
Log onto JP Morgan 
https://smartdata.jpmorgan.com
Click on the REPORTS TAB 

Click RUN tab 
In search box type Statement 

Click Account Statement 
 Click 3. Criteria Tab 
Change Report type to Microsoft Excel 

Click Frequency Tab 
Change dates to dates that are provided by the Accounting Department. 

https://smartdata.mastercard.com/


Click Delivery Options and Notifications Tab 
Verify email address 

Click Submit Request (This step takes a few minutes to download) 
After this step is completed click reports on the main page again then click dashboard 

Click download button on the right hand side of the screen. 
This will open a JP Morgan statement up in excel  

Please provide G/L accounts in cells beside prices  
Save this excel file as NAMEMONTHYEAR.xlsx  example: DominickJanuary2022.xlsx 
Save this PDF file as NAMEMONTHYEAR.pdf  example: DominickJanuary2022.pdf 

Scan all receipts into a PDF file and upload a 1 PDF file and 1 excel file to your department 
head  CC:morgante@hood.edu 

mailto:morgante@hood.edu

