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Smart Data Online  (SDOL) Summary  Sheet 
 

Assigning Transactions  

 
Please follow these steps for cardholders who assign account information 

to each transaction.  Contact the Business Office  with any questions.  

 

Log into SDOL using the Cardholder log in at:   https://sdol.mastercard.com  

 

1. First sign into SDOL 

 

a.  Cardholderõs user ID is the 16 digit credit card number. 

 

b.  Password is football44 plus the last 4 digits of the credit card.  

SDOL will prompt to change the Us er ID and Password  

 

2. The home page will appear. From there select the Financial tab  

 

3. Select Account Summary  

 

4. Next select the correct billing cycle, choosing the month the 

statement began  

 

a.  Click the drop down to select billing cycle  

 

5. Click View after billing  cycle is selected.  

 

6. From there a list of transactions will appear  

 

7. Click on the Expand All to assign GL codes  

 

a.  Or click on the Red Grid Icon  

 

8. Once the transaction is expanded the chart of accounts is visible 

and the information the company requires can be  entered  

 

a.  Required fields will have a * after them  

 

https://sdol.mastercard.com/
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9. Once all required fields are completed select the Cardh older Review 

box  

 

10. Next click Apply to save the changes.  

 

11. Last send Email Notification to your supervisor(s) letting them know 

they can review your tr ansactions  

 

 

Splitting Transactions  
 

Please follow these steps to split transactions into more than one GL 

account.  This is done at the cardholder level.  Contact the  Business Office  

with any questions.  

 

1. Once you are signed into SDOL, t he home page will a ppear, and 

from there select the Financial tab  

 

2. Select Account Summary  

 

3. Next select the correct billing cycle, choosing the month the 

statement began  

 

a.  Click the drop down to select billing cycle  

 

4. Click View after billing cycle is selected.  

 

5. From there a li st of transactions will appear  

 

6. Click on the middle icon under Detail  

 

a.  If hovered over the icon it will say Split Transaction  

 

7. Next the cardholder will select the number of times the transaction 

needs to split  

 

a.  Any transaction can be split up to 10 times  

 

8. Cardholders can choose to split by percentage or by dollar amount 

by using the dropdown  

 

9. Once the amounts are entered then enter the description  

 

10. Finally click Apply  

 

11. Then the cardholder will go back to the transaction screen where 

they can enter the cor rect GL Codes for each split  
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Email Notification  
 

Once all the transactions are reviewed and the Cardholder review box 

is checked an email is sent to the supervisor to review and approve the 

transactions.  

 

1. Click on the f irst icon by the Discard button  

 

a.  It will look like an  envelop and if hovered over the icon it  will 

say Email Notification  

 

2. When the Email Notification screen appears complete the required 

fields 

 

a.  Required fields will have a * after them  

 

3. After all the information is entered click on send  

 

 

Supervisor Review  
 

Once the cardholder emails their supervisor(s) the supervisor will go in and 

approve the cardholderõs transactions. 

 

1. First sign into SDOL 

 

a.  The business office will provide your ID  

 

b.  Password is football44  

 

2. The home page will appear. From  there select the Financial tab  

 

3. Select Account Summary  

 

4. Next select the correct billing cycle, choosing the month the 

statement began  

 

a.  Click the drop down to select billing cycle  

 

5. Click View after b illing cycle is selected  

 

6. From there a list of transactio ns will appear  

 

7. Click on the Expand All to view  GL codes  
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8. Review the GL and descriptions to see if you agree on how the 

accounts are allocated  

 

9. Once all transactions are reviewed select the Supervisor Review box  

 

a.  If you disagree with a charge unclick the C ardholder box and 

notify them to make the necessary changes  

 

10. Next  click Apply to save the changes  

 

11. Last send Email Notification to your cardholder letting them know the 

transactions are reviewed  

 

 

Print Expense Report  
 

Now that your transactions have been assigned and reviewed they are 

ready to send to the Business Office.  Please follow these steps for 

cardholders to print your expense report that you will attach to your 

receipts and turn into the Business Office for processing .  Contact the 

Business Office with any questions.  

 

1. Start by signing into SDOL 

 

2. Click on the Reports tab  

 

3. On the next page that appears click on Run Reports  

 

4. From there select the Expense Report  

 

5. On the same screen choose the appropriate billing cycle  

 

6. Then c lick on Run  

 

7. Print the exp ense report  (PDF icon)  

 

a.  Ensure the CH and S are on the report so that the Business 

office knows that both the cardholder and supervisor review 

the transactions  

 

8. Finally attach the printed expense report to your receipts and send 

to the Business Office  

 

 

 
 


