1. Goto http://sdol.jpmorganchase.com/Screen/Login and enter your User ID and Password.
NOTE: The system will lock you out after 6 unsuccessful attempts. Contact the Travel

Coordinator (Andrea Massey) for assistance with your log-in or password. JPMorgan will not be
able to help you should you get locked out.

2. After you log-in to SDOL, click on the ‘m Tab, and select Account Summary
under the Sub Menu to access the Transaction Summary screen.
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3. Click on the Billing Cycle radial button and select the month from the drop-down. Click

the button to see your transactions for the month you indicate.
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4. Click on the icon for “View Account Codes” ' E’ and then the “Edit Account Codes”

button to enter your Dept Account Number, Object Code using the drop-
down menu, City Pair and Traveler Supplier Number.
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5. Enter in the Dept Account Number using the format shown in the example below. Your
dept account number will be unique to what the traveler enters on the ATA and
depends on what has been approved by your department head. Number should be 2
digits, 3 digits, 2 digits, 4 digits, 8 digits and each separated by a period.

Exc: XX XXX X XXXXXXXXXXXX = 11.800.30.1524.000000000

6. Next, select the correct Object Code from the choices provided on the drop-down

menu.

7. The City Pair — Airport Codes can be found by clicking on the icon under
Additional Information.
a. For a one-way trip, example: Dallas to Austin one way would be DFW/AUS.
b. For a round-trip, example: Dallas to Austin and back would be DFW/AUS/DFW.
8. The Traveler Supplier Number is listed on the ATA — and can be found in Phoenix. If the
Traveler does not have a Supplier Number, please contact the Controller’s Office to have
the Traveler added to TWU’s Vendor files.

9. Finally, enter the trip destination and dates of travel in the Expense Description box.
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10. Once you are done entering information for the trip, click the button.
11. After all charges have been allocated run an Expense Report to submit to the Controller’s
Office with the ATAs.




