SDOL COST ALLOCATION - ACCOUNT APPROVER


1. Go to https://sdol.mastercard.com/jpmorganchase and enter your User ID and Password. NOTE: Do not input www when inputting the url. The system will lock you out after 6 unsuccessful attempts. Contact the PCard team for assistance with your log-in or password. JPMorgan will not be able to help you should you get locked out.
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2. After you log-in to SDOL, click on the [image: image2.emf] Tab, and select Account Approval 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 appropriate month from the drop down. Click the [image: image4.png]


      button to see your transactions for the month you indicate.
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4. The name(s) of the cardholders you have approval rights for will appear.

5. Click on the underlined account name for the card you want to review transactions.
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6. A screen will appear that shows all transactions for the time period specified on step 5. 

7. Click on the “Expand All” [image: image7.png]


 link to see account numbers associated with the transaction. 
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8. You will see the Account String and Object Code the cardholder has chosen for each transaction.

9. You will also see the “Cardholder Reviewed” checkbox indicating the cardholder has reviewed the information. If corrections to the summary are required click Cardholder Reviewed checkbox then Apply. This will enable you to correct the account string or object code. When correction is complete click Cardholder Reviewed checkbox again then Apply to save changes. 
10. Click on the “Supervisor Reviewed” checkbox for each transaction you wish to approve.

11. Click on “Apply”[image: image9.png]


.  The transaction will be locked from further editing.
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Note:  When a transaction is both Cardholder-Reviewed and Supervisor-Reviewed, the

Cardholder-Reviewed check box turns into a padlock[image: image11.png]
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