Transaction Detail Report with Accounting Codes & Notes
Please Note: This report REPLACES the end of cycle Statement of Account. This report
does not contain signature lines. However, on the final page with the transaction
totals, the cardholder will need to sign, print their name and date on the lower left
hand side. The approver, once the report and all documentation have been reviewed,

should sign, print their name and date the report on the lower right hand side.
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2. From the Menu bar, Click Reports then select Create:
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3. This will bring you to the Reports Screen (You may only have this report to view)
1) Select report: Transaction Detail with Accounting Codes & Notes

& Report List - Windows Internet Explorer Ii"i"é‘
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Cardhalder Name, Account Number, Merchant Name, Merchant City, Merchant State/Province, MCC,
Transaction and Post Dates, Transaction Amount, Transaction Type, Sales Tax, Transaction Notes, an
unlimited number of Account Codes, and Transaction Custom Fields. Contents of this report are best
viewed in PDF format.

Transaction Detail with Accounting Codes and Motes Transaction

The report displays transactions with their account codes, notes and custom fields. Transactions as well =
as line items are included and payments are excluded from this report. The report lists: Transaction 1D,
Cardholder Name, Account Number, Merchant Name, Merchant City, Merchant State/Province, MCC,
Transaction and Post Dates, Transaction Amount, Transaction Type, Sales Tax, Transaction Notes, an
unlimited number of Account Codes, and Transaction Custom Fislds. Contents of this report are best
viewed in PDF format.

Transaction Detail with Accounting Codes and Motes XLS Version Transaction

This report will display transaction details and the associated airline addendum data (Level 111).When
Transaction Detail with Level 111 Airline Data Transaction viewing Level III airline data, columns for all Level III airline data will be visible but data vill only be
populated for the addendum information provided by the processor.OPTIMIZED FOR MS EXCEL.

This report will display Transaction Details and the associated Car Rental addendum data (Level
III).When viewing Level IIT Car Rental data, columns for all Level I1II Car Rental data will be visible but

Transaction Detail vith Level 111 Car Rental Dats Transaction .2 vill only be populated for the sddendum information provided by the processor.OBTIMIZED FOR MS
EXCEL. |
This report will display Transaction Details and the associated addendum data (Leval 111).When viewing

Transaction Detail with Level 111 Data Transaction Level III data, columns for all Level 11 data will be visible but data will only be populated for the

addendum types provided by the processor.
This report vill display transaction details and the associated lodging addendum data (Level I11).When
Transaction Detail with Level I1I Ledging Data Transaction viewing Level III lodging data, columns for all Level III lodging data will be visible but data will only be
populated for the sddendum information provided by the processor.OBTIMIZED FOR MS EXCEL.
This report vill display transaction details and the associated purchasing addendum data (Level
III).When viewing Level III Purchasing data, columns for all Level III Purchasing data will be visible but

1,
m

Transaction Detail with Level 111 Purchasing Data Transaction ¢ will only be populated for the addendum Information provided by the processor.OBTIMIZED FOR MS
EXCEL.
For each account, the report will list 2l the purchases made. Since each account’s activity is detailed on a
separate page, this repart can be printed and given to cardholders that don't have access to
; ; . Paymentlist to raview their transactions. Transactions as well as line items are included and paymeants
Transaction Detail vith Pege Ereaks Transaction

are excluded from this report. The report lists: Cardholder Name, Transaction 1D, Transaction Date, Post m
Date, Merchant Name, Merchant City, Merchant State/Province, Debit Amount, Credit Amount, Sales Tax

and Transaction Type.

This report can be used to monitor the purchases and payments for each account. The report lists: -
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4. Report Detail screen will display:
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5. You will now create your report:
1) Report Format is Adobe PDF
2) Date Range:

i. Field: “Post Date”
ii. Operation: “Cycle Is”

iii. Value: “Accounting Cycle” and then the appropriate accounting

cycle.

3) Criteria: This section remains the same

i. Field: “Transaction Type

ii. Operation: “Is Not Equal To”

iii. Value: “Payment”

4) Click “Process Report”

6. You will be navigated to Available Downloads:
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Status

Detail with Accounting Codes and Notes XLS VersionT rt 10/15/2012 10:09:32 PM  Successful
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7. Status will be submitted or processing

P4-Oct2012

a. When Status is “Successful”



i. Click on the report; typical zip window will display;

ii. Click “save” and save the file as Last Name First Initial Cycle Year D
for Drexel or M for DUCoM Example: SmithJFeb12D.pdf

File Download @

Do you want to open or save this file?

j Mame: ..counting_Codes_and_Motes_XL5 VersionTest.zip
Type: Compressed [zipped) Folder, 3.21KE

From: www.paymentnetjpmorgan.com

Open || Save || Cancel |

harm your computer. f you do not trust the source, do not open or

I 2 | While files from the Intemet can be useful, some files can potentially
= save this file. What's the sk ?

Click Open Folder; then double click the File Name

Report will Display
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