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1 Introduction

This guide is for Company Program Administrators who manage Expense Report Management in Smart Data.

Separate Guides are available for Account Management, Virtual Card, and Travel programs. Please access

these from our Commercial Card Resource Center www.santanderbank.com/commercial-card or by
contacting Client Service:

Santander Client Service is open Monday - Friday 7:30 AM - 6:00 PM ET
Program Administrator questions: 844-726-0095

For service after hours: 877-598-7799

By email: clientservice@santander.us



http://www.santanderbank.com/commercial-card
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2 Getting Started with Smart Data — Company Program Administrators

As a Company Program Administrator, you will be sent two emails, one with your user ID and one with your
password for Smart Data (cardholders are able to self-register).

Once you receive your credentials go to: smartdata@santanderbank.com

Action/Information

. Enter the username and password and then set up a new password and security question.

& Santander’

Sign In to Smart Data

eeeeeeeeeeeeeeeeeeeeeeeeee



mailto:smartdata@santanderbank.com

& Santander’

Commercial Banking

Action/Information

2 | You will then arrive at the landing page.

& Santander s s e @

Financial Reports Company User

HOME

User Role: | Company Program Administrator - 1000060 - Company XYZ ERM 60 -Jose Rodriguez v

ACTIVITY REPORTS & DATA FILES NEWS
ALERTS & NOTIFICATIONS > 0 E SCHEDULED REPORTS > TRAVEL POLICY CHANGES )
Previous 30 days Please be sure to review the fiscal changes to our travel policy.
MOST RECENT POSTING DATE COMPLETED REPORTS )
TOTAL USERS 17 DATA FILES >
Previous 30 dars LInks
TOTAL LOCKED USERS ) 0 SANDBOX ISSUER WEBSITE )
Previous 30 days
RECENTLY ADDED ACCOUNTS ) o INSIGHTS )
RECENTLY ADDED CARDHOLDER USERS ) 0
Previous 30 days RESOURCE CENTER
EXPENSE REPORTING GUIDE > e
sl Complete Manual (pdf)
REVIEW REQUIRED TOTAL ITEMS: 3
@ SALES CONFERENCE 2022 > USD 1,552.55 MOBILE GUIDE )
BEN SMITH - Submitted 06/23/2022 Complete Manual (pdf)
@ EXPENSE REPORT 0060000155 ) USD 1,289.94 MANAGER USER'S GUIDE >
BEN SMITH - Submitted 04/22/2022 Complete Manual (pdf)
@ SAMPLE EXP REP 99 ) USD 1,585.91 N ACCOUNT USER'S GUIDE )
BEN SMITH - Submitted 04/21/2022 Complete Manual (pdf)
m ) SAMPLE REPORTS GUIDE )
Comolete Manual (odf) =

3 If you have more than one security role in Smart Data, you can toggle between them from the dropdown box.

To return to the home screen with this option, click on the Santander logo from any page.

& Santander’

HOME

User Role: | Company Program Administrator - 1000022 - FF EXT DAYS TO PAY SC v |
Company Program Administrator - 1000022 - FF EXT DAYS TO PAY SC
Level Manager - 2000044 - FF ICBT CB 22
Cardholder - XXXXXXXXXXXX7323 - RICK DEPOLA
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Manage Expense Reports

Action/Information

1

To approve an expense report, go to the Financial menu and select the Manage Expense Reports option.

& Santander’

Financial Reports Company

Merchant Summary

Account Summary

Transaction Management >
Manage Expense Reports

Retrieve Receipt Images

2a

Click on the Company link to find all the expense reports awaiting approval. Click on the Expense Report
Description Link for the report you are going to approve.

EXPENSE REPORT LIST

SEARCH CRITERIA

Report 1d(s): Submitted Date Range: To

Report Description(contains): Report Status: All v

Approver Name(contains): Report Total Amount: To

E:g::g:box must be checked to approve expense reports

SEARCH RESULTS

E Page 1 of 1 Page Go

History Report ID Expense Report Description Created Date Status Submitter  Submitted Date Pending
2 2 3 - Default Closing
0 u 0060000158  Sales Conference 2022 05/20/2022 Submitted Ben Smith 06/23/2022 Grolip Appirover Profile 1,552.55
] g 3 - Default Closing
() u 0060000156  Sample Exp Rep 99 04/21/2022 Submitted Ben Smith 04/21/2022 Group Approver Profile 1,585.91
- . 3 - Default Closing
0 u 0060000155  Expense Report 0060000155 04/21/2022 Submitted Ben Smith 04/22/2022 Group Approver Profile 1,289.94
L3 Page Total: 4,428.40
Search Total: 4,428.40

m Page 1 of 1 Page Go
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Action/Information

b An alternative way for find expense reports for your approval is to click on the More option on the home page.

HOME

User Role: | Company Program Administrater - 1000060 - Company XYZ ERM 60 -Jose Rodriguez w

ACTIVITY REPORTS & DATA FILES
ALERTS & NOTIFICATIONS ) [ SCHEDULED REPORTS »
Previous 30 days
MOST RECENT POSTING DATE COMPLETED REPORTS »
06/02/2022
TOTAL USERS 17 DATA FILES »

Previous 30 days B

TOTAL LOCKED USERS > o
Previous 30 days
RECENTLY ADDED ACCOUNTS » o
Previous 30 days

RECENTLY ADDED CARDHOLDER USERS ) 0
Previous 30 days

REVIEW REQUIRED TOTAL ITEMS: 3
@ SALES CONFERENCE 2022 ) USD 1,552.55
BEN SMITH - Submitted 06/23/2022
@ EXPENSE REPORT 0060000155 > USD 1,289.94
BEN SMITH - Submitted 04/22/2022
@ SAMPLE EXP REP 99 ) USD 1,585.91
BEN SMITH - Submitted 04/21/2022

A program administrator can see all expense reports, not just those waiting to be approved by them. To see
all reports, the program administrator must uncheck the Assigned box and click Search.

EXPENSE REPORT LIST

SEARCH CRITERIA

Report Id(s): Submitted Date Range: To
Report Description(contains): Report Status: All v

Approver Name(contains): Report Total Amount: To

Assigned: )

Assigned box must be checked to approve expense reports

Select the report to approve by clicking on the expense report description link.

SEARCH RESULTS

m Pagelof1  Page Go

(m] History Report ID Expense Report Description Created Date Status Submitter Submitted Date Pending Approver Amount
®) 5 | 0060000158  Sales Conferengs, 2022 05/20/2022  Submitted  BenSmith  06/23/2022 éfossf::grg/?ri?mﬁxe 1,552.55
o B 0060000156  Sample Exp Rep 99 04/21/2022  Submitted  Ben Smith  04/21/2022 ér‘o.?sff\::frgf)esr'??»ofne 1,585.91
) B 0060000155  Expense Report 0060000155 04/21/2022  Submitted  BenSmith  04/22/2022 g r;g;'::grg\'gf"’,gmm s 1,289.94
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Action/Information

5

You can see all the report details and then choose an action button at the bottom of the screen based on your
review (your company may not be configured for all of these options).

s o soc v

The Schedule button allows you to download and print the report. If you click Schedule you will get this
message.

Your Expense Report has been scheduled. Once the report has completed, it will be available for viewing or downloading from your homepage Inbox

The Inbox can be found under the Reports menu.

& Santander’

Financial Account Manager Payment Control Reports

Edit

Payment Control

Schedule Summary

Insights

Inbox Files.
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4 Re-Routing an Expense Report (one-time only)

This feature is only available if your role has been configured with this feature.

Action/Information

. Search for the expense report and select the report for re-routing.

m Page1of 1 Page
(m] History Report ID Expense Report Description Created Date Status Submitter Submitted Date Pending Approver Amount
0 5| 0060000164  Expense Report 0060000164 06/22/2022  InProgress  Ben Smith 0.00
0 5 | 0060000163  Expense Report 0060000163 06/22/2022  InProgress  Ben Smith 0.00
1 B 0060000162  May 2022 06/09/2022  Submitted  CHRIS KWON 06/09/2022 Diego < Marketing L 126.96

> Click on the re-routing icon

Select Expense Report to Reroute. e
(] s po D Expense Report Description Creat

O u 0060000164  Expense Report 0060000164 06/22/

3 Choose who you want the expense report re-routed to, and click Assign. This will route this report to the new
approver. Future reports will continue to be routed to the original approver.

Search (contains):

agmsanderm60 - Oversight Account Group -
Alfonso Mendoza - Sales West I

Diego - Marketing LM ERM[~ Marketin
Jose CGA - Company XYZ XM 60 -Jose Rodriguez DO M

Jose Rodriguez - ERM 60 - Company XYZ ERM 60 -Jose
Narherta Nada - Comnany XY7 FRM A0 -lnce Radriaier ~
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5 Approval and Workflow Maintenance

This feature is only available if your role has been configured with this permission.

Action/Information

. From the Company menu choose the Expense Report Management and then Approval and Workflow and
Maintenance options.

& Santander’

Financial Reports Company User
Company Information Expense Report Management
. 5 Expense Reporting Maintenance

Company Configuration

pany 5 lApprovoI and Workflow Mulntenancg]
Account Group >
Cost Allocation Management > k
Expense Report Management >

The Approval and Workflow Maintenance screen will open. The first tab will show the profiles your
approvers can have.

A ) Expense Report

APPROVAL AND WORKFLOW MAINTENANCE

Approval Profile Profile Assignment Expense Policy Approver and Policy Assignment
E=

(] Profile Name Profile Type Next Step Number of Amount Th 1d
1a - Direct Manager Profile Manager Next In Workflow 3

0O 1b - Direct Manager Profile with Limit Manager Next In Workflow 0 2,000.00
2 - Exception Group RI Group Closing Group 1
3 - Default Closing Group Approver Profile Closing Group Close Expense Report 1
Approver to Closing Group Manager Closing Group 1
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Action/Information

3 You can assign or edit the profiles for each of your approvers on the second tab.

Approval Profile Profile Assignment Expense Policy Approver and Policy Assignment

Reporting Structure Filters: o Profile Names:  All - m
No Assigned Profile ul

1a - Direct Manager Profile
1b - Direct Manager Profile with Limit ¥

ONTROL Approver Name Org Point Assigned Profile
agmsandermé60 Oversight Account 5 _ gyception Group v
Group
Alfonso Mendoza Sales West 1a - Direct Manager Profile v
@& Marketing
®4& Operations = - M Profil
@& Sales Diego - Marketing LM ERM Marketing 1a - Direct Manager Profile v
& Chris Kwan Support Company XYZ ERM i
= i Select
& oversight Account Group Jose CGA 60 -Jose Rodriguez ~ Sele v

DO NOT CLEANSE
Company XYZ ERM

Jose Rodriguez - ERM 60 60 -Jose Rodriguez 3 - Default Closing Group Approver Profile v
DO NOT CLEANSE
Company XYZ ERM

Norberto Noda 60 -Jose Rodriguez ~ Select v
DO NOT CLEANSE

Richard - Sales LM ERM Sales Approver to Closing Group v

Susan -%peralinns LM ERM Operations 1a - Direct Manager Profile v

4 You can update who the approvers are for different Org Points on the fourth tab. In the example below,
Diego is the approver for the Marketing function. Click Save when you have made your edits.

Approval Profile Policy Approver and Policy Assignment

Reporting Structure Filters: 5, « Profile Names:  All - m
No Assigned Profile il

1a - Direct Manager Profile
1b - Direct Manager Profile with Limit b

8 Compan RM 60 -Jose Rodriguez DO NOT CLEANSE Approver Current New

@
@4 Opprations Approver: Diego - Marketing LM ERM (assigned) Diego - Marketing LM ERM - Marketing v
@& Saies

@& Chris Kwan Support
@& oversight Account Group

Click on approver name to temporarily delegate expense reports

When an approver is assigned to the account group, it will override the approver in the company

* JoseNC hierarchy. To override the account group approval assignment, click on the specific account and
* Noah Cardington assign an approver from the hierarchy.

Expense Policy: Default Policy Default Policy v

Profile Summary Current New

Profile Name: 1a - Direct Manager Profile 1a - Direct Manager Profile

Next Step: Next In Workflow Next In Workflow

Number of Approvers: 3 3

Approval Amount Threshold:
Routing Current New

Diego - Marketing LM ERM > 3 - Default Closing Group Diego - Marketing LM ERM > 3 - Default
Approver Profile Closing Group Approver Profile
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6 User Administration

6.1 Reset User's Password / Unlock User

From the User menu, choose User Summary and search for the user who needs resetting.

Action/Information

Users cannot login if they are Inactive (not logged in for 90 days) or Locked (they have entered their

1
password incorrectly multiple times). You can see this for the user under the User Status field.

A 7 User Summary
USER SUMMARY

Displaying page 1 of 1 search results.

* Indicates required field

SEARCH CRITERIA
Search

Search By: User Name v james forrest User Type Al

SEARCH RESULTS

oEo
. . Two-Factor
O B pisplay Name User 1D Uuser Type User Status Last Lagin Template e tan Account Number
[m] ﬂ James Forrest JFarrest2023 Level Manager Lacked - Invalid Password Never 5 - Level Manager No
0 F3 ames Forest IFarrestz023 Cardholder User Locked - Invalid Passward Hever 1 - Santander Cardholder No KHKXKHHN-KKD5-F323
m H Pagelorl  Page

Note: The user cannot reset their password if they are Inactive or Locked. The user reset password function
on the login screen only works if they are Active.

'You can reset account access by clicking on their User ID to open their profile, and then click on the Reset
Account Access

USER INFORMATION

= Display Name: James Forrest Phone Number: 6177893665
= First Hame: James * Status Code: Locked - Invalid Password v
= Last Name: Forrest

User ID: IFarrest2023

Last Password Change:!
2 Mever (] Clear Security Question

Reset Account Access
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Action/Information

You will see the confirmation message that account access has been reset and emailed. If they have multi-

3
factor authentication, the email they receive will explain the reset process for RSA tokens (see Section 6 on
RSA tokens).
N User Summar: ¥ User Information
USER INFORMATION
4 You must also change the status code to ACTIVE, or they will not be able to use the password reset email.
Phone Number: 6177893665
* Status Code: ACTIVE o
5 The password reset link is valid for one week, HOWEVER, if the user was unable to login because they were
Inactive (not logged in for 90 days) they need to login in the SAME DAY as you reset them to Active, or they
will flip back to Inactive overnight.
6 There is the option to reset passwords for multiple users at once, say if you want all your user passwords

reset. Check the top check box to select all, and then click on the Reset Account Access icon.

Search By: All v User Type

SEARCH RESULTS

eset Ac

E Display Name User ID User Type
KAREN 650487 Cardholder User
KAMBOW
E Dee Gonzalez deefficcp Company Program Administrator

Dee Gonzalez deefficcpapprover ~ Company Program Administrator

< <

Demo PA demopa Company Program Administrator
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6.2 Reset User's Security Questions

Action/Information

1 Find the user from the User menu and User Summary option.

Financial Account Manager Reports Company

User Summary

2 Search for the user by their name, ID, or type.

& Santander’

Financial Account Manager Reports Company

Search Help ContactUs (&)

M ) user Summary
USER SUMMARY
* Indicales required leld
Search By: Al ~ User Type Cardholder ~

3 Click on the User ID for the user you need to edit.

SEARCH RESULTS

@ | O Page1of1  Poge

O E pisplay Hame UserIp user Type User Status Last Lagin Template e ion ACCount Number

[ KAREN KAMBOW 650487 Cardhalder User Active 1070372022 1 - Santander Cardholder o XAHRH-HOOCHNT1-5433
0 ESAURA BALA esaura2719 Cardhalder User Active 102872022 1 - Santander Cardholder Mo XHHA-KHNH-HNTA-2719
o ESALIRA BALA csaurad6B 1 Cardhalder Uscr Active 1072872022 1 - Santandar Cardholder Mo WHKHHOO-KXAB6-B165
O [ tames Forest IForrest2023 Cardhalder User Active Never 1 - Santander Cardholder o XA RKNHKHO5-T323
o LOVEGAY MASOMERA lovas752 Cardholder User Artive 1170212022 1 - Santandsr Cardholder Mo AR KAXKKHZ5-5752
O Rick Depala rickda Cardhalder User Active 12/02/2022 1 - Santandar Cardholder Ho XAXRHAAHXH D505

E H Pagelofi  Page E
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Action/Information

USER INFORMATION

* Dispiay Name:
# Firsl Marme:
 Last Name:

User ID:

Last Password Change:

* E-mail Address:

Check the Clear Security Question box and Save at the bottom of the screen. Note that updates made to the
User Role Information section will only apply to the role selected.

James Farrest Phane Number: 6177493665
James * Status Code: ACTIVE .
Forrest

IJForrest2023

Never Clear Security Question

Reset Account Acress

Jforrest@test.com

6.3 Update a User’s Contact Details

Please note, these steps will only change their Smart Data user profile and will not update any details

associated with their card account. Search for the user from the User menu and User Summary option.

Actlon/ Information

USER SUMMARY

* Indicates required field

Search By:

OaE0

O EJ pisplay Name
O FQ James Forrest
0 FJ James Forest

OoE0

Cllck on the user ID to open the User Information screen.

& 7 User Summary

Displaying page 1 of 1 search results

SEARCH CRITERIA

SEARCH RESULTS

User ID User Type User Status Last Login Template Authentication Actount Number
JFarrest2023 Level Manager Locked - Invalid Password Never 5 - Level Manager No
JFarrest2023 Cardholder User Locked - Invalid Password Hever 1 - Santander Cardholder o REHA-XNRN-HNOE-7525

james forrest User Type

Page1of1  Page GD

Two-Factor

Pagelofl page
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Action/Information

Update the user’'s email address or phone number and click Save.

USFR THFORMATION

" Display Name Jarnes Forrast Fhone Number GLTTEIIbY
* First Name: James * Status Code: ACTIVE M
* Last Name: Forrest

User ID: Irorresta023

Last Password Chanaz: || Clear Security Question

+ E-mail Address:

+ Confirm E-mall Address: iforresticampany.com

6.4 Moving a User within the Organization

Place your cursor on Company.

& Santander’

Financial Reports Company User

5> [Use your cursor to hover over User-Defined Reporting Structure.

& Santander’

Financial Reports Company User

Company Information

Company Configuration >
Cost Allocotion Management >
Supplier Management >

Reporting Structure

User-Defined Reporting
Structure

News Setup >
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Within the User-Defined Reporting Structure, choose the option, which reads Assign Reporting
Level.

& Santander’

Financial Reports Company User

User-Defined Reporting Structure

Company Information

Org Point Setup

Company Configuration >
pany d Assign Reporting Entities
Cost Allocation Management > Assign Reporting Level
Reporting Structure Download/Update
Supplier Management >

Reporting Structure

User-Defined Reporting N

Structure @

In the next screen, the Search Criteria menu should appear. In the Search By menu, select “All
Accounts” or (Child Entity).

& Santander

Financial Reports Company User

N Search Reporting Structure

ASSIGN REPORTING LEVEL : SELECT CHILD ENTITY

Search for and select the child entity (account or org point)
that you want to reassign to a different reporting entity.

* Indicates required field

SEARCH CRITERIA

Search By: v =

Org Point m
-- All (Org Point)
-- Org Point (Advanced)
-- Org Point Country/Territory
-- Org Point Name 1 strator)
-- Org Peint Name 2
-- Org Point Number
-- Org Point Reports To Name

Currently logged in as: Prent
Last Visit: 01/24/2023

Account
-- All {Account)
-- Account (Ad| anced)
-- Account City
-- Account Country/Territory
-- Account Name (contains)
-- Account Number (ends with)
-- Account Number (exact)
-- Account Reports To Name
-- Account State/Province -
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5 [Click on Search to navigate to the next screen.

& Santander’

Financial Reports Company User

A& ) Search Reporting Structure

ASSIGN REPORTING LEVEL : SELECT CHILD ENTITY

Search for and select the child entity (account or org point)
that you want to reassign to a different reporting entity.

* Indicates required field

SEARCH CRITERIA

Search By: | -- All (Account) A4 | *

& |Find the account (or Child Entity) under the search results and click on the name.

& Santander’ Gearen Help ContortUs @

Financial Reports Company User

M ) Search Reporting Structure

Displaying page 1 of 1 search results.

ASSIGN REPORTING LEVEL : SELECT CHILD ENTITY

Search for and select the child entity (account or org point}
that you want to reassign to a different reporting entity.

* Indicates required field

SEARCH CRITERIA QUICK LINK
Search By: -~ All (Account) vl x Recently Viewed: None v
Select a Quick Link

SEARCH RESULTS

Pagel1ofl  Page Go
cardholder Name 1 cardholder Name 2 Account Number city state Country/Territory Reports To Status
&  AIDEN HALL XXXX-XXXX-XXXX-1671 AVON LAKE OH UNITED STATES Sales Active
&  ALEXANDRA KING XXXK-XXHXNXXXK-1733 AVON LAKE OH UNITED STATES - Active
&  ALEXIS MOORE g XXXX-KXXX-XXXX-0546 AVON LAKE OH UNITED STATES - Active
&  ALLISON WRIGHT XXXX-XXHXX-XXXX-1726 AVON LAKE OH UNITED STATES - Active
&  ANNA LOPEZ XXXX-XXXX-XXXX-1580 AVON LAKE OH UNITED STATES - Active
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In the next screen, the search criteria will appear by which the Parent Entity should be chosen. In the Search
By menu, select Org Point.

& Santander’ o o s ®

Financial ~ Reports  Company  User

A ) Search Reporting Structure ) Select Parent Entity

ASSIGN REPORTING LEVEL : SELECT PARENT ENTITY

Child Entity: ALEXANDRA KING (Account)

search for and select the parent entity (org point or
company) to which the child entity will be reassigned

* Indicates required field

Search By: v = Select DEMO COMPANY 1 &b

(Your assigned reporting level)

— All (Org Point)
~- Org Point (Adv],ced)
-- Org Peint Country/Territory Select a Quick Link

-- Org Point Name 1
-- Org Point Name 2
-~ Org Point Number

Currently logged in as: Prenti = strator) © 1954-2023. Mastercard. Al rights reserved. Privacy Natict
= Org Point Reports To Name

@

Click on Search to navigate to the next screen.

& Santander’ seoren b Comoct v ®

Financial Reports  Company  User

M  Search Reporting Structure » Select Parent Entity

ASSIGN REPORTING LEVEL : SELECT PARENT ENTITY
Child Entity: ALEXANDRA KING (Account)
Search for and select the parent entity (org point or

company) te which the child entity will be reassigned.

* Indicates required field

SEARCH CRITERIA QUICK LINK
search By: | -- All (Org Point) ME Select DEMO COMPANY 1 &

(Your assigned reporting level)

Select a Quick Link
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Find the Org Point (or Parent Entity) under the search results and click on the name.

Reports Company User

M  <Search Reporting Structure ) Select Parent Entity

Displaying page 1 of 1 search results

ASSIGN REPORTING LEVEL : SELECT PARENT ENTITY
Child Entity: ALEXANDRA KING (Account)
Search for and select the parent entity (org point or

company) to which the child entity will be reassigned

* Indicates required field

SEARCH CRITERIA QUICK LINK

Search By: - All (Org Point) o| Select DEMO COMPANY 1 &
(Your assigned reporting level)

Recently Viewed: None v
Select a Quick Link
SEARCH RESULTS
Pagelof 1 Page Go

0Org_Point Name 1+ 0Org_Point Name 2 0rg_Point Number Reports To Country/Territory

&  Collections 700 -- UNITED STATES

&  Customer Service 300 - UNITED STATES

&  Information Technology 400 -- UNITED STATES

&  Marketing 200 - UNITED STATES

& sales 100 Marketing UNITED STATES

The next screen will appear indicating the Successfully assigned reporting level.

& Santander’

Financial Reports Company User

M ' sSearch Reporting Structure ’ Select Parent Entity » Assign Reporting Level

Successfully assigned reporting level.

Reassign another reporting entity.

Assign Reporting Level

Or, view the reassigned child entity in the reporting structure tree.

View Reporting Structure Tree

Currently logged in as: Prentis Covington (N242159, Cs Program ini: )
Last Visit: 01/24/2023
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Click on the View Reporting Structure Tree icon to confirm the change has been completed.

& Santander’

Financial Reports Company User

N Reporting Structure Tree

REPORTING STRUCTURE TREE
Display: All Entities v Page 1 of 1 Go to page

Issuer: SANTANDER BANK N.A.

Company: DEMO COMPANY 1E

= Marketing E
n Salesm
*ALEXANDRA KING (XXXX-XXXX—XXXX—1733)(Active)m
#ESTEBAN SANCHEZ (XXXX—XXXX—XXXX-IYIl)(Act\'ve)E
#JOSE GONZALEZ (XXXX-XXXX-XXXX-1597)(Active) E

Page 1 of 1 Go to page
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7 Reports

Reports are available in the Account Management module and in the Reports module.

7.1 Running a Report

1 To run a report, choose the Reports menu and select the Run option.

& Santander’

Financial Account Manager Reports

Dashboard
Run

Create

5 Choose the report you want to run.

&Santander Scarch Help ContactUs &)

Financial Account Manager  Reports Company User

Run Repart

* Indicates required field

(3) 1. Reporting Entity: FF EX

@ 2. Report Name: s

Search

Financial and Spending Reports ~

T7  ACCOUNT Statement
¥7  Account Statement (Version 2 o

¥ Account Statement (2}

vy Authorization Decline Detail

Y7 Detail Spend Analysis by Account [ ]
¥7  Monthly Spend Report o
Y7 Spend Analysis by Transaction Category L ]
¥ Spending Summary Report L ]
7 User Failed Login Report (v2)

% virtual Card Accounts Report L]
¥%  Virlual Card Accounts Report (Excel)

Transaction Reports. >
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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’

Finoncicl  Account Manager ~ Reports  Company  User

Search  Help ContactUs (@)

Run Report

* Indicates required field

2 1. Reporting Entity: FF EXT DAY TO

¢ ORGPOINT  ACCOUNTGROUP  ACCOUNT >
Org Paint Name |Urq Point Name 2 |

Org Paint Gountry Territar Reports To

[ select B

Org Paint Number

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.

& Santander’

Financial Account Manager Reports Company

Search Help Contoctus (8

Run Report

* Indicates required field

@) 1. Reporting Entity: FF EXT DAYS TO PAY 5C
(3 2. Report Name: Monihly Spend Report

(3) 3. Criteria: Select criteria below

@) 4. Frequency: Once

" Fram (hhi/DDYYYY) To (MMDDAYYY
nce = [
‘ 11/29/2022 12/28/2022
O Daily
Schedule Oftset (in days)
© Monchly

© Quarterly
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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 Notffications: System Inbox & NATASHA MOLN NTANDER,US

Delivery Options

[Clsuporess £mall Nolificatons

Cmail Naftifications

Serd omail natification to

NATSSHAMOLNARESANTANDIR LS =

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

&Santander Search Help ContactUs (&)

Financial Account Managsr Reports Company User
Dashboard
COMPLETED SCHEDULED

Frequency

Next Run Date =

O > SpendAnalysis by Transaction Category (0 Once 1112062022 1212812022 124282022 19:15 GMT LT

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.

& Santander’ i s o ®

Financial Account Manager Reports Company User
Dashboard

COMPLETED SCHEDULED

0

File Formar Complered Date = Action

(J > SpendAnalysis by Transaction Catagory () 185.09 KB [RLpdf 12¢26/2022 o4
O > Monthly Spend Report @ 2417 KB [Axls 121262022 LN
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Creating Reports — User Defined Exports

If you require a report that is not listed under the standard reports this can be created as a User Defined

Export using the Create Report tool. This tool has over 3,400 detail fields to choose from and supports:

Custom header and trailers
Custom fields

Conditional fields

Totals of numeric fields

Field concatenation

If you require help with creating a report, please contact Client Service.

7.3

QuickBooks

Smart Data does not have QuickBooks integration, however, an export that is compatible with QuickBooks

can be created. A user guide is available on our Resource Center: www.santanderbank.com/commercial-

card
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