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JPMorgan Chase Purchasing Card
Semi-monthly Reporting Procedures

1. Login to www.paymentnet.com

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

Welcome to JPMorgan Chase PaymentNet.
Please enter Oraanization |0, User ID and Pass Phrase,

Organization [0 ||
Uzer [T I
Paszs Phrase |

i |
Login Mow = |/

2. Review Transactions and Enter Notes

W

1. Click on PaymentNet™

to view a list of current

transactions. _
Locale Settings

Change Pass Phrase

Logeff

2. Click on Trans ID to review
transaction and enter notes.
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Transactign List (Custom View)
Select a Wigw I Default View vI

Creste Efport File = | Save Query = | Creste dusry = |

|

Gotopage| 1 =] of1

. Sales . Emplovee Emplovee
Row Trgns ID Reviewed Merchant Hame w Tax Post Date w Last First Dept Il Account Orig Merchant Hame Bear ID Approwi
Amount Hame Hame
1 1*201 [ o F30.00 FO.00 05162005 050572005
2 104368 [ | Fida.00 FO0.00 03072005 0303532005
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2. Review Transactions and Enter
Notes cont’d.

7. Go to the previous, next
transaction or back to the
5 Check the Transaction List by clicking

Reviewed box. on the appropriate button.

JPMorganChase ) Menu - Baylor University | help | home

6. Once required )
Changes have Transaction Detail ReXord 176146 “4 » E‘;?

been made, click —» cco) sl oea\es
the Save button.

Reviewed O Bear 1D
Account Humber e — - ¥
Cardholder = _— - - Sty
Transaction Date G5/2502007 Q201130 Self Study - 05028 v
Post Date pECE
3. Make sure the Dept 1405951 4450080 037005 Supplies-Purchasing Card v
ID and Account codes SrchantiD Approves
are correct. Visa Merchant 1D 000003913167 — — ¥
Trans Merchant lame  AM SOC TRAINING ANDDEVEL  Program Code
Trans Merchant City 703-6838100 0
Merch. State | Prov WA
Merchant MCC 6559
Originating Currency US DoBar
Orig Currency Amt $165.00
4. Enter notes regarding o D
what was bought and the S 3000
purpose of the transaction.
Total $165.00
Transaction lHotes
8. After you have reviewed and
added notes, your transaction
should appear as shown below.
Create Export File= |  Save Querys |  Create Querys |
J. Transaction Sales Transaction Employee Employee
Row Trans ID Reyiewed Merchant Hame ] | 1. ¢ Post Date _ Dept ID Account
Amount = Date Last Hlame First llame
Amount
9 176142 ) MAP INTERNATIONALOT OF 01 $400.00 $0.00 05/29/2007 05/24/2007 —— — —— 0851213 9370
10 176141 J WIORLD AFFAIRS DFWW ($25.00) $0.00 05/29/2007 05525/2007 — = 034MAWP 937095
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