
CREDIT CARD TRANSACTIONS – CARDHOLDER CODING 

All monthly expenses are required to be coded and approved before the 12th of the following month.  Please allow time for submitted 
expenses to be approved before the deadline. 

Step 1: Log into smartdata.mastercard.com website 
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Step 2:  The site will open on your personal dashboard.  Ensure your role is shown as “Cardholder.”  If you do not approve expenses for 
others, this will be your only choice.  A summary of open expenses ready for coding is shown on this page. 
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Step 3a: Choose “Expense Management” from the “Account Activity” tab dropdown box to access all expenses and begin coding. 
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Step 3b: Alternatively, you may choose any individual expense from the list to start coding directly. 
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Step 4: From the Inbox, you can (1) upload a receipt for the expense then (2) open it to begin coding. 
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Step 5: Add a description of the expense in the “Business Justification” box 
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Step 6: Code the expense, using drop-down boxes: 

Fund: Almost always “1” 
Dept Code: Usually your own department 
Function Code: Identifies the type of expense 
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Click on “Submit” to complete coding and send for approval. 

 

 


