
 

 

 

Review Transactions and Enter Notes per the Semi-monthly Reporting Procedures 

JPMorgan Chase Purchasing Card  
Monthly Reporting Procedures 

 
                         

 
     

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 

Print Baylor Transaction Detail Report (BTD) 

2. From the Menu drop 
down select Reporting. 

1. Click on PaymentNet
TM
 

to view a list of current 
transactions. 
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3. Choose Transaction 
Category to get to the 
BTD report. 

4. Select the Baylor 
Transaction Detail report. 

5. From the drop down 
select ñPost Dateò. 

6. From the drop down 
select  ñis betweenò. 

7. From the drop down select the date range 
provided in the end of cycle monthly email from 
the P-Card Administrator. 

8. Click on Process Criteria. 
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9. To create your BTD 
report PDF file, click on 
the first green square. 

10. Click Refresh until your current BTD ap-
pears, then click the link of the BTD to view.    
*****If your report is delayed, you may  re-
turn to this page from the MENU then select 
Available Download Files. The report should 
be listed. 

11. Your report is now generated.  
Click the Print button to print your 
BTD report. Note: if your print 
screen is different, simply right click 
on your mouse and print. 

12. Click on home to return 
to the Welcome Screen.  


