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SDG2 Smart Data 

1. CARDHOLDER SELF REGISTRATION  
2. ATTACHING RECEIPTS TO TRANSACTION 
3. MONTHLY REPORTS & RECONCILIATION 

 Account Statement 
 Monthly Reconciliation 

 



CARDHOLDER REGISTRATION REFERENCE GUIDE 
FOR SDG2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ACCESS 
 Go to - http://sdg2.53.com 
 Click on the words “Cardholder Self-Registration” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACCOUNT INFORMATION 
 

Note: All items with a red asterisk (*) are required.  

 

 Account Number- Full 16-digit card number 

with no spaces or dashes.  

 

 Company Registration Code- Enter the code 

provided by your Admin. 
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User ID Requirements 
 Your user ID must be at least six characters in length with a maximum of 20 characters.  

No spaces or special characters allowed. Note: It Can support a Hyphen (-) or 
Underscore (_). 

 ID cannot contain more than 10 numeric characters. (i.e 123456789112541).  
 Your user ID is case sensitive. 
 Create an ID that will be easy for you to remember, but difficult for others to guess. 

 
Important Note 
Your ID must be unique in the whole MasterCard database. If you try an ID that is already being 
used you will get the following message –  
 The user ID you specified already exists in the application. Please try again. 
 
Password/Security Question Requirements 
 

 In the “Password” field, enter your new password.  NOTE –Password is case sensitive. 
 Passwords must contain eight characters in length two of which must be numbers. 
 Enter your email address and confirm. 
 From the drop down window, select a security question. 
 In the next box enter your answer to the security question you selected. 

NOTE ~ your security answer must be at least 4 characters long and cannot contain 
spaces. 

 Click Register Account button.  
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PURCHASING CARD PROGRAM – MONTHLY RECONCILIATION GUIDE 

    

        
 

Waterford School District 
and 

Fifth Third Bank 
Purchasing Card Program 

 
 
 
 

Monthly Reconciliation  
Guide - SDG2 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

1. ATTACH RECEIPTS TO MONTHLY TRANSACTIONS IN SDG.2 
 FINANCIAL – ACCOUNT SUMMARY – QUICKLINK - SELECT NAME FROM DROPDOWN 

 
 

 ENTER DATE RANGE 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

 CLICK ON CLOUD TO UPLOAD RECEIPT 

 
 

 ONCE RECEIPT IS UPLOADED THE CLOUD TURNS INTO A DOCUMENT TO VIEW RECEIPT 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

1.1 ADD ACCOUNT CODE AND DESCRIPTION WHILE UPLOADING RECEIPT TO SDG2 
OR ADD AT MONTH END TO RECONCILIATION-EXCEL WORKSHEET – SEE 3.1 (SAVE TO FILE) 

 

 UNDER DETAIL LEFT SIDE - CLICK ON BARGRAPH  

 

 

2. RUN ACCOUNT STATEMENT 
 REPORTS-RUN 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

 CLICK ON REPORT NAME - FINANCIAL SPENDING REPORTS 
• ADD ACCOUNT STATEMENT (VERSION.2) TO YOUR FAVORITES ON RIGHT 
THEN CLICK ON VERSION 2.  

 

 
 
 

 CLICK ON CRITERIA AND NAME THE REPORT BY MONTH 

 

 
 
 

 KEEP DAFAULT INFO ABOVE – POSTING DATE 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

 CLICK ON FREQUENCY CALENDAR AND SELECT FROM: 1ST DAY TO: LAST DAY OF MONTH 
 

 
 

 

 

 CLICK ON SUBMIT REQUEST – ALLOW TIME TO RUN 
 

 NOTIFICATION EMAIL WILL BE SENT OR GO TO HOME – UNDER REPORTS AND DATA FILES  
• CLICK ON THE STATEMENT 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

 BELOW IS AN EXAMPLE OF ACCOUNT STATEMENT 
• CARDHOLDER MUST SIGN AND DATE STATEMENT 

 

3. RUN MONTHLY RECONCILIATION REPORT 

 REPORTS – RUN  

 

 CLICK ON REPORT NAME – FINANCIAL SPENDING REPORTS 
• ADD A MONTHLY RECONCILATION REPORT TO FAVORITES 

 

 CLICK ON REPORT AND NAME REPORT BY MONTH – BY POSTING DATE 
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P-CARD MONTHLY RECONCILIATION PROCEDURE 

                                                           

 CLICK ON FREQUENCY CALENDAR AND SELECT FROM: 1ST DAY TO: LAST DAY OF MONTH 

3.1   SAMPLE OF PCARD RECONCILIATION – EXCEL FORMAT 

 

 

 DUE TO PROGRAM ADMIN BY THE 10TH OF THE FOLLOWING MONTH 
 EMAIL, PONY OR DELIVER:  

1. ACCOUNT STATEMENT – SIGNED AND DATED  
• ATTACH ORIGINAL RECEIPTS 
• KEEP COPIES OF RECEIPTS FOR YOUR RECORDS  
 

2. PCARD RECONCILIATION – EXCEL SPREADSHEET 
• TO INCLUDE ACCOUNT CODES AND EXPENSE DESCRIPTION 
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