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	Travel Card:  How to review transactions




1. [bookmark: _GoBack]Where do I go to review my transactions?
· Login to JP Morgan
· Click on the Transactions Tab > Manage

[image: ]


2. How do I review my transactions?
· Open your transaction by clicking on blue dollar amount
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· Compare merchant name & total amount charged with your receipt.  
· Make sure you were not charged tax.
· Write a brief note in the transaction note field.
· If all looks good go back to the top and select the check box next to the “Review” field. 
· Make sure there is an approver name listed.
· Click the save button.
· If you have more transactions, click the arrow at the top of the general information page.
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Transaction Detail - General Information

General Information | Addendum  History
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* Required Fields

Transaction Information

PostDate 1011421

nee 5733

Merchant] LASH OF VioLINS

Merchant Location GAITHERSBURG, MD. US

Original Merchant LASH OF VIOLINS

Parent Merchant LASH OF VIOLINS

Customer Cade.

Approval Status — New

Review

Approval
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Project *
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Authorization Number 000872 ‘Annual Cerifation

Transaction ID 3364580083001 Merchant Invoic Num

Seh Funds Onl Acent
Original Currency USD

P

Auditors Notes

Tax 5000

Transaction Notes
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LTota se700 |
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Split Transaction
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Item Account Summary

Hierarchy: MCPS 61101-MCPS Top | evel #%




image2.png
MONTGOMERY COUNTY PUBLIC SCHOOLS
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Transaction List
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Filter By | Last 30 Days - System (All Accounts) v (Setas Default Query |

o Cardholder Last Name & Cardholder FirstName ¢ Merchant Name & Transaction Amount & Approval Statt

=] $ LASH OF VIOLINS $67.00
=] $ PRINTFUL, INC. s1754
o $ CAMPUS SUPPLY 515000
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