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1 Getting Started with Smart Data

You may have been provided with a user ID and password by your program administrator, if not you will
need to self-register.

Step Action/Information

1 Go to: smartdata@santanderbank.com and click Cardholder Self Registration below the sign-in window
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Sign In to Smart Data

*User ID

*Password/Passcode

*All fields required

—b0rgot Password/PING ___

Cardholder Self-Registration

> Enter the following in the Account Information fields and click Next
e Account Number: Enter your 16-digit card number.

Company Registration Code: Enter the code provided by your program administrator.

CARDHOLDER SELF-
REGISTRATION

ACCOUNT INFORMATION

= paccount Number TEEEREREEERRRRRS

=

123456789

o

Company Registration Code
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Step Action/Information

3 Complete the User Information fields and click Register Account to save your credentials.

Cardholder Self-Registration

USER INFORMATION

*User ID cardiZhold

*First Name CARD

*Last Name HOLDER

*E-mail Address cardholder@company.com

*Confirm E-mail Address cardholder@company.com

*Passvord cessnnee
(Must contain at least 8 characters, two of which must
be numeric. Cannot be same as User 1D.)

*Confirm Password esssscee
*Security Question Your childhood pet's name? E
*Security Answer Spot

Register Account Cancel

4 Click Return to Login Screen, enter your user ID and password, and click Sign In.
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Sign In to Smart Data

*User ID
*Password/Passcode

* All fields required




2 Approving Expenses

Account Manager

Expense Management

From the home screen, choose Financial and Expense Management

Reports
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INEOX

D

HISTORY

Expense Inbox

ARiovEr

Expenses @ Groups 2

Submitted X Direct Reports X

SEPTEMBER 15, 2023

ALEXANDRA KING XXXX-1733

ALEXANDRA KING HOC-1733
SEPTEMEER 10, 2023

ALEXANDRA KING XXXX-1733

3 total items

LOU MALNATI S PIZZERIA

VILLAGE DELI, THE

SIMPLEX GRINNELL WEE P

Your Expense Inbox will display all the transactions you need to approve. If you are an approver for multiple
cardholders, you will see all their expenses here. If you want to view just one cardholder at a time, or for a

specific date range, you can use the filter option on the right.

suBMITTED

SUBMITTED

SUBMITTED

Sort by: Pasting Dat|

$62.09 >

$55.65 >
$22121 >

Items per page 25 v 1 ofl
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You can approve or reject multiple transactions at once by selecting all the ones you wish to action and clicking
the Approve or Reject buttton. Alternatively you can work through each transaction one by one.

Expense Inbox

2P2ROUFR

[=]
INBOX Expenses @ Groups 3

D Sort by: Posting Dute = &5 View Filters
HISTORY Submitted X Direct Reports X

SEFTEMBER 15, 2023

ALEXANDRA KING KXAK-1733 LOU MALNATI S PIZZERIA SUBMITTED $62.09 >

ALEXANDRA KING KHAX-1733 VILLAGE DELI, THE SUBMITTED $55.65 >
SEPTEMBER 10, 2023

ALEXANDRA KING KAKK-1733 SIMPLEX GRINNELL WEB F SUBMITTED $221.21 >

3 total items Items per page 25 ¥ 1 ofl

G e [
Warageton

4 [To work through each transaction, click on the transaction to open the details. Review and either Approve or

Reject the transaction. The system will then open the next transaction to review.

ALENAMDRA KING XH-1733 ¢ 3 ®
LOU MALNATI S PIZZERIA
$62.09  svemirren

Summary Cost Allocation  Receipt
= Requitud
SUMMARY

Business Justification

Dinner with client

Transaction Date Posting Date
09/11/2023 09/15/2023
Tex
$4.86
COST ALLOCATION
GL Code Department
19524685 - Truck = - -
Project. Location
~ || Chicego
L split
RECEIPT

N receipt attached . -

save
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5 |If you reject a transaction, you will need to enter a rejection note. Once you click Reject, the transaction will
be routed back to the Cardholder's inbox.

NTTYE296282F61 A4C545 743071 FDO20DSAEC 1 BFSERCAZEESDBAAFESCAZDTION.. AY 1Y A & D = @ B .

* Required

Enter a rejection note”
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Once you approve or reject a transaction it will be removed from your Inbox. You can see historical

transactions in the History tab.

Expense History
APPROVER
=
INBOX
Submitted Date « Account Name Account Number Description Status Amount
D 2021.01.12 ACCOUNT #3 XXXX-0003 Out of Pocket - Tolls APPROVED $45.00
HISTORY
2021.01.08 ACCOUNT #3 XXXX-0003 Out of Pocket - Tolls APPROVED $8.00
2021.01.08 ACCOUNT #1 XXXX-0001 FACEBK HXBSXU2AX2 APPROVED 310.78 SGD
2021.01.06 ACCOUNT #3 XXXX-0003 AMZN Mktp US OF6YV5G03 APPROVED $117.04
1Y
2021.01.06 ACCOUNT #3 XXXX-0003 WESTIN POINSETT HOTEL REJECTED $44.34
2020.12.29 ACCOUNT #1 XXXX-0001 Out of Pocket - dinner APPROVED $67.00
2020.12.15 ACCOUNTHOLDER 1 XXXX-9597 Out of Pocket - Test Dinner APPROVED $230.00
2020.12.14 ACCOUNTHOLDER 1 XXXX-9597 Qut of Pocket - Taxi - No Card Acceptor APPROVED $10.00
2020.12.10 ACCOUNTHOLDER 1 XXXX-9597 SOUTHERN CONNECTOR APPROVED $200.00
2020.12.04 ACCOUNT #3 XXXX-0003 AMZN Mktp US APPROVED -$1077.87
2020.12.04 ACCOUNT #3 XXXX-0003 Out of Pocket - tip to the busboy REJECTED $5.00




3 Reports

Reports are available in the Reports module.
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1 To run a report, choose the Reports menu and select the Run option.
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Financial Account Manager Reports

Dashboard
Run

Create

2 Choose the report you want to run.
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Financial Account Manager Reports Company User

Run Report

* Indicates reguired field

(® 1. Reporting Entity: FF EXT DAYS TO PAY 5C

@ 2. Report Name: Select report below

Search

Financial and Spending Reports

T Account Staternent

TF Account Statement (Version 2}

g

Account Statement (v2)

B

Authorization Decline Detail

Detail Spend Analysis by Account

Wonthly Spend Report

»

E

Spend Analysis by Transaction Category

i

Spending Summary Repart

i

33

User Failed Login Repart (v2)

E

T

virtual Card Accounts Report

2

S

Wirlual Card Accounts Report (Excel)

i

Transaction Reports

FAYORITES
~

eo

o000

-]

Mo favorite reports defineet

Search Help ContactUs (&
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3 You can now edit any of the following parameters by clicking on the arrow next to the feature.

If you do not want the report for the whole company you can specify the Org Point or Account under
1.Reporting Entity.

& Santander

Financial  Account Manager  Reports

Search  Help ContoctUs (8

Company

Run Report

* Indicates required field

@ 1. Reporting Entity: FF EXT DAYS TO PAY SC

< ORG POINT ACCOUNT GROUP ACCOUNT RECENTLY VIEWED ENTITIES

©rg Point Name Qrg Point Name 2

Girg Paint CountryTerritars Reports To

[ setect B

©ng Point Numbar

Search

4 You can set the date range and report frequency under 4.Frequency. Please note that if you choose today's
date, the report will be scheduled to run at midnight.

You may wish to Schedule Offset days so that you catch all transactions in your timeframe, even if they are
posted a day or two later.

Transactions are available for reports for three years.
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Financial Account Manager Reports Company

Seorch Help Contoctus (8

Run Report

* Indicates required field

@) 1. Reporting Entity: FFEXT DAYS TO PAY 5C
Spend Repart

() 3. Critaria: Select criteria below

@) 4. Frequency: Once

o6 Fram (M/DDAYYY) To (MIM/DDAVY)
Once =] [
‘ 11/29/2022 12/28/2022
© Daily
Senegule Offset (in days)
© Manthly

© Quarterly




& Santander’

Commercial Banking

5 You can choose to have an email notification when the report is ready under 5. Delivery Options and
Notifications. Click Submit Request.

© 5, Delivery Options and Notifications: System Inbox & NATASHA MOLNAR@SANTANDER LIS

Delivery Options

Clsuporess smail Nolifications

Cmail Nofifications

Send cmail notification to:

NATASHAMOLNARESANTANDER LS €]

6 You will get a confirmation message and the Dashboard will open showing the report under Scheduled.

&Santﬂnder Search Help ContactUs (&)

Financial Account Manager Reports Company User
Dashboard
COMPLETED SCHEDULED

Frequancy

MNext Run Date =

O > SpendAnalysis by Transaction Categary (O Once 11/20/2022 12/28(2022 122902022 19:15 GMT A

7 When reports are ready, they will appear on the Dashboard under Completed. You can download these by
clicking on the Download icon on the Left.
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Financial Account Manager Raports Company User
Dashboard
COMPLETED SCHEDULED

Q

File Format Complered Date = Action

(J > Spend Analysis by Transaction Category {3 185.09 KB IRLpdf 12/29/2022 o4
O > Monthly Spend Repart @ 2417 KB [Axls 12i2972022 T4




