Pcard Expense Report Instructions
RECONCILING YOUR ACCOUNT
1. Access the JP Morgan Chase SDOL system at - https://sdol.mastercard.com/jpmorganchase
2. Initial user ID = your Pcard number without spaces or dashes
3. Initial Password = to be assigned by the Pcard administrator. You will be prompted to change your password.
4. Select the red FINANCIAL button at the top of the screen
5. Under “Choose a Submenu” select “Account Summary”
6. Under “Financial Transaction Summary” select the appropriate statement period. Statements run from the 6th of a month to the 5th of the next month.
7. Select the “View” button at the bottom
8. Your Pcard transactions will appear. Note that there may be more than 1 page.
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10. Bottom of Form

11. In the blank cell to the right of “Expense Description” – provide a brief description of the expense
12. [image: Transaction Detail] > provides a more detailed view of the expense
13.  > select this button to enter the appropriate speed key, account number, card holder, and to identify if a receipt for the expense is included
14.  > select this button if you need to split your expense between different speed keys. Identify the number of splits. You will then be prompted to enter the percentage for each split.
15. Select the open cell under “Cardholder Reviewed”
16. Select the “Apply” button at the top of the screen
17. Request your supervisor to review and approve the report
PRINTING YOUR REPORT 
1. Select the red REPORTS button at the top of the screen
2. Under “Choose a submenu” select “Run Reports”
3. Under “Report Selection” select “Expense Report”
4. Select the button for Print Version (PDF)
5. Select the posting date using the same dates as the statement dates used for your expenses
6. Select the “Run” button 
7. Print the report, attach your receipts, obtain your Financial Manager’s signature/approval, place the approved report and the receipts in the Pcard Expense Reconciliation envelope and return to Purchasing. 
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