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DIRECTIONS FOR JP MORGAN CHASE P-CARD RECONCILIATION 

P-CARD DEADLINES:   30TH of Month for On-Line detail (to the 3rd of next month) the
Account number MUST be in the on-line program -with a description of charges- by the 3rd of
the next month or the default account number will be used.

By the 10TH (the Deadline for sending the hard copy of the Report) TO ACCOUNTS PAYABLE, 
with receipts either attached) OR submitted via email to accountspayable@lafayette.edu 
Failure to submit timely reconciliation reports may cause P-CARD to be suspended.   

FOLLOW THE DIRECTIONS BELOW: 

JP MORGAN CHASE – P-CARD RECONCILIATION ON-LINE 
PROCESS 

The log-in WEB ADDRESS for JP Morgan SMARTDATA is listed below:   The website works best 
in Chrome, but try other browsers if you have issues signing in.  

https://smartdata.jpmorgan.com/static/public-portal-ui/login-signin-
component?cobrandHost=chase 

or type in smartdata.jpmorgan.com 

Below is the sign on you will see on the Page: 

Enter your user ID and Password and Using your Mouse – click on Sign-In 
  (if you just hit enter after putting in your password, it doesn’t always work) 

There is a slight pause while the system is checking – be patient 

Next it will ask you a “Security” question.   Please remember your answers * (Important) 

mailto:accountspayable@lafayette.edu
https://smartdata.jpmorgan.com/static/public-portal-ui/login-signin-component?cobrandHost=chase
https://smartdata.jpmorgan.com/static/public-portal-ui/login-signin-component?cobrandHost=chase
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NOTE:  Your user ID, password and Security Question are all case sensitive so remember if you used 
upper or lower case. 

Note:  Once you are logged in – if you are away for more than 15 minutes, you will be logged out. 

About Menus 
The menus appear on all screens and provide access to the primary application features and operations. The 
selection of menus varies among user types. 

The following MENUS appear on the top of every screen in the application. Administrative users may see 
additional sub-menus not described here. 

1) Account Activity—Manage your account and reports.

2) Expense Reporting—Access the expense reporting features. This menu only appears if the Expense
Reporting feature is enabled.

About Transactions 
This application provides comprehensive data for each transaction. You can view a high-level summary of 
transactions, or see the details of each transaction, such as tax and currency information. In addition, there are 
many actions you can take in the various transaction screens. 
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Merchant and addenda information provides even more detail about each expense. Multiple search functions 
make it easy to find transactions: search by account or by merchant. Additional search features allow you to 
refine your search. All you need to know is the approximate date of the transaction. 
PROCEDURE: 

1) Select Account Activity > Transaction Summary.
The Transaction Summary search screen appears.

2) In the Search Criteria section, specify the date range to search by.
27 of previous month to 26 of current month (example: for December charges – posting date would be
11-27-2022 thru 12-26-2022 (which is the Total of charges that will be on your statement for that
month.  (Posting Date)  Always use 27 thru 26 or report charges will not be the same as your
Statement.

Then click SEARCH 

These dates MUST be correct to match the JP Morgan charges for the month on the statement. 
(see below) 

You will then see your Transaction Summary for all the charges for that period:  (Sample below) 

Transaction Icon (under detail) will give you more information regarding where the item was purchased. 

3) Click on the arrow (third icon on right under Detail >) pointing to transaction.  It will open up
and allow you to put in the accounting detail and the description.  (see below)    Always SAVE
(Blue key under Expand All/ Compress All) after your entries or they may be lost when you go
back to look for them.

(see sample below)
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The folders ICON (second from the left) will open more account fields if you want to split the charges 
between more than one banner account number. 
(see below) 

• SAVE - Make sure you Save the detail once you enter it or it will not be there next time you go
into the page.

Instructions for: 
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If you only have one account number you are charging – you do not have to do anything with the 
“Split Account” information 

All receipts should be attached electronically online in the "Additional Information" section in the 
Transaction Summary page.
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DIRECTIONS ON ATTACHING YOUR RECEIPTS TO THE ON-LINE P-CARD PROGRAM (SMARTDATA) 

RECEIPTS RECEIVED FROM ON-LINE ORDERS AND/OR PAPER RECEIPTS CAN BE SCANNED AND 
CAN BE ATTACHED TO THE ON-LINE PROGRAM, SENDING HARD COPIES NOT NECESSARY. 

NOTE the sample of a charge below:   

You will see a cloud with an arrow pointing up, all the way to the right of the charge.   This is where 
you can “ATTACH” a copy of your invoice.  You will have to save your invoice to a file on your hard 
drive in order to find it to attach it.  Once you click on the cloud icon, You will see a box that says 
add Receipt (see below) 

You will click on the “BROWSE” and find the receipt in your file, then click on the “ADD”.  Once you 
have the invoice attached, you will see a different icon at the right of your charge. The cloud icon 
will change to a printer with a piece of paper coming out.
When you click on the “printer icon” you will see your receipt. 

Receipts are required for all charges and MUST BE uploaded online.

REPORTS:    Reporting Operations
If you have access to the reporting system, there are many reporting operations available. 

The following operations appear in the Reports menu: 

Reports 
Dashboard 
Run 
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BELOW IS THE PROCEDURE FOR RUNNING YOUR MONTHLY REPORT 

Select: REPORT 
RUN 
REPORT NAME (To the right will be a drop down box) 
Choose TRAVEL REPORTS (This will also have a drop down box) 
EXPENSE REPORT 

NOTE: If you have charges that were split between 2 or more account numbers then 
   You would go to CRITERIA (to the right under report notes is a box that must 
   Be checked to show that you have split charges. 

   Select: FREQUENCY (Here is where you would select ONCE and enter 
   Your starting date (Always the 27th of the month) Ex. 11-27-22 and  
   Your ending date (Always the 26th of the next month) Ex. 12-26-22 

 SUBMIT REQUEST 

Your page will go back to the schedule report page 

You can click on the HOME PAGE at this point. 

1) You will get an “email” telling you the report is complete.
2) You can go into the Completed reports on the top right of your home page.

3) When you click on the completed Reports – the most current Report, plus previous reports
will show up.   Click on the “Expense Report” you want to print.
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4. SELECT: REPORT
   DASHBOARD (To the right of the report will be DOWNLOAD) 
   This will open up your report so that you can print it out 

5. A small box will appear at the BOTTOM of your screen, Click OPEN

6. When you open the report you will see all your transactions and account number’s
that will be charged, including your description of items purchased.

THE DATE AT THE TOP OF THE REPORT MUST SHOW THE 27TH TO 26TH OR THE REPORT WILL BE
RETURNED TO YOU FOR CORRECTION. 

If you have the correct report, you will also see lines at the bottom of the report for the signature of 
the “Card Holder” and the Signature of the “Approver”, both must be on the hard copy of the 
report. 

These are things the Auditors will look for when they do the review. 
(see report below) 
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CHECK LIST  FOR REPORT: 

1. Correct Date on top of report  (27 TO 26)

2. All receipts are attached in order and matching amounts on report OR make sure you mark if
you have ATTACHED your receipts electronically.

3. Card Holder signed and dated

4. Approver signed and dated. (approver CANNOT be the cardholder)

NOTE:  DEADLINE: 

1. ON-LINE INFORMATION:   ALL ACCOUNT NUMBERS AND DETAIL MUST BE COMPLETED
ON-LINE BY THE THIRD OF THE NEXT MONTH -  IF YOU DO NOT CHANGE ACCOUNT NUMBERS
BY THE THIRD, THE DEFAULT ACCOUNT NUMBERS THAT WERE ENTERED ON YOUR P-CARD
APPLICATION WILL BE APPLIED (JP MORGAN WILL EXPORT THE INFO AND PAYMENT).

2. HARD COPY REPORT:  The hard copy of the Report MUST be Received in the ACCOUNTS
PAYABLE office by the 10th of next month.  The report should be printed, receipts attached or
marked on-line attached, signature and approvals, then mailed to ACCOUNTS PAYABLE office
AS SOON AS you complete the on-line information at the end of the Month.   If you run report
promptly after the 26th of the month and attach receipts, you should be able to get
APPROVALS and submit by the 10th deadline.

If the Report is not received on time, your card may be put on HOLD and any charges you
attempt will be denied until the report is received with receipts and correct dates.




