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INTRODUCTION:
SDG2 Website - https://sdg2.53.com

o QFifth Third & Master Card
] have made available to all

Oakland University
cardholders a transaction
management tool called
Smart Data Generation 2
(“SDG2”) that replaces the
paper journal voucher

E Il process for allocating

[ oo Pcard charges.

Cardholder Self-Registration



Sign In to Smart Data
User ID:

sssssss d/Passcode:

un:

(JCardholders should use the SDG2 website to reconcile P-
Card transactions as they occur in lieu of a Journal Voucher.
You do not have to wait until the statement arrives to use
SDG2

L Cardholders have through the 15% of the following month to enter
allocations in SDG2

W Transactions will post to Banner before the last day of the month
(NOT immediately following allocation in SDG2)

The only exception for using SDG2 is grant-funded P-Cards or if
you need allocate charges to a grant fund

Do you need a fund added to your card profile?



OVERVIEW:
Features in SDG2

* Email notification completed reports
* You can set up auto running reports on the same day each month

* Can easily keep up on allocations throughout the month (instead of
waiting for the statement)

i sneanEngih
FIFTH THIRD BANK merican Englis|

Sign In to Smart Data

User ID:

Password/Passcode:

Sign In

Forgot Password/PIN?

Cardholder Self-Registration
EEEE e )ewmis; 4554
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THE LOGIN PROCESS

The Fifth Third SDG2 URL:
> https://sdg2.53.com

ng;
- Cardholders logging in for the first

time will enter their User ID & User ID:
temporary password as indicated in

the e-mails received from MasterCard
Worldwide

Password/Passcode:

*Once logged in to the SDG?2 system,
you will be prompted to change your
Password. Please also answer the

security questions. |

- N

Forgot Password/PIN?

Cardholder Self-Registration

. i ua
*Contact us 1f you need to reset your

password



SDG2 HOME PAGE

FIFTH THIRD BANK

Home My Profile  Account Activity

Help | My Profile | Contact Us | Logout

User Role:  Cardholder - xxoccooooc Y

ACTIVITY REPORTS & DATA FILES

ALERTS & NOTIFICATIONS » 0 SCHEDULED REPORTS ?
Previous 30 days 59

MOST RECENT POSTING DATE COMPLETED REPORTS »
ﬂ No transaction found in the last 30 days. E

TOTAL TRANSACTIONS 0 DATA FILES )
Previous 30 days

REVIEWED TRANSACTIONS 0
ﬂ Previous 30 days
REVIEW REQUIRED Total Items: 0

No data available

SNAPSHOTS

Spend By Category o Total Spend o

Month: Current
By: Transaction Amount

https://sdg2.53.com/sdng/inbox/notificationSummarylnit.do?nwflow=1 ]

NEWS

CYCLES
The 2017 Custom Billing Cycles document has been posted to the

SDg2 ...
. FIFTH THIRD BANK COMMERCIAL SUPPORT

NOW AVAILABLE!! 2017 CUSTOM BILLING

CENTER
You may reach the Commercial Support Center by clicking on the
"Cont...

USER EMAIL UPDATES
Please review and update all user emails on a regular basis to

ENsur...

b g
COMMERCIAL CARD DISPUTE FORM
Please see the Resource Center for the Commercial Card Dispute

Form.

LINKS

FIFTH THIRD BANK PRIVACY & SECURITY
INFORMATION )

RESOURCE CENTER

2017 CUSTOM BILLING CYCLE DATES )
g Add these cycles to your program to query data/run reports which

match your 5/3 statement data.
2016 CUSTOM BILLING CYCLE DATES )

% Add these cycles to your program to query data/run reports which
match your 5/3 statement data.

2015-16 BROWSER SUPPORT UPDATES




SDG2 HOME PAGE

If you have multiple cardholders that you are responsible for, just switch the
name in the dropdown menu in the upper left and you will see the transactions
for that cardholder. If you are missing someone, ask that cardholder to send us
an email to confirm your status on their card

User Role | Cardholder User - XXXX-XXXX-XX20-283N - Accounts Payable Test | w

Cardholder User - X000(-200(-XX20-283N - Accounts Payable Test
Cardholder User - XOOX-XXXX-XX26-8292 - KATHLEEN D WILES
Cardholder User - XOO(-XXXX-XX31-5127 - STEVE ZMICH
Cardholder User - XOO(-XXXX-XX37-4041 - MARCEE DALY

- If an account number ends with an “N”, that
indicates an SDG2 user who does not have a P-
Card - a “non-cardholder”.



SDG2 HOME PAGE

« Run your mouse over
the Account Activity
menu to see all options
available to you from
Home Page

Home | My Profile
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User Role:  Cardhole

ACTIVITY

ALERTS
Previous

MOSTR
ﬂ No transz
TOTAL1
Previous

REVIEW
ﬂ Previous

REVIEW REQUIRED

FIFTH THIRD BANK

Account Activity

Transaction
Summary  on
Account
Information
- REPORTS & DATA FILES
Merchant
Summary 0 SCHEDULED REPORTS )

Cost Allocation >
Management E COMPLETED REPORTS )
Schedule Report

Completed
Reports

0

Total Items: 0

Scheduled
Reports

No data available

More



SDG2 TRANSACTION REVIEW

How will I be able to review my :
L] ,’
transactions? FIFTH THIRD BANK

Home | My Profile | Account Activity

From the home page, select Transaction
Summary fromthe Account Activi pnt
—
menu perchant SCHEDULED REPORTS )
°
Cost Allocation >

n ALERTS  Summary
E MOSTR  ongement E COMPLETED REPORTS )

REPORTS & DATA FILES

Previous

No transz
Schedule Report

This will take you to the Transaction

. Previous Completed
Summary Screen and you will be able o [ ;
. Scheduled
to select a transaction summary date s
REVIEW REQUIRED Total Items: 0
range . No data available

More



SDG2 SELECT DATE RANGE

How do I select my monthly
billing cycle?

*The reporting cycle is always the
first day of the month through the
last day of the month. Choose
your desired time frame from the
dropdown.

*Date Type will default to
“Posting Date” which 1s what you
want 1t to be when reconciling to
the billing cycle. “Transaction
Date” may be used for search
purposes.

*Click Search

I Transaction Summary

TRANSACTION SUMMARY
sanel Dolan  XxXxX-XxXX-{ GGGz : controLLER'S OFFICE » 12

Advanced Search

SEARCH CRTTERIA

O Reporting Cycle:

04/01/2017 to 04/28/2017
Posting Date

From: 04/01/2017

April 2017 Cycle

Date Type:

@® Date Range:

To: 04/28/2017

Date Type: Posting Date

Data available giArting: 04/14/2014

You can go back 3 years from today’s date, in
increments of 6 months at a time.
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SDG2 ALLOCATE TRANSACTIONS

e Within the 7ransaction Summary screen, click on Expand All_then click on Edit
Howdo 1 Accounting Codes
reconcile my * Choose an Account, verify the default /und, andetdose a Charge Fund (if applicable)
*The format of the description you enter is keyto being able to find this in your G/L
monthly . o

reporting so make the first words of yetr description count.
fransactions?  <Entera very brief descriptioniathe Expense Description field and click the Save icon;
in Banner you will see RD XXXX” (where XXXX equals the last 4 digits of the P-
Card) followed byFast Name of cardholder and then whatever digits that are remaining

SEARCH RESULTS

‘ Expand All | Collapse All

=[] o]
Detail Posting Date Transaction Date Description Transac tion Amoun t Additional Information
STAPLES 00104059
[unll| | > | 01/25/2016 01/22/2016 S eeen oL o —rETE 14.49
ACCOUNTING CODES INFORMATION '
Expense Description 1099-R Forms for 2015 I M I OI a I l \N I N DO N O I use the
ACCOUNT CHARGE FUND DEFAULT FUND 11 E [}] k " d . .
K062 - Printing-Forms 14765 nter ey In expense aescCri ption
f- eld Edit Accounting Codes
STAPLES 00104059
[anll| ] > | 01/25/2016 01/22/2016 N e T 15.36

ACCOUNTING CODES INFORMATION

Expense Description 1099-R Forms for 2015
ACCOUNT CHARGE FUND DEFAULT FUND
K062 - Printing-Forms 14765

Edit Accounting Codes

11




SDG2 ADDITIONAL ALLOCATION INFO

* The Fund is the default fund assigned to your card and this is a fixed field. Charge Fund refers to other
funds in which you have been given access. If you leave the Charge Fund field blank, the transaction will
automatically be charged to the default Fund and E095.

*Click Copy to All on Page to copy the Account and Charge Fund to all transactions on the page

Expand All | Collaps= All

Page 1of 1
- . Posting Transaction - Transaction |
Detail Reviewed Date Date  Description ==
als[v]/] O  10/14/2014 10/10/2014 07" 145.00
02078425599, ME -04112 :
ACCOUNTING CODES INFORMATION
Expense Description
Account Fund Charge Fund
14765
. Copy to All on Page - Starts With...
- Amazon.com 14320
ale)) ] O 107142014 10/14/2014 o ol WA -98101 bas00 139.98
AIRLINE LIMOUSIN p
)| O 10/27/2014 10/26/2014 LEL\I!GS”,O\“GLEICER 15.00
u®]) | O  10/30/2014 10/28/2014 28,00
MIRAGE HOTEL & CASINO
le]))| U 1030204 1002872018 221.76
METRO A RT PARKING
ule)) | O 10312014 10/29/2014  METRO AIRPORT PARKING 36.00

12



SDG2 ADDITIONAL ALLOCATION INFO

* Particularly with travel expenses, in the Additional Information column you may see an icon that looks a
suitcase (airfare) or a bed (hotel), etc.; click on that icon and you will be able to see additional
information on this transaction

] Transaction Summary

TRANSACTION SUMMARY

ice » ATTN: ACCOUNTS PAYABLE - 121B VANDENBERG HALL WEST « ROCHESTER, MI 483094419

SEARCH CRITERIA Advanced Search

Date Range: From:  10/05/2014

To:  11/04/2014

Date Type: Posting Date :‘

Data available starting: 11/04/2011

Expand All | Collaps= All

Page1of 1 Page

Transaction Additional

Detail Reviewed %‘1 B’:&sﬂ Description Amount Information

10FM
7’

af=][/] O 10/14/2014 10/10/2014 (o b0 ccoo 1o oa1io

=]V ] O 10/14/2014 10/14/2014 2::;.‘ &
AIRLINE LIM

at[=) > | O 10/27/2014 10/26/2014 |, o~ e =
MIRAGE HOTEL & CASINO

>

|a[=]> | (] 10/30/2014 10/28/2014 |, " mr o oo o

MIRAGE HOTEL & CASINO
A=)

=] | O 10/30/2014 10/28/2014 o\ e fon "
. IRPORT PARKING

=] ] O  10/31/2014 10/29/2014 METRO AIRPORT PARKING

DETROIT, MI -48242

Page1of 1 Page

Expand All | Collaps= All Search Total: 585.74



SDG2 EXPENSE REPORT

We recommend printing the Expense report and
including it with your P-Card statement for your
SUpervisor’s review

From the home page, select Schedule Report from
the Account Activity menu
From the Schedule Report: Choose Report menu,
select Expense Report

53

User Role:  cCardholc

ACTIVITY

ALERTS

Previous

MOST R
1/20

TOTAL 1
Previous

REVIEW
Previous

PROGRESS - STEP 1

Select Report
No report selected

‘é| SCHEDULE REPORT: CH

Select a report from the list provided. T

SE REPORT

uickly locate the report you are looking for, try using the Group By and Show options above.

Group By none

5/3 Cardholder Detai...
ALUN LEWIS (Microsoft...

Accounting Code Detail
Accounting and Reconcil...
System (Adobe PDF)

More Detail

= Accounting Codes Re...
ALUN LEWIS (Microsoft...

Appvion Report
FIFTH THIRD BANK (Mic...

Batch Report w/ CDFs
FIFTH THIRD BANK (Mic...

. Batch VCN Report w/..

FIFTH THIRD BANK (Mi FIFTH THIRD BANK (Mic... FIFTH THIRD BANK (Mic... N/A (Microsoft Excel) FIFTH THIRD BANK (Mic...

FERGUSON FTP 1106...
FIFTH THIRD BANK (Ta...

Line Item Detail-Excel
FIFTH THIRD BANK (Mic...

Match Monthly State...
N/A (Comma Separated)

Expense Report

Travel Reports

System (Adobe PDF)
M 5

B Expense Report (v2)
Travel Reports
System (Adobe PDF)
More Detail
Match Monthly w/ Se...
FIFTH THIRD BANK (Mic...

Matthews Travel Car...
FIFTH THIRD BANK (Mic...

Match With Adjustm...
FIFTH THIRD BANK (Mic...

Match Monthly State...

FIFTH THIRD BANK (Mic... FIFTH THIRD BANK (Mic...

FIFTH THIRD BANK

Home = My Profile | Account Activity

Transaction
Summary ey
Account

Information l
Merchant

Summary

Cost Allocation >
Management

Schedule Report

Completed
Reports

Scheduled
Reports

Batch User Defined E...
FIFTH THIRD BANK (Mic...

CAMC Match Monthly... . CARDHOLDER MONT... Copy of CARDHOLDE... Copy of CARDHOLDE... Copy of Match Month...
N/A (Microsoft Excel)

Match Monthly State...
FIFTH THIRD BANK (Mic...

Merchant Credits Onl... . PAYMENTS ONLY RPT
FIFTH THIRD BANK (Mic...

14



SDG2 REPORT CONTINUED

e Instep 2, select OAKLAND UNIVERSITY; click Next

PROGRESS - STEP 2 OF 5

1 I [
Select Report Select Scheme

Select Filters Report Options
Accounting Code Detail

Frequency
No filters applied

No scheme selected

Customize your report Run Once

dlb| SCHEDULE REPORT: SELECT COST ALLOCATION SCHEME

Select the cost allocation scheme that you wish to report against.

Schemes Defined for Entity JANEL DOLAN

(® OAKLAND UNIVERSITY (ACTIVE)
ACCOUNT, CHARGE FUND, DEFAULT FUND
(O None

Include all transactions. Accounting code fields are not available

In step 3 (not pictured), you may select filters, or simply click Next

15



SDG2 REPORT CONTINUED

» In step 4, choose your options; click Next

PROGRESS - STEP 4 OF 5

Select Report Select Scheme Select Filters Report Options
Expens= Report QAKLAND UNIVERSITY No filters applied Customize your report

@l SCHEDULE REPORT: OPTIONS

Specify the schedule report options below, then click Next or Save to continue.

Date Type Posting Date . Always choose “posting date”
Delivery Options  System Inbox
Report Format Adobe PDF

Number Format xx,xxx.xx

Date Format .VM,‘"DD/WW

RIS (o] SO . Don’t miss this if you split any allocations
[J Suppress Email Notifications

Account Type Include Account Financials Only

Description

REEylEE JDOLAN@OAKLAND.EDU

Enter up to five e-mail addresses separated by commas

Coce [ ] oo [ oo |

Frequency
Run Once

16



SDG2 REPORT CONTINUED

 Instep 5, you have 2 options to choose from. You can use the Run Once button and mput the
date range of transactions you wish to see; or you can use Reporting7cle option and choose
the month you would like to run the report for. You can al oose Number of Cfles to Run
and Schedule Offset to have this report run automgtieaily each month.

PROGRESS - STEP 5 OF 5

OAKLAND UNIVERSITY No filters applied Customize your report Run Once

From Date To Date Schedule Offset (in days)

Start Date Days to Run Schedule Offset (in days)

From Day Weeks to Run

To Day Schedule Offset (in days)

From Day Months to Run

To Day Schedule Offset (in days)

@ Reporting Cycle
Date Type: Posting Date
Reporting Cycle March 2017 Cycle (03/01/2017 - 03/31

Number of Cycles to Run ¢ Schedule Offset g (in days)

eport Options Frequency



SDG2 REPORT CONTINUED

You will have to go to your home screen to click on your report and bring it up. All
reports you have recently run will show up here.

FIFTH THIRD BANK

Home My Profile Account Activity

ALERTS & NOTIFICATIONS
Previous 30 days

MOST RECENT POSTING DATE
04/20/2017

TOTAL TRANSACTIONS
Previous 30 days

REVIEWED TRANSACTIONS
Previous 30 days

500 DAY HILL ROAD - Approve

KONICA MINOLTA BUSINES )

. KONICA MINOLTA BUSINES )
<
<
500 DAY HILL ROAD - Approve

- KONICA MINOLTA BUSINES )
adl 500 DAY HILL ROAD - Approve

KONICA MINOLTA BUSINES )
500 DAY HILL ROAD - Approve

DTE ENERGY 800-477-474 )
ONE ENERGY DR 833WCB - Approve

User Role:  Cardholder - xxxxxxxxxxxx
ACTIVITY

REPORTS & DATA FILES

SCHEDULED REPORTS

COMPLETED REPORTS >

DATA FILES )

EXPENSE REPORT ?
04/17/2017

ACCOUNTING CODE DETAIL »
04/14/2017

More

8

otal Item

USD 360.19
04/20/2017
usD 7,177.72
04/20/2017
USD 610.81
04/20/2017
USD 363.09
04/20/2017
USD 538.96
04/19/2017

More

Help | My Profile | Contact Us | Logout

NEWS
NOW AVAILABLE!! 2017 CUSTOM BILLING
CYCLES >
The 2017 Custom Billing Cycles document has been posted to the
SDg2 ...

FIFTH THIRD BANK COMMERCIAL SUPPORT

CENTER ?

You may reach the Commercial Support Center by clicking on the
"Cont...

USER EMAIL UPDATES >

Please review and update all user emails on a regular basis to
ensur...

COMMERCIAL CARD DISPUTE FORM
Please see the Resource Center for the Commercial Card Dispute

Form.

LINKS

FIFTH THIRD BANK PRIVACY & SECURITY
INFORMATION >

RESOURCE CENTER

2017 CUSTOM BILLING CYCLE DATES ?
% Add these cycles to your program to query data/run reports which

match your 5/3 statement data.
2016 CUSTOM BILLING CYCLE DATES ?

Add these cycles to your program to query data/run reports which
match your 5/3 statement data.
2015-16 BROWSER SUPPORT UPDATES




SDG2 REPORT CONTINUED

*  When the report is complete, you will receive an e-mail letting
you know and you will see it available in your Reports & Data E

SCHEDULED REPORTS ?

COMPLETED REPORTS ?

Files as a “Completed Report”
* Click on the report and it will open as an Excel document or a
PDF (whichever you chose)

DATA FILES ?

. EXPENSE REPORT ?
b 04/17/2017

Expense Report
Run Date: 04/17/2017

FIFTH THIRD BANK Report ID: sd10017

Posting Date: 03/18/2017 - 04/16/2017

JANEL DOLAN. CAKLAND UNIVERSITY
L]

121 VANDENBERG HALL W. 502 MEADOW BROOK RD

ROCHESTER. M| 483094452 USA

Card Transactions

Posting Transaction Recsipt Posted Expenss

Date Date Description Amount Amount Amount Reviewed Approved
04/11/2017 04/11/2017 FEDX CARD DELIVERY FEE 20.00 USD 20.00 USD 20.00 USD
Expense Description: Expedite PCard Delivery
Accounting Codes
ACCOUNT: EOSO CHARGE FUND: DEFAULT FUND: 14765
Card Subtotal 20.00
Grand Total 20.00

Signed Date Authorized Date



SDG2 HOW TO GET MORE INFO

Please refer to the AP website (http://www.oakland.edu/pcardforms) for more
detailed instructions:

Presidenfial Search Research Library eBil Map Moodle MySail Webmail ReportBehavior Q Search

OAKLAND
UNIVERSITY.

Accounts Payable To access forms on this page, click the link corresponding to the form needed. To view the administrative policy or procedure related
to a form, click the reference number.

Purchase Card Forms Policy/Procedure

Purchase Card Application 1020

Purchase Card Transaction Log 1020

Sales Tax Exemption Letter 1020

Payment Vouchers and Related Purchase Card Documents
Documents . .

SmartData OnLine User Guide
Purchase Card Forms

Fifth Third Chip Cardholder Brochure

Wire Transfer Requests

Miscellaneous




* What happens if I forget my password or I have been locked out of the system?

* You will get locked out after 90 days of inactivity
e E-mail Janel Dolan at dolan(@oakland.edu

* If you have questions regarding the SDG2 P-Card process, please contact
Janel Dolan by phone at (248) 370-4394 or by email at jdolan@oakland.edu.

* Information regarding SDG2, as well as the P-Card Policy (#1020), can be
found on the Accounts Payable website (http://www.oakland.edu/ap).

* SOP’s are being phased out, so review your invoices and see if your vendors
take credit cards. If you have questionsabout any vendors contact Janel for
assistance.
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Sample of the Vendors that accept PCards

« Konica Minolta

 Jets Pizza

e Comcast

* Classic Trophies

e American Data

 DTE

* Advanced Tex Screen Printing
 Aristocat

* Bradley Company

e [ISCG Interiors

* If you have other vendors that you think may accept the pcard please
contact them directly or contact Janel in AP (4394) for assistance.



