
 

 

 
                         

 
     Enter  your User ID and Pass Phrase (Bear ID and  

password) along with the Organization ID. 
 
*Note:  The Organization ID is a confidential code that can be found on our website: 
www.baylor.edu/procurement/index.php?id=45869 

  
  

1. Click on PaymentNet
TM

 
to view a list of current 
transactions. 

2. Click on Trans ID to 
review transaction. 

Login to www.paymentnet.com 

Review Transactions  and Enter Notes 

JPMorgan Chase Purchasing Card  
Semi-monthly Reporting Procedures 
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3.  Dept  ID 
Select the Dept ID#, from 
the drop down arrow,  if 
applicable. 

4. Change the Account 
from the drop down arrow, 
if applicable. 

5. Enter Program Code, if 
applicable, or leave 0 as 
default. 

6. Project ID 
Select Proj ID from the 
drop down arrow and 
Select the Proj ID# from 
the drop down arrow. If 
you do not charge to a 
Proj ID, leave Dept ID as 
default. 

7. Enter  transactions 
notes.             

8. Check  the Reviewed 
box. 

9. After changes have been 
made, click the Save button. 

10. Go to the previous, 
next transaction or back to 
the Transaction List by 
clicking on the appropriate 
button. 

IMPORTANT:  

 Notes must include who, what, when and where, if applicable. 

 If charging to a Proj ID# include the # in the notes. 
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11. On the Transaction List page, 
your transaction should show a 
white note under Trans ID and a 
check mark under Reviewed. 

12. Review the Dept ID Proj ID, Program 
Code and Account, if applicable. 

You will follow these same steps at the end of cycle if you have transactions that post during that cycle. 


