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Welcome Report List

Downloads

Items Awaiting Your Action Account Summary

21 New Files for Download

Hierarchy: ROOT-ROOT (¢

Accounts

Active Accounts
Suspended Accounts

Mew Accounts (Pending Activa

3 Messages Read All Accounts with Fraud (Last 90 [

i Compromised Accounts

NEWW!
March 2018 Cycle Accounts with Temparary Limit
Cycle is from 03/21/2018 - 04/20/2018 Accounts with Temporary MCC

1. Select “Report List” from Reports tab
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Report List

Report List Filters Report Information

Report Type
All |

Report Category

I

Cutput Format

C
Schedule

2. In the Keyword Search box, type “Transaction Allocation”
3. Click “Search”

4. Select the Transaction Allocation Report
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Return to Report List

Report Detail - Filter Rows

Report Mame * Transaction Allocation

78 characters remaining.
Report Category * | Transaction * Indicates Reguired spec":y Filter

Filter Rows Sort Report Options Scheduling

Select a report field to fitter on. Not all fields are available to use for filtering. Then select an operator and specify the appropriate values.
* Reguired Fields

The filter expressions on this tab allow you to select the data

and add filters.

Field to Filter On * Operation

In order to use afield in a filter, the field must be selected as

Cycle
Post Date Cycle Is E| Accounting Cycle IZI
. . Cycle Period
Mote: When reporting transaction data, you must filter on Pos
02/21/18 03/20/18 Feb - 2018 IZI
Filter Rows

| Post Date is in last 30 days |

and Transaction Type is not equal to "Payment”

Preview Filter Expression

Post Date is in cycle Accounting Cycle period 02/21/18 03/20/18 Feb - 2018

Cancel Continue
5. Under Filter Rows, select the first filter category
6. In the Specify Filter box:

Operation: Cycle is
Cycle: Accounting Cycle

Cycle Period: Appropriate cycle date range
7. Click “Continue”
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Return to Report List
Report Mame * Transaction Allocation

Report Detail - Filter Rows

78 characters remaining.

Report Category = | Transaction * Indicates Reguired Field

Filter Rows Sort

Report Options Scheduling

Specify Filter
The filter expressions on this tab allow you to select the data to include in your repd
and add filters.

In order to use a field in afilter, the field must be selected as a report column on th

Mote: When reporting transaction data, you must filter on Post Date.

Filter Rows

Select a report field to fiter on. Not all fields are available to use for fitering. Then select an operator and specify the appropriate values.
* Reguired Fields

Field to Fitter On * Operation Value * (Maximum 5}
Cardholder Last Name IZI Begins With IZI Cardholder's Last Mame
Post Date is in cycle Accounting Cycle period 02/21/18 03/20/18 Feb - £

and

I Transaction Type is not equal to "Payment” I

Preview Filter Expression

Cardholder Last Name beging with ™

8. Select the next filter category

9. In the Specify Filter box:
Field to Filter On: Cardholder Last Name
Operation: Begins With

Value: Cardholder’s Last Name
10. Click “Continue”

Cancel Contin ue
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Report Detail - Filter Rows Return to Report List

Report Mame * Transaction Allocation

T8 characters remaining.

Report Category * | Transaction * Indicates Required Field

Filter Rows Sort Report Options Scheduling

ab allow you to select the data to include in your report. Click a filter link to edit a filter. Use the Delete Filter and Add Filter buttons to remove
and add filter.

In order to use a field in a filter, the field must be selected as a report column on the Select Columns tab. Some fields may not be available for use in a filter.

Mote: When reporting transaction data, you must filter on Post Date.

Filter Rows

Post Date is in cycle Accounting Cycle period 02/21/18 03/20/18 Feb - 2018 Add Fitter
and Cardholder Last Mame begins with "Cardholder Last Mame™ Delete Fitter Add Fitter

Hierarchy 1D

and click to add hierarchy! Delete Fitter Add Fitter

@ This report has unsaved changes.

11. Select “Run” to process report
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Report Detail - Filter Rows ReportList Return to Report List

Downloads

n‘four report has been submitted for processing.
A

Available Downloads

Exports (screen view downloads) will be removed automatically after 7 days. Reports will be removed automatically after 35 days. Mappers will be removed automatically after 365 days. To manually delete a file, check the
box and click the Delete Selected button. To check the status of a report, click the Refresh List button.

Download List Page=|ofg M4 > M

Delete Selected Refresh List

Name Status Creation Date Output Type

ransaction Allocation uccessfu :02:25 AM | Transaction Allocation. p
T ction Allocati S ful 03272018 11:02:25 AM | T ction Allocation. pdf

I Report

12. Select “Downloads” from the Reports tab
13. Select the Qutput file titled “Transaction Allocation.pdf”
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Transaction Allocation
US63405

ateTime Printed: 0428201704:5634PM Orientadon’ Landscape
election Criteria: Post Date Is Between "03/22/2017" AND '04/20/2017" AND Cardholder Last Name Begin: With "'
Transaction ID  Last Name First Name Account Number Transaction Post Date Merchant Name Merchant  Aerchant M ale: ax Transaction Tramsaction
Date City  State/Province Amo et
N e = Goamn  Gaaen  UmR Ueinoss  mmeus g
ICXYX oM
CCCCCCC Accounts: COA_USSE3405 ORGN:3231 FUND- 110001 |ACCT: 2327
Custom Field Name Custom Field Value
Cardboldes Approval e
e -
I
CCCCCCC Accounts: COA_US63405 ORGN:3231[FUND:-110001 | ACCT:2325
Custom Field Name Custom Field Value
Cardboldes Approval e
e L. ]
]
CCCCCCC Accounts: COA_US63405 ORGN:3231[FUND-110001 | ACCT: 3325
Custom Field Name Custom Field Value
Cardboldes Approval e
N oceveeees s .. @ |
I
= I
CCCCCCC Accounts: COA_US63405 ORGN:3231[FUND-110001 | As
Custom Field Name Custom Field Value
Cardholder Approval e
I ccvecenee -
= I
CCCCCCC Accounts: CoA_USE3405 ORGN:. TND - 11004
Custom Field Name Custom Field Value
Cardholder Approval e

© 2017 JPMorgan Chase & Co. All rights reserved
*CONFIDENTIAL - THIS REPORT CONTAINS SENSITIVE DATA. UNAUTHORIZED USE PROHIBITED. *
Transaction Allocation

14. The report will open as a pdf file:
— Review all transactions to ensure transaction notes were entered
— Gather all receipts and related documentation for Approver’s review
15. Cardholder and Approver must print, sign & date at the bottom of t7hgfr§port
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Once approved, submit your Report to the P-Card Office:
Submission method: Scan and email to TandE@drexel.edu
» Electronic Reports must be in adobe PDF format

* When sending multiple reports, each report must be sent as an
Individual attachment. Emails may contain multiple attachments

« Each attachment must be named as:
Last Name First Initial Month Year.pdf
Ex. John Smith September 2018 named as SMITHJSEPT18.pdf
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