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Process Flow

Semi-monthly: due by the T@&nd 3 of every month, users need to log on to the Coandabsite and review
their transactions for the't- 15", and the 18 — 30" time periods, respectively.

Updating and/or Reviewing GL Code Assignments tafddransactions

1. Log onto Comdata’s website attww.iConnectData.conusing the log on information emailed to each
user from Comdata (should be received Monday, At).

(_"‘ LOGIN - Windows Internet Explorer B 1ol x|
File Edit Miew Favortes Tools  Help
@T“"—\J x: |P.‘ hitps:/ /wk iconnectdata. com/login/Controller Z<Function=| nitL ogindformBrand=ICD jl E |2 K Iﬁmgle peits

% ar Moo &3~ B - =~ b Page - 0 Todk -

COMDATA

Payment Innovation

iIConnectData

Enter your User ID and Password below:

User 1D: ||
Password:

Have you forgotten your User ID or Password?

Ger Adobe | rtermnet p, moziils
"mk-\l % Explorer7 | Firefox

GoComchek.com | Permit Order inquiry | Permitlink Credit Card Orders
Merchant Senvices Login | Corporate Card Login

1998-2009 Comdata Corporation. All rights reserved

=

If you do not receive your user ID or passwordif gou have any troubles logging on, contact Sataee
Enzler, Angie Lom, or Dawn Rost (see contact infidront page).
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/= Welcome! - Windows Internet Explorer

Fie Edi Wisw Favortes Tools Help
@ ~ [ nttps:sim.iconnectdata. com/login/ CantrallerFunction-HameP age =& [ 42 f] x| [Govae

w dﬁ-‘s‘ B3 welcome! -8 -

COMDA iConnectData

Payment Innovation

+ [k Page

- Page ~ (3 Tooks -

My Profile  Tools v Training Resource Center~ Log Out

Thursday, April 23, 2009 3:43:04 AM
Transaction
eSS GOOD MORNING, JENNIFER.
Transaction Activity
Maintenance

Nao news items or other notifications are currently in your queue.

Comdata Corporation. Al rights reserve
terms of use and privacy policy

2. Along the left part of the screen, click on TrargatManagement.
3. Another menu item will appear below Transaction Bg@ment, called “Transaction Activity
Maintenance” — click on that button.

/2 Transaction Activily Maintenance Selection - Windows Internet Explorer ol

File Edt View Favoites Took Help
@\_.: ~ [F2 ntp s mégled, Contaller =TramPreSich B B P+

2 - B - o= v |k Page ~ (G Took ~

99 e P Transaction Activiy Maintenance Seleclion

iConnectData

Payment Innovation

Tools ¥ GL Profile Mgmt~ Training Resource Centerv Helpv Log Out

Home

Transaction Activity Maintenance Selection

Account Code: [XPS508 LAWRENCE UNIVERSITY =]
User Profile: | JENGLAND =
Customer Id: ||l Customer IDs j
Employee Number: [
Card Number:

Cardholder Last Name:

Total Cost:

Date Type: ¢ Transaction Date @ Posted Date  Invoice Date

start Date: [p4 =] [01 =] [2009 =
End Date: [o4 -] B =] [2009 =
= Date Range is imted f
- ble posted date s
ble invoice Cycls endeg on 2009-04-22

ates!

Invoice Date:
Reviewed Status: & a) Transactions ¢ Reviewed ¢ Unreviewed
Tax Paid Status: @ ajl Transactions ¢ Tax Paid " Tax Not Paid
GL Code Status: @ p|| Transactions ¢ Assigned ¢ Unassigned
FUND:
ORGANIZATION:
ACCOUNT:
ACTIVITY:
LOCATION:
PROJECT:

Primary Sort: [Card Number =

Secondary Sort: =

omdata Corporation. A
terms of use and privacy policy.

All

4. The above screen will appear.
5. Click on the radio button next to the Date Typediisaction Date”
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6. Change the Start and End Dates to reflect the X weeod that you are attempting to review (i.€. 4/
4/15, or 4/16 — 4/30).
7. Click on Submit.

File  Edit w  Favortes  Tools  Help

iConnectData

Payment Innovation

Home Tools~ GL Profile Mgmt~ Training Resource Centerv Help~ Log Out

Transaction Activity Maintenance Report
Displaying 500 rows per page

From 04/01/2009 to 04/15/2009

* Use “Trans Date" ink to Assign GL Code(s) to transaction
*Use “Posted Date ik to submet an Onine Dispute to transaction

SUBMIT RETURN TO QUERY
BOTTOM OF PAGE

SELECT GL CODE
Assign GL
Tax Trans  Posted Cardholder Merchant Merchant GL Code  Total
Reviewed Paid Date Date Card # Hame. Neme  Cify, State Group Code GL Code Amount Amount
= [~ 4137009 4/15/2009 SS67356030031132 JENNFER  UNMED  MANKATO, T&E (mi 100001-4111-70215-000-000000-00000000  376.30 37850
ENGLAND HN GROUP,
ARLINES
Page Totals:  378.90  378.50
Inquiry Totals:  378.80  378.80
TOF OF PAGE SELECT GL CODE

SUBMIT RETURN TO QUERY

=l
8. Your purchase card transactions will appear. TieaeG/L Code (i.e. FOAPAL string) that each
transaction defaults to, based on your normal fumtlorg. The account default is based on vendor
type. The remainder of the account string shoefadult to zeros.
NOTE: The Lawrence University FOAPAL string followrse following rational:
Fund (6 digits) — Org (4) — Account (5) — ActiviBode (3) — Location (6) — Project Code (8)
9. If you do not need to make any changes to the G/lode, then skip to Step 19.

10.1f you need to edit the G/L string in anyway, cligk the “Trans Date” field for the transaction that
needs to be edited
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ssign GL Codes —im | xif

File Edit Yiew Favoites Took Help.

@_\‘; ~ [B2 hitps:/#wh.iconnectdata.com/gledContraller = 3| x| [Google 2=
S @ RS sssign GL Codes i - B - dsh o~ >

iConnectData

Payment Innovation

Home Tools~ GL Profile Mgmt~ Training Resource Centerv Help~ Log Out

Assign GL Codes

RETURN TO RESULTS

Summary Informati

Transaction Date: 4/13/2009
Posted Date: 4/15/2009
Cardholder Nam: JENNIFER ENGLAND

Card Numbe:
Total Amou;
Merchant Nam
Addres:
City, State ZI
Hierarchy Informatio
Purchasing Infarmation: Hotel Information:  Phone Information:
Car Rental Information:  Aidine Information: Passenger Information:

1200 E ALGONQUIN RD
MANKATOMNG0666-0000

Product Detail

Product Code Description PPU Quantity Discount Total Cost
999 OTHER MISCFELLANEOUS TRANS 378.90000 1.000000 00 378.90
GL Codes

Assigned GL Codes Amount Percentage % Detail 1 Detail 2
100001-4111-70215-000-000000-00000000 - NO PROJECT 378.90 100.00

Comdata Corporation. Af right
terme of uge and privecy policy

11.Click on “Edit GL Assignment”
I

Fle Edt Yew Favoites Iook Help

@—C} = |2 https: /2w iconnectdata.com/gled/Contraller = & 4] x| [cocae
S ale P Assion GL Codes -5 -~

COMDA iConnectData

Payment Innovation

Home Toolsv GL Profile Mgmtv Training Resource Centerv Help~ Log Out

Assign GL Codes

TURN TO RESULTS

Summary Informat
Transaction Date
Posted Dat
Cardholder Nam
Card Numbe
Total Amou
Merchant Nam
Addres:
City, State ZIP:
Hierarchy Information:
Purchasing Information: Hotel Information:  Phone Information:
Car Rental Information:  Airline Information: Passenger Information:

4/13/2009

4/15/2009

JENNIFER ENGLAND
5567356030031132

1200 E ALGONQUIN RD
MANKATOMN60666-0000

Product Detail

Product Code Description PPU Quantity Discount Total Cost
999 OTHER MISCELLANEOUS TRANS 376.90000 1.000000 00 378.90
GL Codes

Selected GL Codes Percentage % Amount Detail 1 Detail 2
100001-4111-70215-000-000000-000000 100.00 i37890

Available Codes for GL Profile: | JENGLAND »

=

# EDU & GEN (100001)
i POSSE PROGRAM FUND (230071)
B BETTY STOWE TRAVEL INCOME (356754)

E
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12.1f you know the number of the fund, org, account, activity code, locat@rproject code that you need
to edit, make the necessary corrections in theet3etl GL Codes” window box.

If you need to “SPLIT” charges, then type the additonal GL Code on the lines provided. Change the
dollar amounts or the percentage field (whichevers easier for you) to reflect the transactions
properly.

13. After making the changes, click on “Reassign Cogden skip to Step 19.

14.1f you do not know the exact numberof the fund, org, account, activity code, locat@rproject code
that you need to edit, you can follow a tree of GlrCodes on the bottom part of the screen.

Note: You need to select each one of the GL Codengponents once you are in the tree, otherwise the
GL Code string will appear incomplete

15. First, click on the correct Fund name or “+” nexttie Fund name (not the Fund number, as clicking o
the number will make the system think you are deitle the tree of options, and there will be missing
information in the G/L code).

All of the lists are ifNumerical Order.

/= Assign GL Codes - Windows Internet Explorer —{&[xif
Ele Edit Miew Favoites Iools Help
P— — :
K o 7 [V oS icanmectaata. com/aied CortralleritaHere H & [[42]] x| [cooae L[t
S8 0 S Assign GL Codes i I 3 - E) - d=h o~ |-2b Page ~ (G Tools =
|-

Selected GL Codes Percentage %  Amount Detail 1 Detail 2

[100001-4111-70215-000-000000-000000.  [100.00 37590

Available Codes for GL Profile: [JENGLAND

= EDU & GEN (100001)

= ADMISSIONS OFFICE (100001-4101)
# NO ACCOUNT (100001-4101-00000)
& FA-EQUIPMENT (100001-4101-12611)
& FAFURNITURE (100001-4101-12612)
& FA-FURNITURE (100001-4101-12613)
& OUTSOURCED PRINTING (100001-4101-70013)
& PHOTOGRAPHY (100001-4101-70021)
ADVERTISING (100001-4101-70023)
EXPRESS MAIL (100001-4101-70045)
GENERAL OFFICE SUPPLIES (100001-4101-70061)
LABORATORY SUPPLIES (100001-4101-70063)
& MEDICAL SUPPLIES (100001-4101-70065)
MUSIC SUPPLIES (100001-4101-70067)
AUDIO/VISUAL SUPPLIES (100001-4101-70071)
UNIFORMS (100001-4101-70073)
ATHLETIC - SUPPLIES (100001-4101-70075)
SOFTWARE (100001-4101-70077)
SMALL EQUIPMENT (100001-4101-70085)
ELOWERS (100001-4101-70091)
LIBRARY ACQUISITIONS (100001-4101-70151)
MEMBERSHIPS (100001-4101-70161)
BOOKS & PERIODICALS (100001-4101-70163)
SEMINARS/CONFERENCES FEES (100001-4101-70211)

MILEAGE (100001-4101-70213)

= AIR FARE (100001-4101-70215)

LODGING (100001-4101-70217)

VEHICLE RENTAL EXPENSES (100001-4101-70219)
OTHER TRAVEL (100001-4101-70221)

STUDENT TRAVEL (100001-4101-70223)

MEALS - ENTERTAINMENT (100001-4101-70251)
EQUIPMENT REPAIR/MAINT (100001-4101-70412)
R/MVEHICLE REPAIR (100001-4101-70413) =l

16. Secondly, choose the correct Org name from théhatappears.
17.Thirdly, choose the correct Account name from teethat appears.
18. Fourthly, choose the correct Activity Code, if dppble. If not applicable, choose “No Activity (000
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19. Fifthly, choose the correct Location Code, if apahle. If not applicable, choose “No Location

(000000)".
20. Sixthly, choose the correct Project Code, if agtlle. If not applicable, choose “No Project”. Asstis

the last field in our G/L string, you will click ae full number string.
21.You will be brought back to the top of the scre@ssign GL codes”, and then you can click on

“Return to Results’ on the top of the screen.

| xIf

/2 Transaction Activity Maintenance Report - Windows Intemet Explorer
e

Help
= & 4] % [ [cooge

)~ B - ®h v 2rPage v (0} Tods »

File  Edit Wiew Favoites Tools

@Tﬁt ~ [ htps: /4B connectdata.com/gledContraller

SF G B3 Tiansastion Activi Maintenance Report

COMDATA

Payment Innovation

iConnectData

Tools ¥ GL Profile Mgmt~ Training Resource Center~ Help~ Log Out

Home

Transaction Activity Maintenance Report
Displaying 500 rows per page

From 04/01/2009 to 04/15/2009
* Use "Trans Date" link to Assign GL Code(s) to transaction

* Use “Pested Date” link to submit an Onine Dispute to transaction,

SUBMIT RETURN TO QUERY
SELEGT 6L CODE
Assign GL
Code Total

Merchant GL
City, State Group  Code GL Code Amount Amount

Cardholder Merchant
MANKATO , TE&E ‘m 100001-4111-70215-000-000000-00000000 378,90 378.90
MN GROUP,

Tax Trans  Posted
Reviewed Paid Date Date Card # Hame Hame
Ir2 [~ 413/2009 411522009 5567356030031132 JI

ENNIFER UNITED
ENGLAND

AIRLINES
Page Totals. 37890 378.90

Inquiry Totals: 37880 37390

SELECT GL CODE

SUBMIT RETURN TO QUERY

3 Comdata Corporation. All rights reserved
our terms of use and privacy policy.

=l

22.Click on the “Reviewed” box next to all of your trigactions (this box may already be checked).
23.Click on “Submit”. The screen will not change, It process has worked to let Finance know that you

have reviewed your transactions.
24.Click on “Home” on the top menu bar.

Page: 7
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Printing Report to sign, attach receipts, and gairapproval:

In lieu of paper credit card statements, you wolvrbe able to print a transaction report and
attach your receipts for approval.

1. Log on towww.iConnectData.com

/= welcome! - Windows Internet Explorer =10l >|
File Edit ‘“iew Fawortes Tools  Help
@? ~ [B= hitps: AfwB iconnectdata. comeloging Contraller <Function=HomeF age = & || #2]] % | [5oca= R

S B3 swielcomel = - B

COMDATA iConnectData

Payment Innovation

- f=h o~ |2k Page - Ok Tooks -

My Profile Tools ~ Training Resource Center ~

Reporting
Report Builder

Transaction GOOD MORNING, JENNIFER.
Management

Thursday, April 23, 2009 9:44:08 AM

Help

Mo news items or other notifications are currently in your queue.

=
2. Along the left part of the screen, click on “Reagt
3. Click on the button that appears below called “Repailder”
#= Accounts Reports Module - Windows Internet Explorer =lol==
File Edit “iew Fawortes JTools Help
@:\ ~ [S ritps: A/wE iconnectdats, comdrebd/ Controller <P unction—F ptB drlmit =l & [|1#2] x| [Goca SO0

S 4 RS Accounts Reports Maodule for - B - e - |k Pags - (58 Tools -

COMDATA iConnectData

Payment Innovation

Home Tools ~ Report Builder Training Resource Center > Help~ Log Out

Accounts Reports Module
This application will generate real-time ad-hoc reports on account activity based on several pre-defined report templates

Cardholder Activi Report General
Cardholder Usage Report General
Transaction Listing

= Comdata Corporation. Al Fights reserved
Ple ur terms of use and privacy policy

4. Click on “Cardholder Usage Report General”
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,f,"" Cardholder Usage Report - Windows Intemet Explorer B

File Edit “iew Fawvortes Toolz Help

@‘:_\. - IE https: £ fwE iconnectdata. comrpbd/Controller <Function=CardHU sageParms
e,

ar ke

pﬁ' Cardhaolder Usage Report

COMDATA

Payment Innovation

Home Tools ~ Report Builder

Cardholder Usage Report

Account Code:
SELECT
Customer Id:

SELECT

Employee Number:
Card Number:
Cardholder First Name:
Cardholder Last Name:
Date Type:

Start Date:

End Date:

Sort results by:

Secondary Sort:

ﬂi g |’;‘r X ||';nng|e

T+ ) - @ v - Boge v (3 Tools -

iIConnectData

Training Resource Center~ Help~ Log Qut

| XP508 LAWREMNCE UMIVERSITY

|ABSUK (¥P508) LAWRENCE/ENNIFER ENGLAND

& Transaction Date  Posted Date
[p470172008 |
[o4/15/2009 B

* Date ranges are limited to 45 days.
* Earliest start date i= 03/12/2008

|-NONE- =

|-NONE- =l

Before you submit your request, please read the following:

PDF/HTML files have a maximum capacity of 10,000 records. Download file capacity is 65,535 records. If you believe your report
size will exceed these limits, please either shorten your date range or adjust your selection criteria and run multiple reports. You can
combine multiple reports using Microsoft Access® or a higher-level database program for your data analysis.

Please note when choosing the Excel or CSV download option, any transaction that contained a MasterCard cross border fee
(normally denoted with an *=°), will not contain an ** in Excel, as it would prevent you from sorting and tabulating.

VIEW HTML OR PDF EXCEL DOWNLOAD BACK

Click on “View HTML or PDF".

©NOo O

Chose the dialog button “Transaction Date”
Chose the applicable dates for the 2-week cycleythaare reviewing (i.e. 4/1-4/15)

In order to print the report nicely on one pagethiofollowing:

a. Click on the envelope with the red arrow (on thenmbar towards the top of the screen)
b. A pop up window will appear.
c. Click on “Click here to start download of exportegort”
d. Click on the print icon on the browser window thppears.
e. Click on the back arrow on the top of the screeretorn to the Crystal Report Viewer.
9. To return to the main website in order to Log @litk on the Double Arrow button on the top of the
screen, towards the middle of the page.

10.Click on “Log Out” at the top of
11.Sign the report
12. Attach receipts

the page.

13. Give to your supervisor for approval
14.Send paperwork to Sabreena Enzler, Accounts PayRtdkaw Hall.
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