JPMorgan Chase Purchasing Card
Semi-monthly Reporting Procedures
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Login to www.paymentnet.com

Welcome to JPMorgan Chase PaymentNet.
Please enter Organization ID, User ID and Pass Phrase.

Enter your User ID and Pass Phrase (Bear ID and
password) along with the Organization ID.

Organization ID ||

*Note: The Organization ID is a confidential code that can be found on our website: T —
www.baylor.edu/procurement/index.php?id=45869 PassPhrase [
_ Login Now = |
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Monday, March 21, 2005 EventsiTraining -~ Documents Links

PaymentNet™ Welcome =
Electronic Statement & Payment

1. Click on PaymentNet™

to view a list of current

transactions. Locale Settings
Change Pass Phrase

Logoff

2. Click on Trans ID to
review transaction.
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Review Transactions and Enter Notes Pg. 2 10. Go to the previous,
next transaction or back to
the Transaction List by
clicking on the appropriate
button.

9. After changes have been 8. Check the Reviewed

made, click the Save button. box. / l\

Baylor University | help | home

Menu:
Transaction Detail Record 357715 “H b @ 3. Dept ID
Select the Dept ID#, from
Save» |  Spiit> ] | Dicpute s the drop down arrow, if
applicable.
Reviewed [¥ Bear ID
|
Account Number s N S ESIT———— j
4. Change the Account
Cardholder S Ll from the drop down arrow,
| . .
Transaction Date 10/19/2011 | r— if applicable.
Post Date 1042172011 Account

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

Werchant D 143 Approver

Visa Merchant 1D Q0031 20m152 [

Trans Merchant Name DOMING'S 65350
Program Code

Trans Merchant City 817-558-2500 .
lo 6. Project ID
Merch. State / Prov LS P Select Proj ID from the
Merchant MCC 5814 drop down arrow and
' | e . - j Select the Proj ID# from

Originating Currency US Dellar the drop down arrow. If

. e you do not charge to a
Orig Currency Amt . J Proj ID, leave Dept ID as
Subtotal ot R default.
Sales Tax Amount $0.00
Total $55 86

7. Enter transactions

Transaction Notes
Entar notes here. j / notes.

IMPORTANT:
¢ Notes must include who, what, when and where, if applicable.
e If charging to a Proj ID# include the # in the notes.



Review Transactions and Enter Notes Pg. 3

11. On the Transaction List page, ) )
your transaction should show a éZ.dRewzvxgthe DetptlfID Plrg ItI)DI’ Program
white note under Trans ID and a ode and Account, It applicable.

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




