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button to see your transactions for the month you indicate.





the





Click on the Billing Cycle radial button and select the month from the drop-down. Click





3.





nt Summary





After you log-in to SDOL, c


under the Sub Menu to access the Transaction Summary screen.





2.





Go to � HYPERLINK http://sdol.jpmorganchase.com/Screen/Login �http://sdol.jpmorganchase.com/Screen/Login a�nd 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.
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Instructions for Allocating Charges in SDOL for Trip Cards
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lick on the	Tab, and select Accou

















After all charges have been allocated, run an Expense Report and submit with the


appropriate signatures and all receipts. (Instructions for running an Expense Report are in a separate document.)





button.





Once you are finished entering information for the trip, click the





6.


7.





Enter the Department Account Number using the format shown below. Your account


number will be unique to your department and depends on what has been approved by your department head.  The numbers should be separated by a period. The object code will always be 7199.


Ex: XX.XXX.XX.XXXX.XXXXXXXX = 11.800.30.1524.7199.000000000
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of





dates





and





destination





traveling,





group





of





(Name





Description





Expense





to enter your Department Account Number. You will also need to





button


enter  an travel).





and then the “Edit Account Codes”





Click on the icon for “View Account Codes”
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Instructions for Allocating Charges in SDOL for Trip Cards
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