense Report O}
0 p ber E :pt'ze Report " Status Complete
Description
T pi October Expense Report
0 Reports Scheduled
Created By System

Download Delete

4

Currently logged in as

served. Privacy Policy

& irternet 4y v Hizsn -

Click “Download” to view and print the report.

e Once you have printed the report be sure to Logout of SDOL.

e Attach your receipts to the hard copy report (the report will be multiple pages)
o Attach them in the same order they appear on the report

e Submit the hard copy report and receipts to your supervisor.
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