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1. Overview 
 
Introduction 
 
1.1 The arrangements for the use of the ePC within the core Scottish Government 
(SG) (hereafter referred to as Business Areas, (BAs)) and partners are set out in the 
ePC policy.   
 
1.2 All card users are therefore expected to fully comply with this policy and 
respect the responsibilities associated with card use (policy, section 7), including 
ensuring that the appropriate accounting and auditory requirements are met.  
 
1.3 This guide provides proxy reviewers with step-by-step advice and supporting 
screenshots on how to get started on approving transactions on Smart Data onLine 
(SDoL).    
 
1.4 If having worked your way through this guide you still have difficulties getting 
started you should contact ePC administration. 
 
ePC timeline 
 
1.5 ePC has a strict monthly time cycle to undertake monthly reviewing and 
approving of transaction activity (policy, section 8).  During every cycle all 
transactions made between the 26 of a month (say, May) and the 25 of the following 
month (say June)  must be reviewed and approved by the second working day of the 
next month (say July).  
 
Escalation process 
 
1.6 Any transactions not reviewed and approved will be subject to an escalation 
process (policy, section 8).  Three escalations in a period of 12 calendar months will 
result in the suspension and ultimately cancellation of a card.   
 
1.7 BAs and partners should be particularly mindful of the impact of the escalation 
process as it will require the intervention of a Director/deputy Director or equivalent 
to unlock the suspension; and only where assurance is provided that local 
arrangements are now sufficiently robust to avoid any further occurrence on the 
card(s) concerned. 
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2. Getting started and login in SDoL 

 
Budget Centre Liaison Officers (BCLOs), Business Managers (BMs) and Business 
Partners (BPs) should receive by email: 
 

• an invitation from Royal bank of Scotland to activate your Smart data online 
(SDol) 
  

BCLO/BM/BP should receive by email an invitation from Royal bank of Scotland to 
activate your Smart data online (SDol). SDoL is where all expenditure transactions 
are recorded. BCLO/BM/BP must access their account to check their card holders’ 
transactions. 
 
The activation code is only valid for 48 hours (RBS do plan to roll out an extension to 
72 hours), If your activation code has expired please contact the ePC team to 
request a new activation code.  

 
 
 
Access SDoL here: https://businesscard.rbs.co.uk/  
 
 

https://businesscard.rbs.co.uk/
https://businesscard.rbs.co.uk/
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Next you’ll then have to enter your activation code, This can also be found on the 
invitation email to activate your account. Please copy and paste the code in with no 
spaces then click “Continue” 
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Next please create a password for your account, Click “Continue” 
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Choose the three security question from the drop down menu and type in the 
answer. 

 
Click “Register” 
 
It will then be taken back to the landing page with confirmation that the activation 
was successful.  
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Log in with your user name and password, click “Continue”  
 
You will then be sent a Onetime passcode(OTP)  from RBS, You will receive a new 
OTP every time you log in.  
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Copy and paste the OTP from the email with no spaces click “Log in”. The 
passcode is valid for 5 minutes there is an option to request a new code.  
 
Please note that even if you enter an incorrect password a OTP will still be sent but 
access will be denied at this stage.  
 
 
You are now in the home page of SDoL. 
 
A. If you are only a BCLO/BM/BP, the home page appears as follows:  
 

 
 
B. If you also have another role (proxy, cardholder, approver, controller, etc) the 
home page provides the functionality to toggle between the different roles.  
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From the drop down menu in User Role, select the BCLO/BM/BP role you are 
carrying out the activities for. 
 
3. Checking transactions 
 
From the home page click on Financial and from the drop down menu select 
“Account Summary” 

 

 
 
In the Search Reporting Criteria page, select –All (Account) and click Search 
 

 
 
Click on the cardholder’s name 
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Using the Reporting cycle, select the cycle you want to review and click Search.  
Note: the cycles have been created with the correct ePC dates, for example: 
February 2018 will cover the 26th January to the 25th February. 
 

 
 
The search results will show all transactions made within the date range selected. 
Click on Transaction icon (first icon) to begin the process. 
 

 
 
This screen provides all the financial information needed and the approver must 
ensure that all the codes are correct, there is an accurate description of the purchase 
and wherever possible there are receipts attached for the purchase. Entering an 
Expense Description will help all of your ePC hierarchy better understand the nature 
of the purchase and enable the correct  agreed description to be shown on the 
monthly ePC500 report. 
 
A. Check that the Accounting Code Information entered by the cardholder is 
correct.  
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If the codes are incorrect you can email the ePC mailbox (epc mailbox@gov.scot) 
who will unreview the transactions so the card holder can correct them. 
 
B . Card approver will tick the Approved box and then “Save” 
 

 
 
Your actions are now complete. 
 
4. Reporting 
 
SDoL allows you to run a number of reports to check expenditure. 
They will be detailed below. 
 
4.1 How to run a report 
 
Go to Reports – Run 
 

 
 
This will bring you to the report list, to run a report click on the report name you need 
 

 
 
In Frequency select the dates you want to run the report for 
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And click Submit Request 
 

 
 
This will send you back to the Dashboard 
 

 
 
Once the report is ready you will receive an email about it. Click the refresh button 
on the dashboard to view your report 
 

 
 
And your report will be there. To download it, click on the name of the report 
 

 
 
Click the Download Icon 
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And will give you the following information: 
Detail page, lines: 

• Amount (first line of the table): total amount spent within the spend category 

• Amount % of the total (second line): percentage spent in this category out of 
the total percentage spend 

• Average amount (third line): amount per transaction within the spend category 

• Count (fourth line): number of transactions within the spend category 

• Count % of Total: percentage number of transaction in this category out of the 
total percentage number of transaction 

 
Detail page, columns: 

• Airline (column A) 

• Lodging (column B) 

• Vehicle hire (column C) 

• Restaurant (column D) 

• Retail services (column E) 

• Vehicle related (column F) 

• Cash Advances (column G, this will always show 0) 

• Other (column H) 

• Total (column I) 
 
Summary page: 
 

 
 
And will give you the following information: 
Summary page, lines: 

• Amount (first line of the table): total amount spent within the spend category 

• Amount % of the total (second line): percentage spent in this category out of 
the total percentage spend 

• Average amount (third line): amount per transaction within the spend category 

• Count (fourth line): number of transactions within the spend category 

• Count % of Total: percentage number of transaction in this category out of the 
total percentage number of transaction 

 
Summary page, columns: 

• Airline (column A) 
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• Lodging (column B) 

• Vehicle hire (column C) 

• Restaurant (column D) 

• Retail services (column E) 

• Vehicle related (column F) 

• Cash Advances (column G, this will always show 0) 

• Other (column H) 

• Total (column I) 
 
5.5 Merchant and Supplier Reports 
 
Merchant Detail 
 
Available in Excel of PDF 
Gives you extra information about the merchant/supplier who was used 
 
It will look like this: 
 

 
 
And will give you the following information: 
 

• Column A: merchant’s name and merchant category code 

• Column B: merchant’s city/town 

• Column C: merchant’s state/province/county 

• Column D: Cardholder’s name 

• Column E: transaction date 

• Column F: posting date 

• Column G: transaction net amount 

• Column H: transaction VAT amount (this will be empty unless the cardholder has 
entered a VAT when reviewing their transaction on SDoL) 

• Column J: transaction total amount 
 
Spend Analysis by Merchant 
 
Available in Excel of PDF 
It will give you a breakdown of the transaction per merchant, both as a detail (per 
card) and as a summary (for all the cards) 
 
The detail page will look like this 
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And give you the following information 

• Column A: merchant name 

• Column B: amount 

• Column C: amount % of total (% of the total amount spent on the card) 

• Column D: average amount 

• Column E: count (number of transactions for that merchant) 

• Column F: count % of total (% of the total number of transactions on that card) 
 
And the summary page will look like this 
 

 
 
And give you the following information 

• Column A: merchant name 

• Column B: amount 

• Column C: amount % of total (% of the total amount spent on the programme) 

• Column D: average amount 

• Column E: count (number of transactions for that merchant) 

• Column F: count % of total (% of the total number of transactions on that 
programme) 

 
Spend Analysis by Merchant Category 
 
Available in Excel or PDF 
It will give you a breakdown of the transaction per merchant category, both as a 
detail (per card) and as a summary (for all the cards) 
 
The detail page will look like this 
 

 
 
And give you the following information 

• Column A: merchant category name 

• Column B: amount 

• Column C: amount % of total (% of the total amount spent on the card) 

• Column D: average amount 
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And gives you the following information 
 

• Column A: carrier name 

• Column B: count (number of transactions) 

• Column C: debits amount 

• Column D: credits amount 

• Column E: total amount 

• Column F: amount % of the total 

• Column G: average amount 
 
Expense Report 
 
Available in Excel of PDF 
It gives you the details of a transaction, all the financial information attached to it and 
if it has been reviewed and approved 
 
It will look like this 
 

 
 
And gives you the following information: 

• line 1 and 2: information about the transaction itself (posting date, transaction 
date, description, receipt amount, posted amount, expense amount, reviewed, 
approved) 

• line 3: expense description (as entered by the cardholder) 

• line 4: accounting codes 

• line 5: directorate, cost centre and account code 

• line 6: entity, programme and sub analysis 1 

• line 7: sub analysis 2 and sub analysis 3 
 
Lodging Chain and Summary 
 
Available in Excel of PDF 
It will give you the details of transaction made to hotels 
 
It will look like this 
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And gives you the following information 

• Column A: Chain Name 

• Column B: New Billed 

• Column C: Amount % of total 

• Column D: Count 

• Column E: Count % of total 

• Column F: Average Amount 
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