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

Drexel University

Thursday, October 1, 2009 |Event=/Training | [Documents Links

Paymentlet™ Welcome Pcard Training Last pass phrase change 08/78

Locale Settings Message from your Program Administrator -
Change Pass Phrase

Logoff PCARD REMINDERS

All Pcard questions should be sent to
pcard@drexel.edu.

When planning business travel, please use our
Travel Portal and plan ahead for additional
expenses:
http://www.drexel.edu/procurement/travelportal/.
If the Portal is not used, you may be requested
to supply a reason.




3.

ON THIS SCREEN, CLICK ON CREATE QUERY

4.

JPMorganC
Cuery Wizard For

ansaction List

Process Guery = Bypass Criteria =

Findd records where

Cancel =

All D of the following apply

Reset Wizard =

Reset Guery =

Transaction Notes

Sales Tax Amount
SEQN

Split Indicator

Trans ID
Transaction Amount
Transaction Date

Transaction Type
User ID

Transaction Notes

(<[]

Order bythe following fields | | Reset |

j | is equal to
A

H

USING THE FIRST DROP DOWN BOX, SELECT TRANSACTION NOTES

Transaction List {Custom View) Goto page | 200 of 1838 m M« » W D
Select a View | Default view [ [EEEN l

Create Export File= Create Secured Export File= Save Guery= Create Guery= Mass Updates
Row Trans ID :E_ﬁ::l?oy_ee List Epovee Merchant Hame = 17:;:;3'““0“ Jaes ORGN ACCT ACTV Transaction Post Date Reviewed Approved MCC

Hame S

2936 357249 €3 Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fa45.11 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2557 357245 €9 Posted DREXEL UNIVERSITY OFFICE DEPOT #1081 $1233  §000 110001 3231 0319 0 0411672005 041872008 [l B 58965 B00-
2935 357247 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fl522 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2939 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 200 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2990 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 1580 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2991 357244 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 5191 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2992 357243 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 27 40 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2993 357242 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 3501 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2994 357241 €3 Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 44 55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2995 357240 €3 Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F7E 45 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2996 357239 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 §a1 55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2997 357235 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 2957 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2995 357237 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fa07 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 800
2999 357235 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 $103:53 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
3000 357235 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 244 76 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-




5. LEAVE THE THIRD BOX BLANK

JPMorganChase

Cuery Wizard For Transaction List D

Process Guery = Bypass Criteria = Cancel = Reszet Wizard = Reszet Query =
Find records where | All D of the following apply l
Transaction Notes j | is equal to j >

Sales Tax Amount
SEQN

Split Indicator

Trans ID
Transaction Amount
Transaction Date

Transaction Notes
Transaction Type =
User ID =

¥

Order bythe following fields | | Reset |

6. CLICK ON PROCESS QUERY

JPMorganChase Menu:

Cuery Wizard For Transaction List D

- Process Guery = Bypass Criteria = Cancel = Reszet Wizard = Reszet Query =

Find records where | All D of the following apply

I Transaction Notes j I is equal to j ﬂ

Order bythe following fields | | Reset |




7. ANY TRANSACTIONS THAT ARE MISSING NOTES WILL APPEAR
PLEASE NOTE: EVERY TRANSACTION MUST HAVE “TRANSACTION NOTES”

JPMorganChase

Transaction List {Custom View) Goto page | 200 of 1838 m M« » W
Select a View | Default view [ [EEEN
Create Export File= Create Secured Export File= Save Guery= Creste Guery= Mass Updates
Row Trans ID :EI—I—V—"::]::: ¢ Last IE:_L‘::I_O\‘E Merchant Hame = ORGH ACCT ACTV 1 post Date Reviewed Approved MCC
- Hame

2986 357249 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 a4s11 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-

2857 357248 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 $1233 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

2988 387247 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 1522 FO.00 110001 3231 039 0 04162005 040552005 2 = 5865 500

2059 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 200 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00- 7

2990 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 $16.80 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-

2891 357244 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 5191 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

2892 357243 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 27 40 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-

2893 357242 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 3501 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

2894 357241 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 44 55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-

2895 357240 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 7645 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

2996 357239 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 $51.55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-

2997 357238 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 $59.57 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

2998 387237 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fa07 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 800

2899 357236 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F103.53 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-

3000 357235 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F244 76 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
.

8. CLICK ON MERCHANT NAME

JPMorganChase

Transaction List {Custom View) Goto page | 200 of 1838 m M« » W D
Select a View | Default view [ [EEEN
Create Export File= Create Secured Export File= Save Guery= Create Guery= Mass Updates
Row Trans ID :EI—I—V—J:]::: ¢ Last IE:_L‘::I_O\‘E Merchant Hame = ORGH ACCT ACTV Iransaction Post Date Reviewed Approved MCC
- Hame
2986 357249 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 a4s11 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2857 357248 € Posted DREXEL UNIVERSITY ‘ OFFICE DEPOT #1051 $1233 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2988 387247 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fl522 FO.00 110001 3231 039 0 04162005 040552005 2 = 5865 500
2059 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 200 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00- 7
2990 357245 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 1580 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2891 357244 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 5191 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2892 357243 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 27 40 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2893 357242 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 3501 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2894 357241 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 44 55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2895 357240 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F7E 45 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2996 357239 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 §a1 55 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
2997 357238 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 2957 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
2998 387237 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 Fa07 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 800
2899 357236 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F103.53 FO00 110001 3231 039 0 041620058 0401572005 2 = 2965 &00-
3000 357235 € Posted DREXEL UNIVERSITY OFFICE DEPOT #1051 F244 76 FO.00 110001 3231 039 0 04162005 040552005 2 = 2965 &00-
.




9. ENTER TRANSACTION NOTES MUST BE CONCISE & COMPLETE

PLEASE DO NOT STATE “SUPPLIES” WITHOUT ADDITIONAL INFORMATION

JPMorganChase £)

| help | home

Post Date

Customer Code
Merchant ID

Visa Merchant ID
Trans Merchant Hame
Trans Merchant City
Merch. State / Prov
Merchant MCC
Originating Currency
Orig Currency Amt
Subtotal

Sales Tax Amount

Total

Transaction Hotes

—)

0401 52005

110001 33133011

B71

000002333554

COFFICE DEPOT #1081

800-937-3600

(ih)
2965
LS Dallar
$12.33
$12.33
$0.00
$12.33

10. CLICK SAVE

JPMorganChase £)

| help | home

Transaction Detail Record 387248

Trans Merchant City
Merch. State / Prov

Merchant MCC

Orininatina Cirreney

Reviewed 2

Approved =

Fiscal Year End F

A vt Huml 4291
Cardholder DREXEL UMIVERSITY,
Transaction Date 0401 62005

Post Date 0401 82005
Customer Code 110001 33133011
Merchant ID B71

Visa Merchant ID 000002333554
Trans Merchant Hame COFFICE DEPOT #1081

800-937-3600

[ih)

5965

IS Dinllar

ORGH

3231 - Purchasing

FUHD

110001 - Education & General

ACCT

’W - Office Depot Clearing Account
ACTV

[0

REGH

[0

SEGH

[

« »gE

Wiewy Tranzaction Detail




