STEP BY STEP INSTRUCTIONS FOR PRINTING YOUR
STATEMENT OF ACCOUNT

1. LOG INTO PAYMENTNET.COM

2. CLICK ON THE PAYMENTNET LINK ON THE LEFT HAND SIDE OF PAGE

Drexel Universily

Thursday, October 1, 2009 Everts/Training

Paymentlet™ Welcome Pcard Training

Locale Settings Message from your Pr

ogram 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.

**PLEASE NOTE: PRIOR TO ATTEMPTING TO GENERATE A
STATEMENT OF ACCOUNT, BE SURE THAT EVERY
TRANSACTION HAS A TRANSACTION NOTE



3. ON THE BLUE MENU BAR, CLICK ON ALL REPORTING

JPMorganChase : [~]
Transaction List (Custom View) Transaction List ] [ zoto page [1 of 1393 m » » D
Select & iew | Default view [0 [EEES Employee Profiles
Create Export File= Create Secured Export File= Save Guery= Cre!e T
Merchant Profile List
Schedule Auto Reports
Employee _|Awailable Aute Reports ) Original
Row Trans ID EmpluyEcis Merchant Hame e Post Date Reviewed Approved M Merchant Rl
Hame Hame forailable Download Files = Cit

1 sg1505 € DREXEL UNIVERSITY TELROSE CORP $60 J==== Miscellaneaus Profiles ==== 090282009 0903002009 BE 7 5923 000-00000C0 O
Accounting Code List - -

2 sg1504 € DREXEL UNIVERSITY TELROSE CORP 533 \tarohant Category Code List 090282009 0903002009 E 7 5923 000-0000000 O

3 sg1503 € DREXEL UNIVERSITY TELROSE CORP § ==== Setup/admin ====== 090282009 0903002009 BE 7 5923 000-00000C0 O
Accounting Code Setup = = =3

4 551502 €) DREXEL UNIVERSITY TELROSE CORP $160.7 Accounting Cyele 090282009 0903002009 E 7 5923 000-0000000 O

5 551501 €) DREXEL UNIVERSITY TELROSE CORP gian gAeseunting Export File 09282008 09000 [T 5399 oo0-0000000 O
Auto Accounting Export Setup

& 561500 € DREXEL UNIVERSITY TELROSE CORP $322 {Approval Level/E-mail 09/28/2009  09/30/2009 E 7 5923 000-0000000 O
Billing Cyel y - .

7 561499 € DREXEL UNIVERSITY TELROSE CORP 053 ometianes Manitar Da;zeoe  oasoRoe I [T 5393 ooo-ooo0ooo o

& 561495 € DREXEL UNIVERSITY TELROSE CORP $593 fEdit E-mail Message 09/28/2009  09/30/2009 E 7 5923 000-0000000 O
Fleet Purchaze Exception

9 sg14a7 € DREXEL UNIVERSITY TELROSE CORP $36.1 General Information Setup 090282009 0903002009 BE 7 5923 000-00000C0 O

10 561495 € DREXEL UNIVERSITY TELROSE CORP $38 5 :::::2:: f;‘::gement pasi2009  ogsncona 7 5923 000-0000000 O

11 561435 € DREXEL UNIVERSITY TELROSE CORP §25 f{Import File B pomazoos o900 BE 7 5923 000-00000C0 O

12 561434 € DREXEL UNIVERSITY TELROSE CORP $1299  §000 11000 32F0M9 0 090282009 0903002009 E 7 5923 000-0000000 O

13 561433 € DREXEL UNIVERSITY TELROSE CORP $66.16  $0.00 11001 32I 0M9 0 090282009 0903002009 BE 7 5920 ooo-ooooooo o =2

14 sg14a2 € DREXEL UNIVERSITY TELROSECORP  $137455  $000 110001 323 0319 0 090282009 0903002009 E 7 5923 000-0000000 O

15 sg14a1 € DREXEL UNIVERSITY TELROSE CORP $1384  §000 11000 32I0M9 0 090282009 0903002009 BE 7 5923 000-00000C0 O
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4., CLICK ON TRANSACTION

Reports =]

Select a Category
O CardholderEmployes @ Tranzaction O hderchart O Acdministration O Al
Report Description

The CarRentalSpendingSummary identifies the top Car Rental Agencies. with the amount spent, the number of transactions and the number of detail records. This information can
be used for preferred vendor negatistions and program complisnce. The report is grouped by Rental Agency, and lists largest dollar amounts first. The report includes Rental
Agency, transaction count, detail count, charges, credits, net amount, average transaction amount, along with totals by rental agency and a grand total.

Car Rental Spending
SUMmary

The Foreign Currency report can be used to reviewy transactions that occurred on foreign soil as well a3 the currency and exchange rate information. Subtotals are provided for
Foreign Currency each account, a3 well as Grand Taotals for the entire report. The report lists: Account Name, Account #, Transaction Date, Post Date, MCC, Merchant Mame and Country, US Dallar
Amount, Foreign &mount, Exchange Rate and Currency Courtry.

Statement of Account Custom report.

Tranz Detail with Acct
Codes & Motes - - Includes: Tran 1D, Mame, Acct Mumber, Tran Date, Post Date, Merchant MameiCityiState, MCC, Sales Tax, Tran &mount, Orgn, Fund, Acct, Acty, Notes.
Sortahle

The Transaction Detsil report can be used to monitor the purchases for each account. (Payments are excluded from this report.) Subtotals are provided for each account, as well
Tranzaction Detail g5 Grand Totals for the entire report. The report lists: Account Mame, SAccount Mumber, Transaction Date, Post Date, Merchant Mame, Merchant City and State, MCC| Debit Smount,
Credit Amount, and Tax,

Tranzaction Detail

; The Transaction Detail with Account Codes and Motes report lists all transactions by Cardholder including merchant name, transaction and post dates, transaction amount, up to &
with Accourt Codes

aocount codes, and transaction notes.

and Motes

The Detail with Addendum report iz used to analyze only purchasing type transactions. A transaction iz classified by the report s purchasing by an indicator in the merchant
Tranzaction Detail category screen. The report only provides purchase addendum details. The report groups the transactions by cardholder . |t displays transaction date, post date, merchant name,
wyith Acddendum merchant city, merchant state, MCC, debit amount, credit amount, merchant sales tax and if applicable the level 3 data sent by the merchant such as tem guantity, tem description,

unit cost, line item total, product code and unit of measure.

The Transaction Detail report lists the purchases for each account. Since each account's activity is detailed on & separste page, this report can be printed and given to cardholders
that don't have access to Paymentiet to review their transactions. (Payments are excluded from this report.) The report lists: Sccount Mame, Transaction Date, Post Date, Merchant
Mame, Merchant City and State, Debit Smount, Credit Amount, and Tax,

The Transaction Summary report summarizes the number of transactions and total dollar amourt for each account. The report lists: Account Mame, Account Mumber, Mumber of
Debit Transactions and Daollar Amount, Mumber of Credit Transactions and Dollar Amount, Total Mumber of Transactions and Dollar Amount. y

Tranzaction Detail
weith Page Breaks

Transaction Summary




5. NEXT, CLICK ON STATEMENT OF ACCOUNT

JPMorganChase

Reports [#]

Select a Category
O CardholderEmployes @ Tranzaction O hderchart O Acdministration O Al
Report Description

The CarRentalSpendingSummary identifies the top Car Rental Agencies. with the amount spent, the number of transactions and the number of detail records. This information can
be used for preferred vendor negatistions and program complisnce. The report is grouped by Rental Agency, and lists largest dollar amounts first. The report includes Rental
Agency, transaction count, detail count, charges, credits, net amount, average transaction amount, along with totals by rental agency and a grand total.

Car Rental Spending
SUMmary

The Foreign Currency report can be used to reviewy transactions that occurred on foreign soil as well a3 the currency and exchange rate information. Subtotals are provided for
Foreign Currency each account, a3 well as Grand Taotals for the entire report. The report lists: Account Name, Account #, Transaction Date, Post Date, MCC, Merchant Mame and Country, US Dallar

Amount, Foreign &mount, Exchange Rate and Currency Courtry.
- Statement of Account Custom report.

Tranz Detail with Acct
Codes & Motes - - Includes: Tran 1D, Mame, Acct Mumber, Tran Date, Post Date, Merchant MameiCityiState, MCC, Sales Tax, Tran &mount, Orgn, Fund, Acct, Acty, Notes.
Sortahle

The Transaction Detsil report can be used to monitor the purchases for each account. (Payments are excluded from this report.) Subtotals are provided for each account, as well
Tranzaction Detail g5 Grand Totals for the entire report. The report lists: Account Mame, SAccount Mumber, Transaction Date, Post Date, Merchant Mame, Merchant City and State, MCC| Debit Smount,
Credit Amount, and Tax,

Tranzaction Detail

; The Transaction Detail with Account Codes and Motes report lists all transactions by Cardholder including merchant name, transaction and post dates, transaction amount, up to &
with Accourt Codes

aocount codes, and transaction notes.

and Motes

The Detail with Addendum report iz used to analyze only purchasing type transactions. A transaction iz classified by the report s purchasing by an indicator in the merchant
Tranzaction Detail category screen. The report only provides purchasze addendum details. The report groups the transactions by cardholder. | displays transaction date, post date, merchant name,
with Addendum merchant city, merchant state, MCC, debit amount, credit amount, merchant sales tax and if applicable the level 3 data sent by the merchant such as tem quantity, tem description,

unit cost, line item total, product code and unit of measure.

The Transaction Detail report lists the purchases for each account. Since each account's activity is detailed on & separste page, this report can be printed and given to cardholders
that don't have access to Paymentiet to review their transactions. (Payments are excluded from this report.) The report lists: Sccount Mame, Transaction Date, Post Date, Merchant
Mame, Merchant City and State, Debit Smount, Credit Amount, and Tax,

The Transaction Summary report summarizes the number of transactions and total dollar amourt for each account. The report lists: Account Mame, Account Mumber, Mumber of
Debit Transactions and Daollar Amount, Mumber of Credit Transactions and Dollar Amount, Total Mumber of Transactions and Dollar Amount. y

Tranzaction Detail
weith Page Breaks

Transaction Summary

6. CLICK ON APPROPRIATE CYCLE YOU WANT TO GENERATE

JPMorganChase

Report Criteria For Statement of Account Return to Report List D

Process Criteria = Bypass Criteria = Reszet =

Find records where | All D of the following apply

Accounting Cycle j I is equal to j Sep 2009 j ﬂ
Sep 2009
- A 2008

Jul 2009

Jun 2009
May 2009
Apr 2009
Mar 2009
Feb 2009
Jan 2009
Dec 2008

=

Order bythe following fields | | Reset |




- Process Criteria = | Bypass Critetia = | Reset =

7. CLICK ON PROCESS CRITERIA

JPMorga nChase “" Menu: gos Ire niversity | help | home

Report Criteria For Statement of Account Return to Report List D

Find records where | All D of the following apply

| Accounting Cycle j | is equal to jl Aug 2009 j

Order bythe following fields | | Reset |

8. CLICK ON 1** GREEN ARROW TO CREATE YOUR STATEMENT IN .pdf FORMAT

JPMorganChase () men: [ | 6c? | help | hame

Report Statement of Account Return to Report List

Save Report Criteria

Optional File Prefix

Click to create your report in Adobe .padf format. -
Click to create your report in MS Excel format. Version 5 or higher required.
Click to create your report in MS Word format. Version 5 or higher required.

Copyright® 1997 - 2009 J.P. Margan Chaze & Co. All rights resanvad.




9. YOU MAY NEED TO CLICK REFRESH TO SEE YOUR REPORT-
REPORT USUALLY APPEARS QUICKLY BUT COULD TAKE A FEW MINUTES

JPMorganChase ‘_‘] Menu: go> Drrexel University | help | home

Available Download Files

- Refresh = Matify me by email when files become available [

Goto page | 1 D of 1

File Hame Description Creation Date
StatementofAccount-MA454-14554-2009-10-05-1 44019 podf Statement of Account 100572009 2:40:26 P Delete =

Copyright® 1997 - 2009 J.P. Morgan Chase & Co. All rights resenred.

10. CLICK ON FILE NAME (BLUE LINK) TO OPEN STATEMENT OF ACCOUNT

JPMorganChase ‘_‘] Menu: go> Drrexel University | help | home

Available Download Files

Refresh = Matity me by email when files become available [
Goto page | 1 D of 1
File Hame Description Creation Date
- Statementof Account-hA454-14554-2009-10-05-1 4401 9 podf Statement of Account 100552009 2:40:26 Ph Delete =

Copyright® 1997 - 2009 J.P. Morgan Chase & Co. All rights resenred.

@I] é 0 Inkernet



11. STATEMENT OF ACCOUNT WILL OPEN IN .pdf FORMAT
PLEASE NOTE: ALL TRANSACTIONS MUST HAVE NOTES PRIOR TO
PRINTING AND SUBMITTING STATEMENT

ﬁﬂ#ﬂ' @ Q%ITIE' & ® [s8% - | o [ [Ffra -

Statement of Account

Scopes Transaction Fosing et Om or Afrer 08212008 TO  On or Bafore (97182008 Orismtation: Landscap
Purchasing Account No: *+++=+eesees 135]

0 GEEEN, GWENDOLYN

] 3201 ARCH ST., SUTTE 340

PHILADFLPHIA, PA 151042756

T =
Tras ID D Duie  Acosmut Code Allacation e o — Gy Seate | Fastal Code MCC  Amomme (D) Tax(f
o GRAYBAR ELECTRIC 3145730300, MO £3105 065 AE00000 000
IRT Bus Mgt Hanry C. Alphin
12 Upgead Brocada 49005
"
* COING SV17/I0ME 2441255 502790488513 GRAYEAR ELECTRIC 314573900, MO £3105 5065 10500 000
IHENETEEN
IRT, Pzl Koanan.
3ea Notra 210s w'SGB RAM 2 73GB SAS Drives Dual
14
e CAVTTVRNR DSFISVA0A MOTICSEMS IR 5522424 KNGS APFLIANCE CENTER UFPER DARBY, P 19032 E £33 0m

25151 0084-388001)
Univ. Howsing, Joo R

Total Teameactioms 15 Tonl Ameunt:  S175,255.45

TSgmree Dai “Approved by Sigmarure | Date

Selection Criteria: {Acestng Cycls o agual m Aag 3008 ) ANEH [Tmpioyes Lut Hars i aqead . grues )

Bepars - 408 01

12.  CLICK ON PRINT BUTTON TO PRINT YOUR STATEMENT
5 _\

GBack h > | |ﬂ lELI _;\J /.-\: Search ‘i"'\'ﬁ’Favorites Q“‘t = Ilg;?_f ﬁ ‘i‘i

Address éjhttps:,f,fwww.paymentnet-comﬂl i

Prinker
(Emis | ﬂ Properties
JPMorganChase ) Sy Ry Commants and Forms:
- Type: Canon iR2220/iR3320 PCLSe |Ducument and Markups j
= Al

" Current view
" Current page
" Pages [1-65

cubset: | Al pages in rangs - 7‘(

T
b

[~ Reverse pages

Page Handling

Copies: 1 = = 25
Page Scaling:  [Shrink ta Printable Area ~] J‘

¥ Auto-Rotate and Center

PEELEREY

I~ Choose paper source by PDF page size
I

Units: Inches Zaom @ 94%

1165

[ Print to file

&] Done 2 & Internst



13. ONCE PRINTED, ENSURE YOU HAVE ALL REQUIRED SIGNATURES AND SUBMIT
TO THE PROCUREMENT DEPARTMENT:
1. SCAN AND EMAIL TO PCARD@DREXEL.EDU (PREFERRED)
2. FAXTO 215-895-2877
3. INTEROFFICE OR MAILTO:

PROCUREMENT DEPARTMENT
3201 ARCH STREET, SUITE 340
PHILADELPHIA, PA 19104

DO NOT FORWARD COPIES OF RECEIPTS UNLESS REQUESTED
BY ONE OF THE PCARD ADMINISTRATORS

JPMorganChase £) PET ~vailable Download Files go> Bl Uisiizsity ) s | natiie
Hﬁ#ﬁ' @ Q%I?fﬂ & ® |9 - = k] -

Statement of Account

Scopes Transaction Fosing et Om or Afrer 08212008 TO  On or Bafore (97182008 Orismtation: Landscap
Purchasing Account No: *+++=+eesees 135]

0 GEEEN, GWENDOLYN

] 3201 ARCH ST., SUTTE 340

PHILADFLPHIA, PA 151042756

Tran ID Ciey / Seatw | Faztal Code MCC  Amowme (D) Tazif
43257

IRT, Pxxd Eocnan

32 Metra 2105 w'5GB RAM 2 TIGB SAS Drives Dual
“““““ KNGS APPLIANCE CENTER UFPER DARBY, PA 19082 s

Univ. Housing, Joe R:

Total Tramactions: 25 Total Ampunts: S175 25546

T CardlEr Sgmtee Tae Approved by Sigmarure | Daie
sebction p—— PRI p——
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