
 

 STEP BY STEP INSTRUCTIONS FOR ENTERING 
TRANSACTION NOTES FROM PREVIOUS CYCLES  

 

1.       LOG INTO PAYMENTNET.COM  
 
2. CLICK ON THE PAYMENTNET LINK ON THE LEFT HAND SIDE OF PAGE  
 

 
 

 

 

 

 

 

 

 

 



3. ON THIS SCREEN, CLICK ON CREATE QUERY  
 

 
 
 
 
4. USING THE FIRST DROP DOWN BOX, SELECT TRANSACTION NOTES 
 

 
 
 



 
5. LEAVE THE THIRD BOX BLANK 
 

 
  
 
6. CLICK ON PROCESS QUERY  
 

 
 



 
7. ANY TRANSACTIONS THAT ARE MISSING NOTES WILL APPEAR 

PLEASE NOTE: EVERY TRANSACTION MUST HAVE “TRANSACTION NOTES” 
 

 
 
 
8. CLICK ON MERCHANT NAME 
 

 



 
9. ENTER TRANSACTION NOTES MUST BE CONCISE & COMPLETE  

PLEASE DO NOT STATE “SUPPLIES” WITHOUT ADDITIONAL INFORMATION 
 

 
 

10. CLICK SAVE 
 

 
 


