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Introduction 

 
This guide is intended to provide a summary for nominated Vettors on how to 

use the Smart Data OnLine system to review and code transactions undertaken 
by cardholders using their RBS OneCard. 
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Smart Data Online 

 
SDOL is the on line system which Oxfordshire County Council are adopting to 

code and approve transactions using RBS OneCards. SDOL is provided by RBS 

and Mastercard. The following guidance notes cover the key elements of the 
system that you will need. A separate Cardholder’s Guide, and Approver’s 

Guide is also available. 
For any queries using the system: email purchasingcard.admin@hants.gov.uk  

 
 

The Role of a Vettor 
 

The Vettor’s role is to code transactions and ensure compliance with the 
guidelines set out in the policy documents for a given number of specified 

cardholders (the Approval Group).   
 

 
The Vettor should have coded all transactions by the 5th of each month for 

transactions made in the previous month as the transactions will be uploaded 

to SAP on the 6th of the month. 
   

 
 

 

 

 

 

 

 

 

 

 

 

 

mailto:purchasingcard.admin@hants.gov.uk
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Login Procedure 
 

1. Once you have been set up in SDOL you will receive two separate e mails – 
one containing your new user ID and one containing a system generated 

password. Please note the password is valid for 7 days only 

 
 

 
 
2. Access the site at www.rbsbusinesscard.co.uk 

 
3. Enter your user ID  

 
4. Enter your password 

 

 
 
5. When logging in the first time, you will be prompted to change your 

password and input additional information including a security question and 

answer (the security question and answer will be needed to reset your 
password in the future and is case sensitive ) 

http://www.rbsbusinesscard.co.uk/
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Password Rules 

 Minimum 8, maximum 20 characters 
 2 characters must be numeric 

 Case sensitive 
 No spaces  

 Old passwords cannot be re-used 
 The password cannot be the same as the User ID 

 The password will expire every 90 days or can be changed at 

any time by the User 

 

Forgot your password? When you use the “forgot password” option you are 

prompted to select and answer your security question. If you answer the 
question correctly you will receive a temporary password you can use to log in. 

The information is sent to the e-mail address in your user profile. The 
temporary password is only valid for 7 days. 

 

 
Additional Information 
The home page is your starting place and offers a quick summary of 

information that may be important to you, including transactions approved / 
not approved and system news. 
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The following tabs will be showing   

 Financial – main tab used for searching / locating and approving 
transactions  

 Reports – ability to schedule reports 
 Accounts – view the cardholders assigned to you 

 User – View a User Summary. 
 

 

Coding Transactions  

 
1. Hover over the Financial tab. 

 

2. Click on Account Summary. 
 

3. Search for the cardholder(s) in your group you wish to view. You can select 
all of your cardholders by clicking on your Approval Group name (your 

name) in the Quick Link box.  
 

 
 

Alternatively you can search for individual cardholders in a variety of ways 

using the left hand box. Using the Account (Advanced) option will allow you to 
search by name. 

 
4. Select Reporting Cycle and click on the drop down arrow to select the 

month you wish to view (this will coincide with your statement periods). 
Click Search. Alternatively you may wish to select by a specific date range. 
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5. Advanced Search filters are also available – e.g. review status. This 

automatically defaults to ‘ALL’ but you can specify to view transactions that 
have not been reviewed, or those that have just been reviewed. Additional 

filters are also available.  

 
 

6. You will see a list of your cardholders which have transactions during the 
selected date range. Click on the account number of the cardholder whose 

transactions you wish to review 
 

7. The Transaction Summary for that cardholder for the period you have 
selected will now appear with a single line for each transaction 
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Adding Your Accounting Information / Coding 
 

1. Select the correct VAT code from the drop down list for the transaction  
 V7 Out of scope of VAT 

 V0 Exempt from input tax 
 V8 Zero rated input tax 

 V6 Standard input tax at 5% 

 V9 Standard input tax at 20% 
This will calculate the VAT into The VAT Amount field (NB some transactions 

may have VAT pre-populated and fixed depending on the merchant used).  
 

Guidance on VAT receipts handling 
 

Look on the right hand side for the VAT Eligibility of the merchant for each 
transaction. 

 
If it is a UK Non-evidence transaction and you will need obtain a paper 

receipt and use this to complete the VAT amount on screen.  Note that: If you 

did not get a receipt or if you have lost the receipt then you will not be able to 
reclaim VAT and you will have to use the V7 out of Scope code to enable you 

to finish the transaction. 
 

If the transaction is a UK LID or UK Summary you will not need a paper VAT 
receipt and the VAT will be completed automatically. 

2. Click on the third icon in on the left hand side of the page,           

‘Accounting detail’, which will show the information required for the 
transaction with any defaulted values has already populated. 

 
3. Complete the relevant coding in accordance with the table below and 

financial guidance. The fields marked with an asterisk are mandatory and 
must be completed before you can Save your data and exit the Transaction. 

 

Account Coding 

 

Cost Centre* – this will be pre-populated with your default code – select from 
the drop down if you wish to change this. 

GL Code* - This field will be defaulted according to the type of purchase 
made. If you need to change this please select the correct code from the drop 

down list. Typing the beginning or all of the code required into the white box to 
the right of the words ‘Starts with:’ will bring up the code.  Click on the code 

and then click save to change it. (See below) 
Statistical Internal Order (SIO) – please add a SIO if you require one.  

Please note that this is a free text field and if you type in the wrong code then 
it will be removed before the transaction is uploaded to SAP.  

Expense Description* - Ensure that the Expense Description field is 
completed with a description of the goods purchased. This field is mandatory 

and will be used for monitoring purposes and for transparency reports 
published for Freedom of Information.  The description must give enough detail 
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to identify why the purchase was made but please do not give the names of 

people or any other personal information. 
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Splitting a Transaction 

 
How to ‘split’ a transaction that needs allocating to multiple 

accounting streams. 
 

1. Follow the steps above to find your transaction. 
 

2. It is important to add the total VAT Amount before splitting the transaction 

and click on SAVE. 
 

3. Select the transaction you wish to split and click on the ‘split’ icon.  

   

The split transaction screen appears. 

 
4. Select the number of splits that you want to create and click ‘Add’. The 

screen will refresh and display the split lines. 

 
 

 
 

5. Enter the amount or percentage for each split line 
 

 If you have entered a VAT amount, or one is there by default, the tax 

amount for each split line will be entered automatically. Please check 
this is correct and if not amend. The system balances both the total 

amount and vat amount and will show a message if the lines do not 
balance. It will not allow you to save if the lines do not balance 

 
 The split totals line calculates the splits as each line is entered. When 

the amounts do not balance the total displays in red text. 
 

6. Add a description to each line. 
 

7. Click on Save. 
 

8. Once you save the splits you can cost allocate in the normal way – see 
earlier page. Click on ‘next split’ to apply further account codes. 

 

9. Click on Transaction Summary on the breadcrumb trail at the top of the 
screen to return to the Transaction Summary screen. 
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Saving Your Accounting Information / Coding 

 

1. Click Save  to save the codes for each transaction. 

 

2. Click on the Save icon  to lock all transactions ready for review.  
 

3. Click on the Send Email button to notify the cardholder that you have 

coded their transactions and they are ready for review. The cardholder will 
then review their transactions and tick the ‘Reviewed’ box. Tip: to make this 

process easier enter the email details of the cardholder into ‘My Profile’ (top 

left hand side of the screen) under the section below. This address will then 
be populated each time you select the email functionality. 

 

 
 

If you have difficulty completing this process, please contact the Customer 
Information Centre, for assistance. 
 

 
Reports 

 
You can schedule to run selected reports for your account 

 
1. Navigate using the tabs to Account Activity / Schedule Reports 
 

2. Choose report – select report required 
 

3. Add filter if required – click Next 
 

4. Complete options – click Next 
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5. Select the frequency e.g. once with date range / monthly / reporting cycle – 

click Save 
 

6. The report will arrive in your Completed Reports window (refresh the screen 
by clicking on the banner or go to navigate Reports / Completed Reports). 

 
 

 
Multi-User IDs 
 
If you are a cardholder and a vettor then you will have one account for SDOL and you will 
be able to review your own card and code other people’s card transactions from the same 
account.  To gain a single sign-on you must first have registered both individual accounts. 
More information about this is given in the approver guide. 

 

 
 


