
 

 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  
 

 
 

 

 

**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  
 

 
 
 
 
4. CLICK ON TRANSACTION 
 

 
 



5. NEXT, CLICK ON STATEMENT OF ACCOUNT 
 

 
  
 
6. CLICK ON APPROPRIATE CYCLE YOU WANT TO GENERATE  
 

 
 
 
 
 



7. CLICK ON PROCESS CRITERIA 
 

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

 
 
 
 
 
 
 
 



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

 
 

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

 
 

 

 

 

 

 

 



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

 

 
 

12.       CLICK ON PRINT BUTTON TO PRINT YOUR STATEMENT 
   

 



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. FAX TO 215-895-2877 
3. INTEROFFICE OR MAIL TO: 
 

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

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

 

 
 

 

 

 

 
 

THE END………. 
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