


 SDOL: https://sdol.mastercard.com/jpmorganchase

 The first time you log in:

 You will be prompted to change your User ID 
and password to something only you know.

 Your email address is required to log in the 
first time.

Your entire card number

isupcard09xxxx (xxxx = 
last 4 digits of card #)

https://sdol.mastercard.com/jpmorganchase


isupcard09xxxx (xxxx = 
last 4 digits of card #)



 Each time you log in, you will be asked one of 
three questions.

 Make sure to set them to something you will 
remember!



 4 tabs available:

 Other navigation:



 From the Financial tab, select Account 
Summary to access the Transaction Summary 
screen.



 Use the Previous and Next links to navigate back 
and forth between transaction summary pages.

 Click Apply or Discard to save or discard the 
changes on this page.



 Use the icons to edit or view additional 
transaction information:



 The Transaction 
Detail screen 
includes all of 
the information 
from the 
Transaction 
Summary 
screen, in 
addition to 
more detailed 
transaction 
data, such as 
supplier and tax 
information.



 To change the accounting, you will first need 
to choose the Index Group (Alphabetic), then 
the Index and Account Code.



 Note: You must click Apply to save your 
changes in the Account Code section. The 
system does not save your changes when you 
move to another transaction to edit.



 In SDOL, you will enter your Purpose of the 
Purchase in the “Expense Description” field.

 The transaction cannot be saved until the 
expense description is entered.







 SDOL’s transaction review option allows 
cardholders to mark transactions as Reviewed 
and lock the transaction from further editing.

 You can use the review status as the selection 
criterion when you search for transactions or 
run reports.



 You can choose the output format of reports:

 The report you will turn in to the Procurement 
Card Auditor is the “Expense Report”.



1. From the Reports tab, select Run Reports.
2. Under Report Selection, select “Expense 

Report”.
3. Under Date Criteria, select the radio button 

for Billing Cycle.  Select the appropriate 
billing cycle for the month.  

◦ The billing cycle name will correspond to the 
month in which the cycle ends.

◦ For example, the cycle ending March 15th, 2009, 
would be listed as “Mar 09”.

4. Click “Run”.





 To change your password or challenge 
questions, go to the User tab.

 To view other information about your 
account, go to the Account Details tab.



 Make sure you try these steps first before 
contacting Donna or Stacy!



Any questions?


