J.P. Morgan PaymentNet




New Transactions

When a transaction hits your account an Email is sent from
PaymentNet: New transactions for Review

Click on the link provided https://www.paymentnet.jpmorgan.com

to sign in with your User ID and Password

JPMorgan PaymentNet®
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https://www.paymentnet.jpmorgan.com/

New Transactions Continued

Choose “Get Access Code” or “l have an access code”.

J.P Morgan PaymentNet® J.P. Morgan Commercial Card

Register Computer

We take security seriously. An access code helps us verify your identity and keep your account safe. Click the button "Get He\p Desk
Access Code" to receive an email with the information that you will need to access your account.

Help with this page [
GetAccess Code P pag
-
| have an access code | General Log In Help

Return to Log In Page

Tips

« Anaccess code will be sent to the email address in
your profile. It should arrive within a few minutes.

« Ifyou are having problems, you can call the number
on the back of your J.P. Morgan Commercial Card for
assistance.
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New Transactions Continued

Go to your email and copy your access code and paste it in the
Access Code box, enter password, and choose the appropriate

radio button to register or not register the computer being used.

JPMorgan Ppaymentnet®

J.P. Morgan Commercial Card

Register Computer

Ser nde helps your se our acoount sa buton Help Desk
0655 CONE™ 10 reCen ail t YU WHll et accoun
i .
o Help ge (5
An emall was sant fo ¥ a@noc edu with your access cods Lot Help (5
Access Code etum Page
58958539
Gt ARCINer ACcess Coge Tips
]
AN access code will be 5 1he email add
asoidi = i profi Id a i 3 few mintes
Registration Oplions I e U can cail ine et
egister my ster P Choos opt e Dy N Commen L]
assistance
are on a private Compuier
Do et reg S Compuler Please choose oplion
ana o shared computer 8e
nd close all browses windows whel e
session
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New Transactions Continued

You will see this screen when you successfully registered your
computer.

J.P Morgan PaymentNet® J-P. Morgan Commercial Card
Complete
Help Desk
@ Access code verified
We have reg puer to you o ) . Help witn this page

aaaaaaaaaaaa

General Log In Help

m to Log In Page
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New Transactions Continued

When a charge hits your account, it will appear under “Transaction
Activity”. Click on the blue hyperlink “View”.

JPMorgan PaymentNet®

Home Transactions Statements Reports My Accounts Payments Help

Items Awaiting Your Action
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New Transactions Continued

Or click the tab “Transactions” then “Manage”. Click on the blue
hyperlink under transaction amount.

JPMorgan PaymentNet®

Contact | My Profile | Log Out

Home Transactions Statements Reports My Accounts Payments Help

Look For.. A Advanced Query
Save View Statement

Customize Columns

New Query

Transaction List

Filter By | Last 30 Days - System (All Accounts) v| ( et as Default Query |

O Account Number 5 Cardholder First Name % Cardholder Last Name S  Transaction Amount $ PostDate $ Transaction Date $ Merchan

0O @ & e 2902 ] $3047  04/19/2024 04118/2024  AMZ!
yr——  ———————————————— >
0 of 1 Selected

Mass Update | Review | Approve = | Reject | Upload Receipts | | Export Al

Privacy Policy & Disclosures | Terms & Conditions | Security Best Practices @ 2024 JPMorgan Chase & Co. All rights reserved.

PaymentNet®
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New Transactions Continued

Under Accounting Codes:

. Choose from drop down menu “NOC COA”
. Search or type in your Account Number.

. ldentify the charge in Transaction Notes.

o Click Receipts
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New Transactions Continued

JPMorgan PaymentNet

Home Transactions Statements Reports My Accounts Payments Help

Transaction Detail - General Information

General Infarmation REGEI)Q Addendum Histary

m Dispute “-—/

* Required Fields
Transaction Information
Settlement Method Commercial Card
Transaction Type Purchase
Cardholder Name _
Account Number =+e=*+=+e*=, 2902
Transaction Date 04/18/24
Post Date 04119724
MCC 5342
Merchant AMZN MKTP US

Merchant Location AMZN COM/BILL, WA, US

Original Merchant AMZN MKTP US"JAZ902063

Parent Merchant AMZN MKTP US

Approval Status — Approved
Reviewed Roice, Kimberiee

Approval 1 Biggs, Audra
Accounting Codes

Chart of Accounts | M

Return to Transaction List

1011 M4 P K

Account Number' || 290-16030-1600-5-20200-01 - [

(Aod as Favorite | | Delete Favorite |

Transaction Customn Fields

Transaction Motes

| Office Sugplies

2985 characlers remaining
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New Transactions Continued

Click Attach Receipt

Contact | My Profile | LogOut

JPMorgan PaymentNet®

Home Transactions Statements Reports My Accounts Payments Help

Transaction Detail - Receipts Return to Transaction List
General Information | Receipts = Addendum  History 1of1 H 4 » M

To upload receipt image files from your computer, select "Attach Receipt". The acceptable file formats are PDF, JPG, GIF, TIFF or PNG, and each file cannot exceed 5MB.

Attach Receipt

[] Receipt Name File Type File Size Description Receipt Amount Receipt Currency Receipt Date Upload Date
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New Transactions Continued

Fill in “All boxes” and click upload receipts

Upload Receipt

" Required Fields

Select File * | C:\fakepath\113-0309861-142¢

Receipt Name *  113-0309861-14290 19

i
Receipt Date  4/16/24 B3

(MM/DD/YYYY)

Receipt Description Office Supplies

Receipt Amount | 30.47

Currency [UsSD v
Upload Receipt
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New Transactions Continued

Click on General Information

| MyProfile | LogOut

J.PMorgan paymentNe

Home Transactions Statements Reports My Accounts Payments Help

Transaction Detail - Receipts Return to Transaction List

General Information | Receipts = Addendum  History 1of1 M4 » M

To upload receipt image files from your computer, select "Aftach Receipt™ The acceptabie file formats are PDF, JPG, GIF, TIFF or PNG, and each file cannot exceed SMB.

Attach Receipt

Receipt Name File Type File S5ize Description Receipt Amount Receipt Currency Receipt Date Upload Date
113-0309861-1429019 POF 0.030MB Office Supplies 40.76 uso 04/16/2024 0472212024
113-0309861-14290 19 POF 0.030MB Office Supplies 3047 usD 04/16/2024  05/03/2024
] 113-0309861-142902 PDF 0.030MB  supplies 4076 04/16/2024  05/03/2024
0 of 3 Selected

1of1 M4 P N
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New Transactions Continued

Click Reviewed (need to swap out this approved status that shows
only my name) This will notify the approver for them to approve.

Contact | MyProfile | LogOut

JPMorgan  paymentNete

Home Transactions Statements Reports My Accounts Payments Help
Transadfiger Detail - General Information Return to Transaction List

General Information  Receipts | Addendum  History 1oft M4 p N

* Requ Fie ds

Transaction Information Approval Status — Approved
Settlement Method Commercial | Card Reviewed _
Transaction Type Purchase Approval 1 |
Cardnolder Name - Accounting Codes
Account Number "==""*"""2302 Chart of Accounts  NC

Office of Financial Affairs NOC HREEEE&N




New Transactions Continued

The first working day of the month, print statement and attach
original invoices with your signature and take to Audra Biggs.

Contaci | My Profile | Log Out

JPMorgan PaymentNet®

Home Transactions Statements Reports My Accounts Payments Help

Statement Detail

Billing Date | 04/30/2024 + Credit Limit $5,000.00

Due Date 05/14/2024 Available Credit $5,000.00

Account Number

Statement Amount  $30.47 (Pay) Cash Limit $0.00

Cash Available $0.00

To request accessible statements, please call 1-800-315-8058

View Statement (PDF)

PostDate $ TranDate 3 Reference % Description 5  City State/Prov 3 MCC 3 Amount

$ 04-19-2024 04-18-2024 24692164109104244493877 AMZIN MKTP US  AMZN.COM/BILL WA 5942 $30.47
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New Transactions Continued

J.P Morgan MEMO STATEMENT

IPMORGAN CHASE BANK NA THIS IS NOT A BILL

FO.BOX 15818
MAIL SUITE DE1-1404

WILMINGTONK DE 19850 ACCOUNT NUMBER 4485-9201-2153-0002
STATEMENTDATE 0:902: — - _
ACCOUNT NUMBER ACCOUNT SUMMARY
FOR CUS;I’?;-; jﬂla'ylé:!gslci CALL:
NET CHARGES §30 A7 YOOKXXKE 142 1512902
FOR Ll:B‘:ss ;‘?li“‘!cﬂ%?ns CALL: PURC AT I._l
B00-318§- HEE Ci
STATEMENT DATE:
FOR TTY/TOD SERVICE CALL: CASW ADVANCES Lo
1-800-855-8060 o&30/24
KIMBERLEE ROICE == QODODOO LEEICE Lo ]
;“ZJEERERE gx CglLEGE CASWADVANCE FEE Fii
ATTN CARMEN TETIK SEND BILLING INOQUIRIES TO: IMETCHARGES 3047 |
TONKAWA 0K 764653-4022 - .
JFMORGAN CHASE BANK NA BB T ANONN ]
COMMERCIAL CARD SOLUTIONS
FOR RECONCILIATION PURPOSES ONLY. DO NOT SEND PAYMENT. F.O. BOX 2015
___________________________ MAIL S UITE IL1-8225
ELGIN, ILED 121
NAME: KIMBERLEE ROICE CYCLE LIMIT: §5,000
ACCOUNTING CODE:
LTI Il
CARDHOLDER ACTIVITY
Purchasing Activity
POSt Tran
Date D¢ Remrence Mimer Transacedn CesCrpeon amoune
04~ D&-18 24092164100104245493877 AMZN MKTP US*JA2002063 A MZN COM/BILL WA 30 4T

PO.S.IMADISON PRINCE 04 SALES TAXI 000

TO®I PUrChasmg ACtivey 30 &7
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Receipts

o If the Receipt Imaging feature is enabled for your organization, you
can upload scanned receipts and attach them to your transactions.
You can attach receipts at any time, regardless of the transaction's
approval or export status. Thére is no limit to the number of receipts a
transaction can have.

* Receipt images are available to view in PaymentNet immediately after
they are uploaded and are retained for 3 yéars from the upload date.
To receive an email naotification when your receglots are available to
view, enable the Receipt Images Attached email notification in your

profile.

Office of Financial Affairs NOC I‘:I)REEEEE\J




Receipts - Upload

Upload scanned receipts

1. Go to Transactions > Manage to view the Transaction List.

2. Upload your receipts:

e For a single transaction, click the transaction amount. Go to the Recelipts
tab and click Attach Recelpit.

 For multiple transactions, select them in the Transaction List and click
Upload Recelpt.

Office of Financial Affairs NOC HREEEE&N




Receipts - Upload Continued

Upload scanned receipts Continued

3.

Click Browse, select a file to upload, and click Open. Only PDF,
JPG, GIF, TIFF, and PNG file types are allowed, and the file
must be no larger than 5 MB.

Provide the requested reference data, then click Upload
Receipt. By default, the image file name is used as the receipt

name; you can modify the receipt name but you cannot leave
this field blank.

Office of Financial Affairs NOC HREEEE&N




Receipts - Upload Continued

5. Repeat these steps to upload additional receipts and attach
them to the same transactions.

When the same receipts are attached to multiple transactions,
each transaction will have its own copy of the receipts and the
associated reference data.

You can remove receipts from one of the transactions or update
the reference data without affecting the other transactions in the
original group.

Office of Financial Affairs NOC HREEEE&N




Receipts — View

Transactions that have receipts attached are marked with a paper
clip icon in the Transaction List.

 Click the icon to view a list of the receipts and the reference data
on the Recelpts tab.

 Click a receipt name to display the receipt image. Uploaded
receipts are always displayed in PDF format, regardless of the
format of the uploaded file.

Office of Financial Affairs NOC HREEEE&N




Review Transactions

Review transactions in the approval workflowOnce transactions
post to PaymentNet, users can begin the review and approval
orocess. Cardholders review their transactions, and transaction
approvers submit their approvals.

As a cardholder, you can review transactions within your Hierarchy
ID and scope of view. For example, you might reconcile each
transaction amount with a receipt or statement and then mark the
transactions as Reviewed.

Office of Financial Affairs NOC I‘:I)REEEEE\J




Review Transactions Continued

To review multiple transactions at the same time, all the
transactions must be in a hierarchy to which you have a scope of

view.

To view a list of transactions that need to be reviewed, click the
View link in the Transaction Activity panel of the Cardholder
Dashboard.

Office of Financial Affairs NOC HREEEE&N




Review Transactions — Review One

1. Go to Transactions > Manage to view the Transaction Llist.

2. Find the transaction you want to review and click the transaction
amount.

3. Review the transaction details and make any necessary changes.
4. Select the Review check box.

5. Click Save. The transaction is marked as Reviewed and, If
applicable, forwarded to the appropriate approver.

Office of Financial Affairs NOC HREEEE&N




Review Transactions — Review
Multiple

1.
2.
3.

Go to Transactions > Manage to view the Transaction List.
Select the transactions you want to review.

Click Review. Transactions are marked as Reviewed and, if
applicable, forwarded to the appropriate approver.

ffice of Financial Affair
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Split Transactions

When editing a transaction, you can divide the information into multiple
lines of accounting so that costs are allocated to the correct cost
centers. This practice is known as adding lines or splitting a transaction.
If your organization has defined custom accounting codes or
Transaction custom fields, you can apply them to the individual line
items as needed.

By default, Transaction custom fields are available for each line item;
however, they can be configured so that they are not included in line
items. If any of your Transaction custom fields have been set up this
way, they can only be specified at the transaction level and will not be
shown for line items.

Office of Financial Affairs NOC I‘:I)REEEEE\J




Split Transactions Continued

1. Go to Transactions > Manage to view the Transaction List.

2. Find the transaction you want to split and click the transaction
amount.

3. In the Split Transactions settings, click Add Lines.

4. Enter the number of lines you want to add and click Add. The
maximum number of lines is 300.

5. Enter the line item details in the fields that display.

Office of Financial Affairs NOC HREEEE&N




Split Transactions Continued

6. To reveal the accounting codes and custom fields for a single
line item, click the plus sign. To display these fields for all line
items at once, click Expand All.

/. To assign custom accounting codes to a line item, select a
chart of accounts or a saved favorite from the Chart of
Accounts list and specify the segment values.

8. Supply the values for any Transaction custom fields.

Office of Financial Affairs NOC HREEEE&N




Split Transactions Continued

9. Add or remove line items as needed:

e To add another line item, click Add and complete the line item fields Iin
the new row.

* To remove a line item, click Delete and adjust the line item fields for the
remaining rows.

 To remove all the line items from the transaction, click Remove Lines.
10.Click Save.

Office of Financial Affairs NOC HREEEE&N




WfeX® Life changing.
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