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How to View Your Credit Card Data via Self Service

Purpose This functionality gives users that currently have a Travel Charge Card the capability to

view their credit card information. This information is VIEW ONLY and cannot be edited.

Step

Action

1

To view your Travel Charge Card account information, click on the # More... link, which is the
last link in the “View” column inside the Employee box:

Employee =

Profile Tasks View
Workflow User Languages View Pavcheck
Preferences ) _
Memberships e=t Resulits
Emergency View Reserve
Contacts Points
Home and Mailing Per=zonal
Address Information
Phone Numbers Member
Information

Allotments
Member Info

Direct Deposit Additional
W4 Tax View WMy Worklist
Information

i Ky CGHRMS
State Tax Orders
Information

Emplovee Review

2
2 More... Summary

Click on the My Credit Card Data link.

Main Memu = CG AD Self Senvice:
-]
[f 1 view
g

View "
View Paycheck Test Results N -

E i Pajones E e ——— E View Reserve Points
Personal Information Member Information Member Info Additional
Personal information Mamber Information khember info AddRional

E View My Worklist E My CGHRMS Orders E Employee Review Summa
View My Warklist My Dinect Acoess Orders Employes Review Summary

ECHCGHpariscn Scale Summary EMEHBEI’TI’!H‘HI‘I Ratin EWarramPDE
O Comparizon Soalke Summary Miemer Tralning Rating Warrzn PDE

SWE PDE SWE Profile Letter E My Honors and Awards
SWEPDE SWE Proflle Leler Wiy Honors and Awards

EMEWZ Data EM Credit Card Data EM Credit Card Balance
iy W2 Dt My CredR Cand Data Wiy CredR Cand Balance

3of7



Step

Action

Your Credit Card Data will display.

Maintain Employee Credit Card Data

Tohn Srth Person ID: 1234
Business Unit: 0000
Credit Card Vendor: COMON JFMC
Card Type: Visa
Credit Card Number: WOCO000000EETT Function:
Issued Date: 10/08/2008 Expiration Date:
Limit Amount: 10000.00 Currency:
Limit Per Trans: Bill To:

Find | View All

67

Individually Billed Account
1173002011
usD

Employee

First El 10of1 El | ast

Refer to the table below for descriptions of the data fields.

Field Description

Business Unit '00010' for Active Coast Guard Units

Credit Card Vendor Name of Credit Card Company

Card Type Type of credit card - MasterCard, Visa, Amex, etc.
Credit Card Number Last four digits of the credit card number
Issued Date Issued Date. The date the card was issued. MM/DD/YYYY format

Limit Amount Current credit limit amount.

Note: '0'is used to show no limit or a closed account.
'1" is used when the account hasn't been activated.
Limit Per Trans N/A
Function Shows how the account is billed.
Expiration Date The date the card expires. MM/DD/YYYY format
Currency The currency type (USD = U.S. Dollars)
Bill To Who the account is billed to.

To return to the Homepage, click on the Home link located in the upper right-hand corner of the

page.

4 0of 7



How to View Your Credit Card Balance via Self Service

Purpose This functionality gives users that currently have a Travel Charge Card the capability to
view their credit card balance. This information is VIEW ONLY and cannot be edited.

Step Action

1 To view your Travel Charge Card balance, click on the # More... link, which is the last link in
the “View” column inside the Employee box:

Employee =

Profile Tasks View
Workflow User Languages View Pavcheck
Preferences ) _
Memberships e=t Resulits
Emergency View Reserve
Contacts Points
Home and Mailing Per=zonal
Address Information
Phone Numbers Member
Information

Allotments
Member Info

Direct Deposit Additional
W4 Tax View WMy Worklist
Information

i Ky CGHRMS
State Tax Orders
Information

Emplovee Review

2
2 More... Summary

2 Click on the My Credit Card Balance link.

Azl Wenu > OF AD Saif Sanios”

[:’ fj View

View "
View Paycheck Test Results — .

E i Paes E frr—— E View Reserve Points

E Personal Information E Member Information E Member Info Additional
Personal imonmation MEMDET INiomation MEmDEr I AsRIonS|

E‘.’ie‘.‘.‘ My Worklist E My CGHRMS Orders Emplovee Review Summa
Wiew My Workllst Wiy Dilrect Acoess Orders Employes Review Summary

Off Comparison Scale Summa Member Training Ratin Warrant PDE

O Comparizon Scale Summary Miember Tralning Rating ‘Warrn PDE

SWE PDE SVUE Profile Letter My Honors and Awards
E SWE PDE E SWE Profie Lemer E Wy HOMOrs and AWSds
EM}WZD;H EM Credit Card Data EM Credit Card Balance

My W2 Data Wy Credi Cand Dtz My CredR Cand Balance
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Step

Action

Your Credit Card balance(s) will display. Click on the heading labeled “Expense Code” to sort
the balance information in expense code order.

Business Expenses \'.

Employee Business Expense Time

Business Expense Details
Expense i DeptlD

Sandra Sutntmers EnP ID: 1234567 EmplRcd #: 0

Find | view Al First [ 1 0t 1 [ Last

Expense Period End Date: 09092010

Customize | Find | Yiew All | #H First [+] 16 of B [+ Last

currency

Charge Date Expense Code Ezpense Amount - o Business Purpose
097082010 120+ Days PD JsD Open
0970952010 a0 Days PD JsD Open
09/092010 G0 Days PD sh Open
09/092010 30 Days PD T16.76 sD Qpen
090952010 Amaount Due 122 64 ISD Qpen
09/092010 Hierarchy sh 3183

Refer to the table below for descriptions of the data fields.

Field

Description

Expense Period End Date

Expense Tab

Date of the report. The data is updated monthly.

Business Expense Details |

Charge Date

Date of the report

Expense Code
and
Expense Amount

A description of the entry for the associated Expense Amount.

# Days PD is the number (#) of days Past Due.
Any expense amount associated with a # Days PD is the
previous amount past due and unpaid for the # of Days.

Amount Due refers to the total current amount due.

Hierarchy is the credit card vendor’s Reporting Hierarchy Code.
There is no associated expense amount for the Hierarchy. The
hierarchy code is displayed under Business Purpose.

Currency Code

The type of currency (USD = U.S. Dollars)

Business Purpose

The account status.
Possible values are:
Open- Account in favorable standing
Suspended- Account is more than 60 days past due
Closed- Account is closed and the bank or card vendors
cannot accept anymore charges for the account
The 5-digit number located on the “Hierarchy” line is the credit
card vendor’s Reporting Hierarchy Code.

Note: Address changes to your U.S. Coast Guard personnel and pay account are not transmitted
to JPMC. You must notify the bank separately to update your address.
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Step

Action

To return to the Homepage, click on the Home link located in the upper right-hand corner of the

page.
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