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Purchasing Card Program - PaymentNet

Logging into PaymentNet

1.
2.

Open your internet browser.
Enter the following internet address into the address bar:
https://www5.paymentnet.com
Enter the following on the PaymentNet Login Screen:
a. Organization ID: GRTBASN
b. User ID: (use the user id that was assigned to your card — the first part of
your GBC e-mail account.) For example: If your e-mail is
janed@gwmail.gbcnv.edu, your user id would be “janed”
c. Pass Phrase: (Enter the temporary password given to you by the purchasing
card administrator)
Click on the “Go” icon
The system will require you to change your “Pass Phrase” (password) the first time
you log into PaymentNet.
Enter your new “Pass Phrase” (password). This password is good for 90 days.
Click the “Save” button.
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Logging into PaymentNet

Login - Windows Internet Explorer I

@. 4 v 8] htps: fwwwS paymenthet.comy v 5 3| X B

File Edit Yiew Favorites Tools Help

% & [Bioon = B B @ - [Yese Gosk

JPMorganChase £

Customer Login

JP Morgan Chase
Commerdal Card Solutions B EEER <
Comprehensive commercial card programs built e )
around the needs of each business to help
fitabil 4 Pass Phrase
maximize profitability and cost savings.
[#] Remember my 1D
Forgot your Pass Phrase ?
Use Internet Explorer 7+ to enlarge page vie within PaymentNet for enhanced readability
All rights reserved. Privacy Policy Terms & Conditions
Done [ € Internet
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Changing “Pass Phrase” (password)

1. Go tothe menu bar on the home page.
2.  Select “My Profile” (second icon button from right).
3.  Click on “Change Pass Phrase” in the General Information section.

Navigating Icons from left to right:
House — Home Page
Phone — Contact Information
Person — My Profile
X - Logout

= My Profile - Windows Internet Explorer

6;;' 2] https: fiwwws pavmentet.comMyProfile /Generallnfor mation . aspx vl & (|42 x Google EadMd

Eile Edit Wiew Favorites Tools Help

W & [@My Prafile 1_\ -8 i - [rPage ~ ) Tonk 2

Transactions Reports Accounts Employees Payments Administration Help

My Profile

User ID gimb Name Gim Briggs

/ Change Pass Phrase E-Mail Address /
Gimb@gvmail.gbenv.2du
Language

" English (United States Enable E-mail notification for:
(Region)
Date Format M/d/yyyy Reports

[¥] 1mpert Files
[ export Files
[¥] payments

[ mappers

@ 2010 JPMorgan Chzse & Co. All rights reserved. Privacy Policy | Terms & Conditions

L3 € Internet H100% -
BEE UL 1

‘s start E &~ 71 Movell Gr 2. T Paymenitet Card... 2 Wy Profile - Wind...

ADDITIONAL NOTE: The boxes checked are based on the “Role” that you are set up under.

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Changing “Pass Phrase” (password)

Enter your old “Pass Phrase” (password).

Enter your new “Pass Phrase” (password). Must be at least 6 characters.
Confirm your new “Pass Phrase” (password).

Click the “Save” button.

The new “Pass Phrase” (password) will take effect upon your next login.

O N WU A

7= My Profile - Windows Internet Explorer

@; - |@, https: /fwwwS. paymentnet.comMyProfile /Generallnfor mation. aspx V| & ‘ *2|| X ‘ | P

Eile Edit ¥iew Favorites Toolks Help

W [@My Frofile ]7} -6 @ - [heage~ GTokv T

cSc

GREAT BASIN COLLEGE
J

Transactions Repors Accounts Employees Payments Administration Help

My Profile
User ID gimb Name Gim Eriggs
> +0ld Pass [ E-Mail Addrass
T Phrase gimb@gwmail.gbcnv.edu
/'V*New Pass I Enable E-mail notification for:
Phrase [#lReports
el
/| Pass Phrase
Language
(Region)
v
Date Format M/d/yyyy Import Files
[#] Export Files
[7 payments
[¥] mappers
© 2010 JPMorgan Chase & Co. Al rights reserved. Privacy Policy | Terms B Conditions

(% @ Internet ®100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Viewing/Reviewing Transactions

1. Go tothe menu bar on the home page.
2.  Select “Transactions”
3. Select “Manage”

= Welcome - Windows Internet Explorer

6\:: €] https: /fwww3 paymentnet.com/Portal Aielcome, aspx vl G [*| x Google
Eile Edit Wiew Favorites Tools Help

— _ R »
e [@\Ne\cume ] 1 -8 i - |FPage v () Took ~

Transactions Reports Accounts Employees Payments Administration Help

Manage
Approve
Authorizations/Declines
Query

Items Awaiting Your Action

reat Basin College Purchase Card program - please contact Gim Briags at 775-753-2250 or at > Hew files for Dovmlosd
Statement du = ————————

Additional Resources:

The Training Modules listed ars tutorials for all users of PaymentNet. From cardholders to administrstors, training brought to your
desktop

To accass = moduls, simply click on the links below:

* Reviewing s Transaction
# Splitting a Transaction
® Disputing a Transaction
* Running Queries

* Running Reports

© 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

https :/fwrwwS. paymentnet.com,/Transaction,List aspx?le=q0wfKLFn4s EEX1aHC S6rk % 2P SdPIfc 1gSp4ybOEvC X 4EuraZ3PPOF vy 462 2SZFN [# € Internet E100% T

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Viewing/Reviewing Transactions - Continued

4.  This will take you to the Transactions List page. This screen will display all
transactions that you have authority to review/update.

5.  Atthe “Default Query” drop-down box, click on “Waiting for My Review” to view
older transactions that are on your current statement.

6.  Extra details may be available on each transaction. If icons are displayed in the
“Trans ID” column, then extra details are available.

7.  Click on a transaction.

dows Internet Explorer

@.\g ¥~ |g, https: /fwwwS. paymentnet.com,/Transaction/List. aspx?le=q0wfKLFn4s JEEX]aHCSErieGmOTke %2hSMDFU7ddrneCWDKD %2hsSmsesFO 1 IgIBCNE V| % ‘ 3| X ‘

Eile Edit ¥iew Favorites Tooks Help

e [@Transa[tlnn List ]7} fi - B - - [:hPage v G Took ~

o

GREAT BASIN COLLEGE
J

Transactions Reporis Accounts Employees Payments Administration Help

P rransaction List New Query | Look for... ~ [ |[-6o | Advanced

[save|[ cCreate Export File || ViewStatement || Mass Update |
—_—P [0 FOBIEA Default Query

TransactionID First Name Last Name Transaction Date PostDate Transaction Amount Merchant Default Chart of Accounts MCC Exported

9 94867544 JANIE MOORE 2/2/2010 2/4/2010 $43.68 TUSCANY SUITES GBC_z2008 0101 030 2000.030 20 01.20 7011

€ 94484260 JANIE MOORE 1/27/2010 1/28/2010 $1.925.00 COLLEGEBOARD*PRODUCTS 3 Line Item(s) 8299

W | © osaamazes  amE MOORE 1/26/2010 1/28/2010 $48.97 QUILL CORPORATION GBC_2008 0101 030 2000.030 30 12.30 5111

'0 34356951  JANIE MOORE 1/25/2010 1/27/2010 $142.00 HIGHER EDUCATION PUBLI GEC 0101 030 2000 20 32 2741

- © 5410712 JANIE MOORE 1/21/2010 1/25/2010 ($85.00) GREAT BASIN COL BKSQRPS GBC_2008 0101 030 2000.030 30 32.30 5342

/ © 4173302 JANIE MOORE 1/22/2010 1/25/2010 $840.00 AAC AND U GBC_2008 0101 030 2114.030 30 26.30 8699

€) 94004998 DELORES WHITTAKER 1/21/2010 1/21/2010 $152.15 EARNESENOELE=COM cBC_z008 0265 030 B101.030 30 32.30 5132

o 93932647 JANIE MOORE 1/19/2010 1/20/2010 $640.00 AAC AND U GBC_z2008 0101 030 2114.030 30 26.30 869%

53855334 GREAT BASIN COLLEGE 1/15/2010 1/19/2010 ($2,532.59) AUTOMATIC PAYMENT o000

o 93852191 DELORES WHITTAKER 1/15/2010 1/19/2010 %$365.00 CA-LAND-SURVEYORS ASSC GBC_2008 0101 030 4810.030 30 26.30 8911

€ 93852130  DELORES  WHITTAKER 1/15/2010 1/19/2010 $455.00 ACSM-APLS 2010 SPRING  GBC_2008 0101 030 4810.030 30 26.30 8328

o 93852185 DORINDA FRIEZ 1/16/2010 1/19/2010 $10.00 2CO.COM*SOFTWARE GBC_z2008 0101 050 2000.050 30 40.30 739%

€ 3852188 DORINDA FRIEZ 1/16/2010 1/19/2010 $33.16 AMAZON MKTPLACE PMTS  GBC_2008 0101 050 2000.050 30 32.30 5942

o 93508542 DORINDA FRIEZ 1/12/2010 1/13/2010 $568.64 BROADCAST MUSIC INC GBC_z2008 0101 050 2000.050 30 13.30 5969

53508541 DORINDA FRIEZ 1/13/2010 1/13/2010 (513.56) FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5943

93508540 DORINDA FRIEZ 1/13/2010 1/13/2010 ($115.31 FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5943

53346399  JANIE MOORE 1/7/2010 1/11/2010 $325.00 ENNECT PAYMENT SERVICE  GBC_2008 0101 030 2000.030 30 26.30 7393

93346398 JANIE MOORE 1/7/2010 1/11/2010 $85.00 GREAT BASIN COL BKSQPS  GBC_2008 0101 030 2000.030 30 32.30 5342

All rights reserved. Privacy Policy | Terms & Conditions

Done [# € Internet #100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Viewing/Reviewing Transactions - Continued

8. Compare the transaction details to your supporting documentation (i.e., receipts).
9. Review the defaulted “Accounting Codes” allocations and make any necessary
changes.
10. To change the account number, click on the field that needs to be changed. (Fund,
Agency, Organization, Object, Sub-Object.)
11.  Blank out or delete the information in the field and press enter. The drop-down box
will refresh the list of account segments to choose from.
12.  Add Business Purpose information in the “Transaction Notes” field.
13.  Click the “Save” button.
14.  Click the “List” button to return to the Transaction List page.

£ Transaction Detail - Windows Internet Explorer

@.\ y €] https: /fwww3S paymentet.com/Transaction/Detail Detail aspxra=q0wikLFn4sgat%2bNd0efwhgYRCIgoLD3skh j6ziSg AFOgpaaKk vqSsrGauamiay v = REES

Eile  Edit WYiew Favorites Toolks Help

e [g‘rransa[tmn Detail ]_} B- B - rrage~ GTook v

cHC

n’af,\'r BASIN COLLEGE

Trans: acncn Reports Accounts Employees Payments Administration Help

Transaction Detail Lst —

—_—
Settlement Method Commercial Card .
) Accounting Codes
Transaction Type Purchase
Purchace Method \ Chart of Accounts | GEC_2008 |V
Account Number **#*s#xssssspsyy Fund P
Transaction Date 1/26/2010 [ 0101 - STATE APPROPRIATED-GENERAL | W
Post Date 1/28/2010 I
MCC 3111 [ 030 - vP OF INSTRUCTION ~|
Merchant UILL CORPORATION - "
Organization
08007898983, IL. US
[2000.030 - VP OF ACADEMIC AFFAIRS v
Parent Merchant: QUILL CORPORATION Object
[ 30 - GENERAL OPERATIONS ~|
Exported
Sub-Object
Customer Code 1322686 (1250 - suppLiEs-oFFIcE =
Micro Reference 55458850027166000036761
Authorization Number 392264
Transaction ID 94484268 Transaction Notes
Calendars for Marsha Holford and label
Original Currency USD tape for adjunct mailboxes
Original Amount § 48.37
Tax £ 0.00
Settlement Currency USD
Total $ 48.97
© 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy Terms & Conditions
Done [ % € Internet E100% v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Splitting Transactions

1. Go tothe menu bar on the home page.
2.  Select “Transactions”.
3.  Select “Manage”.

= Welcome - Windows Internet Explorer

6;: | & htips:/fwwwS. paymentnet.comPaortal AWelcome. aspx v 3 | X Google L -
Eile Edit Wiew Favorites Tools Help

— _ = >
W & [@We\cume ] \ G- 8 o= - [ihPage v G Tooks ¥

Transactions Reports Accounts Employees Payments Administration Help

Manage
Approve
Authorizations/Declines
Query

reat Basin College Purchase Card program - please contact Gim Briggs st 775-753-2250 or at

Statement du

Items Awaiting Your Action
7 Mew files for Dovmload

Additional Resources:
The Training Modules listed ars tutorials for all users of PaymentNet. From cardholders to administrstors, training brought to your
desktop.

To access a module, simply click on the links below:

* Reviewing s Transaction

Splitting & Trsnsaction

Disputing a Transaction

Running Qusries

Running Reports

® 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

https 1/ fwwwS. paymentnet.corm,Transaction,List, aspx? e =g0wfd Fn4s EEX1aHCSErk %2 fPSdPIfc 1g5p4y hOEvC K4Eur 2Z 3PPOF iy 462K 2SZFN EB 0 Internet E100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Splitting Transactions - Continued

4.  This will take you to the Transactions List page.
. This screen will display all transactions that you have authority to review/update.
6. Click on the transaction you want to split.

]

Transact ist - Windows Internet Explorer

@'C/ - |@, https: /fwwwS. paymentnet.com,/Transaction/List. aspx?gi=q0wfKLFn4shg2Fish T $%2bcHypRPOOFvthaL X 1Ko 1AKRCODmOKIOC TXCPGQC KAy tfaz =gl V| g ‘ *2||% ‘

File Edit ¥iew Favorites Tools Help

W [@Transa[tlnn List ]7} G- B - & - [5hPage £ Took ~

cSc

REAT BASIN €

J

Transactions Reports /

= Transaction List New Query | Look for... ~[

counts Employees Payments Administration Help

Advanced

Create Export File || ViewStatement || Mass Update |

Last 30 days (system) v (oSS0 S Iaan]

TransactionID First Name Last Name Transaction Date PostDate Transaction Amount Merchant Default Chart of Accounts MCC Exported
€ 54867544 JANIE MOORE 2/2/2010 2/4/2010 $43.68 TUSCANY SUTTES GBC_2008 0101 030 2000.030 20 01.20 7011
() 94484388 JANIE MOCRE 1/27/2010 1/28/2010 £1,925.00 COLLEGEBOAR D*PRODUCTS 3 Line Ttem(s) 8293
@ 94434268 JANIE MOORE 1/26/2010 1/28/2010 $48.97 QUILL CORPORATION GBC_2008 0101 030 2000.030 30 12.30 5111
€ 94358991 JANIE MOORE 1/25/2010 1/27/2010 $£142.00 HIGHER EDUCATION PUBLT  GBC 0101 020 2000 30 32 2741
@ o4180712 JANIE MOORE 1/21/2010 1/25/2010 (£85.00) GREAT BASIN COL BKSQPS GBC_2008 0101 030 2000.030 30 32.30 5942
© 94173402 JANIE MOORE 1/22/2010 1/25/2010 £8540.00 RAC AND U GBC_z008 0101 020 2114.030 30 26.30 8693
@ s4004398 DELORES ~ WHITTAKER 1/21/2010 1/21/2010 $152.15 BARNESENOBLE*COM GBC_2008 0265 030 B101.030 30 32.30 5192
© ozs3z847 JANIE MOORE 1/19/2010 1/20/2010 £8540.00 RAC AND U GBC_z008 0101 020 2114.030 30 26.30 8693

93859334 GREAT BASIN COLLEGE 1/19/2010 1/19/2010 ($2,532.59) AUTOMATIC PAYMENT 0000
@ s9ssszien DELORES ~ WHITTAKER 1/15/2010 1/19/2010 £3265.00 CA-LAND-SURVEYORS ASSC GBC_2008 0101 020 4810.030 30 26.30 8911
© 93852190 DELORES ~ WHITTAKER 1/15/2010 1/19/2010 $495.00 ACSM-APLS 2010 SPRING  GBC_2008 0101 030 4810.030 30 26.30 8398
@ s9ssszies DORINDA  FRIEZ 1/16/2010 1/19/2010 £10.00 2C0.COM*SOFTWARE GBC_z008 0101 050 2000.050 30 40.30 73939
© o3ss2188 DORINDA FRIEZ 1/16/2010 1/19/2010 $33.16 AMAZON MKTPLACE PMTS  GBC_2008 0101 050 2000.050 30 32.30 5942
@ 93508342 DORINDA  FRIEZ 1/12/2010 1/12/2010 £568.64 BROADCAST MUSIC INC GBC_2008 0101 050 2000.050 20 12.30 5383

93508941 DORINDA FRIEZ 1/13/2010 1/13/2010 ($13.58) FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5343

53508340 DORINDA  FRIEZ 1/13/2010 1/13/2010 ($115.31) FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5543
© 93345399 JANIE MOORE 1/7/2010 1/11/2010 $325.00 ENNECT PAYMENT SERVICE GBC_2008 0101 030 2000.030 30 26.30 7399
© 93345398 JANIE MOORE 1/7/2010 1/11/2010 $85.00 GREAT BASIN COL BKSQPS GBC_2008 0101 030 2000.030 30 32.30 5942

All rights reserved. Privacy Policy | Terms & Conditions

(@ @ Internet w100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Splitting Transactions - Continued

7.  Click on the “Add Lines” button.

n Detail - Windows Internet Explorer

6‘} - |§, https: /fwwwS. paymentnet.com,/Transaction/Detail Detail. aspx?a=q0wkLFndshg2Fi6h T %2bcH jv24n0Tz3bknLzBCNgr 7B 1EpjLxqoBfate 2w Dty Hr V| 9 ‘ *4||% ‘Gungle | L

File Edit ¥iew Favorites Tools Help

w4 [@Trangactian Detail ]7} S B - M - [5hpage v £ Took v

CDC

GREAT BASIN COLLEGE
J

Reporls Accounts Help

Employees Paymenis Adminisiration

Transaction Detail List

Settlement Method Commercial Card

. Accounting Codes
Transaction Type Purchase
Purchase Method Chart of Accounts
Account Number *#fiif:itiiigsye Fund
Transaction Date 1/26/2010 ‘ 0101 - STATE APPROPRIATED-GENERAL &

Micro Reference
Authorization Number

Post Date 1/28/2010

55458850027 166000036761
392264

Agency
McC SLLr [ 030 - ve OF INsTRUCTION ~|

Merchant QUILL CORPORATION S

08007898965, IL, US
‘ 2000.030 - VP OF ACADEMIC AFFAIRS Vl
Parent Marchant: QUILL CORPORATION Object
Exported ‘ 30 - GENERAL OPERATIONS Vl
Sub-Object
Custe Cod 1322686

ustomer Fode [ 12.30 - sUPPLIES-OFFICE ~|

Transaction ID 94484268 Transaction Notes
Calendars for Marsha Holfard and label
Original Currency USD tape for adjunct mailboxss
Original Amount § 48.97
Tax $0.00
Settlement Currency USD

Total $ 48.97

@ 2010 JPMorgan Chzse & Co. All rights reserved. Privacy Policy | Terms & Conditions

[d @ Internet H100% v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.

GBC PaymentNet Cardholder Guide July 2010 12



Splitting Transactions - Continued

8.  Enter the number of lines to add. (Blank out “Enter # of lines” and enter the number
of lines to add.) For example: A single split of the original transaction will take 2
lines. This will split the original dollar transaction amount into 2 equal (50%)
amounts.

9. Click the “Add” button.

£ Transaction Detail - Windows Internet Explorer

@'C/ - |@, https: /fwwwS. paymentnet.com,/Transaction/Detail Detail aspx?a=q0wkLFndsg 12w %2 fhG mek GENUGMAEy 1E2cU7 Jp02Sp2 1lwkgZOHYIMpDy U1z V| 9 ‘ ¥ % ‘ | L

File Edit ¥iew Favorites Tools Help

W [@Transa[tlnn Detall ]7} - B @ - [heage~ GTokv T

GREAT BASIN COLLEGE
J

sactions Reports Acc

unts Employees Paymenis Administration Help

Transaction Detail List
General tnformation
(== | 1! | [Enter = of Lines | [Add] [[Cancel |
Settlement Method Commercia | Card

Accounting Codes

Transaction Type Purchase
Purchase Method Chart of Accounts | GBC_2008 ¥

Account Number *****sssrsssgsyg Fund
Transaction Date 1/26/2010 ‘ 0101 - STATE APPROPRIATED-GENERAL vl
Post Date 1/28/2010 I

MCC 5111 [030 - ve OF INSTRUCTION ~|
Merchant OQUILL CORPORATION

Organization
08007898965, IL, US
[2000.030 - VP OF ACADEMIC AFFAIRS &
Parent Merchant: QUILL CORPORATION Object
30 - GENERAL OPERATIONS

Exported [ ¥

Sub-Object
Customer Code 1322685 [12.30 - sUPPLIEs-OFFICE ~|

Micro Reference 55458850027 166000036761
Authorization Number 332264
Transaction ID 34484268 Transaction Notes

Calendars for Marsha Holford and label
tape for adjunct mailboxes

Original Currency USD
Original Amount § 48.57
Tax £ 0.00

Settlement Currency USD
Total $ 48.97

@ 2010 JPMargan Chase & Co. All rights reserved. Privacy Dolicy | Terms & Conditions

(@ @ Internet F100% T

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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10.

Splitting Transactions - Continued

Go to the bottom of the screen and open up the two lines by clicking on the triangle

located on the left hand side of the “Item” column.

n Detail - Windows Internet Explorer

@'C/ - |@, https: /fwwwS. paymentnet.com,/Transaction/Detail Detail aspx?a=q0wkLFndsg 12w %2 fhG mak CINr PFxBE2dwSOF SeyvSHoHek igwSAIIUZRbYM. V| & ‘ +2|| X ‘

File Edit Yiew Favorites

Tools

Help

W [@Trangactian Datail

=

i - [2bPage v & Took Z

fi- B

Sc

GREAT BASIN COLLEGE
J

Transactions

Reporis  Accounts

Transaction Detail

|

Employees Paymenis Adminisiration

Settlement Method
Transaction Type
Purchase Method
Account Number
Transaction Date

Post Date
Mcc
Merchant

Parent Merchant:
Exported

Customer Code

Micro Referance
Authorization Number
Transaction 1D

inal Currency

Original Amount

Tax

Settlement Currency
Total

=

em Description

Help

Commercial Card

Purchase

FEEEEEEEEEIEGSTY
1/26/2010

1/28/2010

S111

QUILL CORPORATION
08007838965, IL, US

QUILL CORPORATION

1322686
55458850027 166000036761
392264

94484258

[# Line tem Level Accounting

1 [commercial Card Purchase ]

© 2010 JPMergan Chase & Co. All rights reserved. Privacy Policy

Item Description
— | » 2 [commercial Card Purchass ]

>

Transaction Notes

Calendars for Marsha Holford and label
tape for adjunct mailboxes

Line Totals

100% $ 48.97
# of Units  Unit Price Taxable 9 Total
O 24.48
Taxable Total

SEE

Terms & Conditions

<

[d @ Internet

Hi00w -

NOTE: Session will automatically

GBC PaymentNet Cardholder Guide July 2010
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Splitting Transactions - Continued

11.  Make the necessary changes to the Accounting Codes fields or dollar amounts.
12.  Add business purpose information to the “Transaction Notes” field.

13.  Click the “Save” button.

14.  Click the “List” button to return to the Transaction List page.

2 Transaction Detail - Windows Internet Explorer WEE

@'C/ - |@, https: /fwwwS. paymentnet.com,/ Transaction/Detail Detail. aspx?a=q0wkLFn4shHNU %2f5q0LeGEbFEGLHY%2b12 %20 1D0BobU20EIUCMHIZSOGO40: V| g ‘ *2||% ‘ | R~

Eile Edit ¥iew Favorites Toolks Help

W e [@Transa[tlnn Detall ]7} B- B @ - [beage~ Gk T

Sc

GREAT BASIN COLLEGE
J

Transactions Repors Accounts Employees Payments Administration Help

Transaction Detail List

~

N

Settlement Method Commercia | Card
Transaction Type Purchase
Purchase Method
Account Number
Transaction Date 1/26/2010

Post Date 1/28/2010
MCC 5111
Merchant QUILL CORPORATION
08007898965, IL, US

Transaction Notes

srErEErEEEEEEST Calendars for Marsha Holford and label
e tape for adjunct mailboxes

Parent Merchant: QUILL CORPORATION
Exported
Customer Code 1322686
Micro Reference 55438850027166000036761
Authorization Number 392264
Transaction ID 54484258

Original Currency USD
Original Amount § 48.57
Tax £ 0.00

Settlement Currency USD
Total $ 48.97

Line Totals

[ Line Item Level Accounting 100% £ 48.97
Item Description # of Units Unit Price Taxable % Total
£ 1 [Commercial Card Purchass oo Jzess__ | [ 45.59 24.48
Accounting Codes
Chart of Accounts
\$ Fund
| 0101 - STATE APPROPRIATED-GENERAL & ‘
Agency >
Done (% @ Internet 100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.

GBC PaymentNet Cardholder Guide July 2010 15



. Manage

Disputing Transactions

1. Before you dispute a transaction, you MUST first attempt to resolve the issue
directly with the merchant.

2.  Go tothe menu bar on the home page.

3.  Select “Transactions”.

4.  Select “Manage”.

= Welcome - Windows Internet Explorer

@.\-)v €] https: ffwwwS pavmentnet.com/Portal Aielcome., aspx L & 3| % R~

Eile Edit Wiew Favorites Tools Help

w & [EWe\cDme ]_\ i - B s - [rPage v ) Took ~ 2

Transactions Reports Accounts Employees Payments Administration Help
Approve
Authorizations/Declines

Query

Statement

reat Basin College Purchase Card program - please contact Gim Briggs st 775-753-2250 or at
du

Additional Resources:

The Training Modules listed ars tutorials for all users of PaymentNet. From cardholders to administrstors, training brought to your
desktop.

To access a module, simply click on the links below:

Reviewing s Transaction

Splitting a Transaction

.
.
* Disputing a Transaction
® Running Queries

.

@ 2010 JPMargan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions
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Disputing Transactions - Continued

5.  This will take you to the Transactions List Page.
6. This screen will display all transactions that you have authority to review/update.
7.  Click on the transaction you want to dispute.

Transact ist - Windows Internet Explorer

@'C/ - |@, https: /fwwwS. paymentnet.com,/Transaction/List. aspx?gi=q0wfKLFn4shg2Fish T $%2bcHypRPOOFvthaL X 1Ko 1AKRCODmOKIOC TXCPGQC KAy tfaz =gl V| g ‘ *2||% ‘

File Edit ¥iew Favorites Tools Help

W [@Transa[tlnn List ]7} G- B - & - [5hPage £ Took ~

cSc

REAT BASIN €

J

Transactions Reports /

counts Employees Payments Administration Help

Transaction List New Query | Laok for... v Advanced

Create Export File || ViewStatement || Mass Update |
Last 30 days (system) v (oSS0 S Iaan]
TransactionID First Name Last Name Transaction Date PostDate Transaction Amount Merchant Default Chart of Accounts MCC Exported
€ 54867544 JANIE MOORE 2/2/2010 2/4/2010 $43.68 TUSCANY SUTTES GBC_2008 0101 030 2000.030 20 01.20 7011
E— ) s4asazss JANIE MOCRE 1/27/2010 1/28/2010 £1,925.00 COLLEGEBOAR D*PRODUCTS 3 Line Ttem(s) 8293
@ 94434268 JANIE MOORE 1/26/2010 1/28/2010 $48.97 QUILL CORPORATION GBC_2008 0101 030 2000.030 30 12.30 5111
€ 94358991 JANIE MOORE 1/25/2010 1/27/2010 $£142.00 HIGHER EDUCATION PUBLT  GBC 0101 020 2000 30 32 2741
@ o4180712 JANIE MOORE 1/21/2010 1/25/2010 (£85.00) GREAT BASIN COL BKSQPS GBC_2008 0101 030 2000.030 30 32.30 5942
© 94173402 JANIE MOORE 1/22/2010 1/25/2010 £8540.00 RAC AND U GBC_z008 0101 020 2114.030 30 26.30 8693
@ s4004398 DELORES ~ WHITTAKER 1/21/2010 1/21/2010 $152.15 BARNESENOBLE*COM GBC_2008 0265 030 B101.030 30 32.30 5192
© ozs3z847 JANIE MOORE 1/19/2010 1/20/2010 £8540.00 RAC AND U GBC_z008 0101 020 2114.030 30 26.30 8693
93859334 GREAT BASIN COLLEGE 1/19/2010 1/19/2010 ($2,532.59) AUTOMATIC PAYMENT 0000
@ s9ssszien DELORES ~ WHITTAKER 1/15/2010 1/19/2010 £3265.00 CA-LAND-SURVEYORS ASSC GBC_2008 0101 020 4810.030 30 26.30 8911
© 93852190 DELORES ~ WHITTAKER 1/15/2010 1/19/2010 $495.00 ACSM-APLS 2010 SPRING  GBC_2008 0101 030 4810.030 30 26.30 8398
@ s9ssszies DORINDA  FRIEZ 1/16/2010 1/19/2010 £10.00 2C0.COM*SOFTWARE GBC_z008 0101 050 2000.050 30 40.30 73939
© o3ss2188 DORINDA FRIEZ 1/16/2010 1/19/2010 $33.16 AMAZON MKTPLACE PMTS  GBC_2008 0101 050 2000.050 30 32.30 5942
@ 93508342 DORINDA  FRIEZ 1/12/2010 1/12/2010 £568.64 BROADCAST MUSIC INC GBC_2008 0101 050 2000.050 20 12.30 5383
93508941 DORINDA FRIEZ 1/13/2010 1/13/2010 ($13.58) FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5343
53508340 DORINDA  FRIEZ 1/13/2010 1/13/2010 ($115.31) FRANKLINCOVEYPRODUCTS GBC_2008 0101 050 2000.050 30 12.30 5543
93345399 JANIE MOORE 1/7/2010 1/11/2010 $325.00 ENNECT PAYMENT SERVICE GBC_2008 0101 030 2000.030 30 26.30 7399
93346398 JANIE MOORE 1/7/2010 1/11/2010 $85.00 GREAT BASIN COL BKSQPS GBC_2008 0101 030 2000.030 30 32.30 5942

All rights reserved. Privacy Policy | Terms & Conditions
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8. Compare the transaction details to your supporting documentation (i.e., receipts).
9. Click the “Dispute” button.

Disputing Transactions - Continued

n Detail - Windows Internet Explorer

-—

- |§, https: /fwwwS. paymentnet.com,/Transaction/Detail Detail aspx?a=q0wkLFnds 7L %afanutQvnCa0aN: jiHLgLKQWLs ToMsar DUCo%2f4d0uxH: V| % ‘ +2|| X ‘Gungle

File Edit Yiew Favorites

Help

W [@Trangactian Datail

=

®  [bPage v GTook v

cHC

GREAT BASIN COLLEGE
J

Transactions Repors Accounts

Transaction Detail

Settlement Method

Micro Reference
Authorization Number

Employees Payments Administration Help

Commercial Card

55458850027 166000036761
392264

Accounting Codes

Transaction Type Purchase
Purchase Method cChart of Accounts
Account Number *#¥#f*sssitsgsyg Fund
Transaction Date 1/26/2010 [0101 - STATE APPROPRIATED-GENERAL |w|
Post Date 1/28/2010 =
MCC o111 [ 030 - ve OF INSTRUCTION ~|
Merchant QUILL CORPORATION S
08007898965, IL, US
‘ 2000.030 - VP OF ACADEMIC AFFAIRS Vl
Parent Marchant: QUILL CORPORATION Object
Exported ‘ 30 - GENERAL OPERATIONS Vl
Sub-Object
Custe Cod 1322686
ustomer Fode [ 12.30 - sUPPLIES-OFFICE ~|

Transaction ID 94484268 Transaction Notes
Calendars for Marsha Holford and label
Original Currency USD tape for adjunct mailboxss
Original Amount § 48.97
Tax $0.00
Settlement Currency USD
Total $ 48.97

@ 2010 JPMorgan Chzse & Co. All rights reserved. Privacy Policy | Terms & Conditions

Done [d @ Internet 1on% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.

GBC PaymentNet Cardholder Guide July 2010 18



Disputing Transactions - Continued

10.  Select a “Dispute Reason” from the drop-down list. Depending on the selection,
some additional information may be requested.

11.  Confirm your E-mail address and enter the Merchant State, if requested.

= Transaction Dispute - Windows Internet Explorer

L & https: /fwwwS. payrmentnet.com,/Transaction/Detail Dispute. aspira=00wikLFnds 7L % 2fanud QoD S3uRY % 2fpxLogedqtd TY AR masF7 IMEIDUFY6: v 3 2| X 2
File Edit Yiew Favorites Tools Help

w & [@Transaction Dispuite 1_\

fii - B - & - [eage v @ Tk v T

Transactions Reports Accounts Employees Payments Administration Help

Transaction Dispute

Return To Transaction Detail

= Required Fields
Name MOORE, JANIE
Transaction Date 1/26/2010
Transaction Amount $48.37
Merchant Name QUILL CORPORATION

#E-Mail Address [gimb@gvmail.gben
_> *Dispute Reason | Selact

‘Above-mentionad charge is not recognized.

Billed for an incorrect amount.

Billed more than once by the same merchant.

Canceled: Merchant/Service/Airline Ticket/Hotel Reservation.
Charged for purchase that was paid by other means.

1 did not authorize this charge.

Merchandise not recsivad that was to be shipped.
Merchandise/Service vas receivad damaged or not as describad.
No credit issued for merchandise returned to store.

Other: Detailed information attached describing dispute.
© 2010 JPMorgan Chase B Co. All rights reserved. Privacy Policy Terms B Conditions

Dispute Entry Date 2/8/2010
Micro Reference 55458850027166000036761

[ € Internet 100w -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Disputing Transactions - Continued

12.  Enter any additional information if required.
13.  Click the “Submit” button.
14.  Track the status of the disputed transaction online from the Transaction List.

= Transaction Dispute - Windows Internet Explorer
@7\‘/‘ - |§, https: /fwwwS. paymentnet.com,/Transaction/Detail Dispute. aspx?a=q0wKLFn4sj7L %2 fanuntOvhGgs %2bSUNy %2 fTIRX4 IRKISKNyNLyKeEW T 10 V| ] ‘ *2||% ‘

File Edit ¥iew Favorites Tools Help

W [@Transa[tlnn Dispuita ]7} - B @ - [heage~ GTokv T

COC
J

sactions Reports A

ccounts Employees Payments Administration Help

Return To Transaction Detail

‘:Suhm\t

Transaction Dispute

* Required Fields
Name MOORE, JANIE Dispute Entry Date 2/8/2010
Transaction Date 1/28/2010 Micro Reference 55458850027166000036761
Transaction Amount $48.37
Merchant Name QUILL CORPORATION

+E-Mail Address [gimb@gwmail.gbcn

*Dispute Reason | Above-menti chargs i= not recognized.

~

— ) Additional Information

@ 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

Done (@ @ Internet w100% -
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Statement of Account Report - Automatic

1. Go tothe menu bar on the home page.

Select “My Profile” icon.

3.  Putacheckinthe box labeled, “Enable E-mail notification for: ___ Reports”. You
only need to do this once to set it up.

4.  Verify the E-mail address and click the “Save” button.

g

= My Profile - Windows Internet Explorer

6;:' €] https: ffwwwS pavmentnet.comMyProfile/Generallnfor mation . aspx wll & (|42 % Google I

Eile Edit Wiew Favorites Tools Help

w & [@My Prafile 1_\ i - B s - [rPage v ) Took ~ 2

Transactions Reports Accounts Employees Payments Administration Help

My Profile

General Information [[ELTES I ELED N =S EEL R EIE

User ID gimb Name Gim Briggs
Change Pass Phrase E-Mail Add
gimb@gvmail.gbcnv.edu
Language I T o States Enable E-mail notification for:
(Region)

[ reports

Date Format M/d/yyyy
/ Import Files

[ export Files
[¥] payments
[ mappers

@ 2010 JPMorgan Chzse & Co. All rights reserved. Privacy Policy | Terms & Conditions

Done (3 & Internet BT

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Continued

5. Gotothe menu bar on the home page.
6. Select “Reports” and then “Create”.

= Welcome - Windows Internet Explorer

@75 - |§, https : /fwwwS paymentnet. com/Por tal Avelcome. aspx v| ] ‘ b |3 ‘ | Y

File Edit ¥iew Favorites Tools Help

W [@\Ne\mme ]7} - B @ - [heage~ GTokv T

e

Administration

s [GELIEN Accounts Employees
Create
Download

Payments Help

Welcome

For questions on the Great Basin College Purchase Card program - please contact Gim Briggs st 775-753-2250 or at
gimb@gwmail.qbenv.edu

Additional Resources:

The Training Medules listed are tutorials for all users of Paymentiiet. From cardhalders to administrators, training brought to your
desktop.

To access a module, simply click on the links belov:

Revieving = Transaction

Splitting a Transaction

Disputing a Transaction

Running Queries

Running Reports

010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

https :/fwwwS. paymentnet.com /Fortal Aeloome. asps # (@ @ Internet  100% v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Continued

7. Select “Transaction” from the drop-down menu.

ndows Internet Explorer

@'C/ - |§, https: /fwwwS. paymentnet.com/Report/List aspx?le =q0wKLFn4sjEEX JaHCSErieGmDIke %2bSMDFU7 ddrmeCWDKD %2beS masFO 1IqIRCNFE V| 9 ‘ ¥ % ‘ | L

File Edit ¥iew Favorites Tools Help

w4 [@Repmust ]7} S B - M - [5hpage v £ Took v

Employees

ments Administration Help

Page of»ll««»»(

Type Desci ion Schedule

My Saved Reports

Custom The 1093 Merchant report can be used to analyze purchases made from 1099 Merchants. The report
Accounts Merchant lists: MCC Code and Description, Merchant Name and Address, Marchant DEA Name, Taxpayer ID, and
—> | Dollar Amount.
a’d‘i" " The Account and Employee Hierarchy report shovs the card and account hierarchies for all individuals,
erchan

The report displays all employses — both cardholders and non-cardholders. It groups by User ID and

Accounts displays the individusls’ names and roles, as well as card account numbers where appropriate. Please
note that if the report is run using Hierarchy ID as a criterion, that criterion will apply to the employee
and not the accounts that belong to the employes.

Administration

The report vill provide all card changes made over a selected date range. This report contains the
Account Audit Accounts account number, change date, a description of the field changed, original data, new data and
PaymentNet User ID that made the changs.

The Accounts Reneving within 3 Months report identifies accounts that will expire within 3 months of the
report date, and can be used to help monitor card renevals. Subtotals are provided for each Hierarchy
level, as vell as Grand Totals for the entire report. The report lists: Hierarchy, Account Name, Account
Business Phone, and Expiration Date.

Accounts Renewing Within Three Months Accounts

The Air Travel Activity report can be used to analyze the dollars spent on Air Travel for each account
within each level of Hierarchy. Sub-totals are provided for each Hierarchy level, as well as Grand Totals
for the entire report. The report lists: Hierarchy, Account Name, Account Number, Traveler Name, Depart
Date, Transaction Date, Legs of Travel, Ticket #, and Transaction Amount.

Air Travel Ackivity Transaction

Th Available Limit by Low Availsble Balancs report can be used to help moniter cardholdsrs vwho ars
nearing their available limit and determine if their credit lines are sufficient. The report includes Account
Mame, Acct #, Current Balance, Date Balance was Effective, Credit Limit, Cash Limit, and Available
Balance.

Availzble Limit by Low Availzble Bslance Accounts

The Car Rental Spending Analysis by Top Agency report summarizes spending at Car Rental Agencies.
This report can be used for rate negotiations. The report is sorted by Rental Agency, and lists largest
spend amounts first. The report includes Rental Agency, Total Amount of Spend, Number of Charges,
Average Amount, and Grand Totals.

Car Rentsl Spending Analysis By Top Agency Merchant

The Cardholder Information report provides a listing of card accounts as well as the total number of
Cardholder Information Accounts cardholders. The report lists: Account Name, Account Number, Employee 1D, Cardholder Address, Card
Delivery, and Business Phons.

The Cardholder Listing by Hierarchy report can be used to monitor the number and status of accounts in
each Cost Center. The report lists: Hierarchy 1D, Account Name, Account Mumber, Credit Limit, Cycle
Amount Limit, Monthly Amount Limit, Other Amount Limit, Cash Advance Limit, Single Amount Limit, and
Status.

Cardhelder Listing by Hierarchy Accounts

The Cardholder Listing with Address report provides a list of accounts in each Cost Center along vith the
Cardholder Listing vith Addresses Accounts Cardholders address and Card expiration dats. The report lists: Hierarchy, Account Name, Accoun
Card Delivery, Address, Business Phone, and Card Expiration Date.

The Cardholder Profile Report can be used by administrators to manage cardholder information. The
report includes cardholder name, address, work phone number, account codes, account status, hierarchy

Cardholder Profile Accounts levels, account limits, account open and close dates, email addresses, transaction and expiration dates.
It vill not print as a page by page report. Contents of the report are best viewed in Excel format or text.
It is not suggested to run in .PDF

<

[d @ Internet H100% v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.

GBC PaymentNet Cardholder Guide July 2010 23



P |stotement of account Tranesction COMtaINS when available accounting code allocations, transaction notes, custom fields (when spplicable)

Statement of Account Report - Continued

8.  Scroll down and select “Statement of Account”.

@.g g |@, https: /fwwwS. paymentnet.com/Report/List aspx?le =q0wKLFn4sjEEX JaHCSErieGmDIke %2bSMDFU7 ddrmeCWDKD %2beS masFO 1IqIRCNFE V| 9 ‘ ¥ % ‘ | L

File Edit ¥iew Favorites Tools Help

w4 [@Repmust ]7} S B - M - [5hpage v £ Took v

ions Repors ments Administration Help

Report List

Transaction

Name Type Schedule

The Air Travel Activity report can be used to analyze the dollars spent on Air Travel for each account
vithin each level of Hierarchy. Sub-totals are provided for each Hierarchy lavel. as well as Grand Totals for
the entire report. The report lists: Hierarchy, Account Name, Account Humber, Traveler Name, Depart
Date, Transaction Date, Legs of Travel, Ticket #, and Transaction Amount.

Air Travel Ackivity Transaction

The Central Bill Reconcilistion report can be used to analyze the transactions and sccounts that have
been charged to Central Bill accounts. Sub-totals are provided for @ach Central Bill account. as well as

Central Bill Reconciliation Transaction Grand Totals for the entire report. The report lists: Central Bill Account Number, Transaction Date, Post
Date, Transaction 1D, Merchant Name, MCC, Merchant City and Merchant State, Microreference, and
Amount. Plesse note: Activity diverted to a diversion account is not listed on this report.

The Central Bill Reconcilistion Summary report can be used to analyze the account activity for cardholders
that are attached to a central bill account. Sub-totals are provided for each individusl and/or central bill

Central Bill Reconcilistion Summary Transaction account that the transactions are billed to, as well as Grand Totals for the entire report. The report lists:
Billed To Account, Diverted From Account Mumber & Name, Central Bill Account, Number of Transactions —
and Total Amount. Please note: Activity diverted to a diversion account is not listed en this report.

The Declines report can be used to monitor the occurrences and reasons why cardholders have been
Declines Transaction declined. The report lists: Decline Code and Reason, Account Name, Account Number, Amount, Merchant
Name, City, State, MCC, MCC Description, Date and Time of Decline.

The Fuel Purchase Detail Summary can be used to evaluate fuel purchases. The report lists: Account
Fuel Purchsse Detail Summary Transaction Name, Transaction Date, Marchant Name, Merchant Location, Purchase Amount, Purchase Time, Quantity,
Item, Price, and Tax.

This report can be used to analyze information from temporary services. Total transactions are provided
for each supervisor as well as grand totals for the entire report. The report lists: Transaction ID,
Transaction Date, Post Date, Merchant Name, Ci State, and Amount. It also includes Source 1D, Job
Description, Temp Employee Name, Social Security Number, Requester, Job Code, Supervisor, Time
Sheet Information such as Start Date, Week Ending, Hours, Overtime, Rate, Subtotal, Message ID, and
Customer Code. Contents of the report are best viewed in Excel format.

Level IIT Temp Services Data Transaction

The Pending Review Approval Report details transactions that need to be reviewed or approved.
Transaction information is included along with thos responsible for revisw or approval. The criteria will
need to be set to include either new transactions, reviewed transactions, or in-process transactions. A

Pending Review/Approve Report Transaction value of 'R” in the Report Type field displays transactions needing to be reviewed only (Approval Status
= New): a value of "A" displays transactions that have been reviewed, but not spproved (Approval Status
= Reviewsd or In-Process). The report vill display both types of transactions by default. Contants of the
report are best viewed in Excel format. It is not suggested to run in .PDF

The Statement of Account provides a listing of previous cycle transaction information such as post date,
merchant, transaction amount, MCC, eriginal amount, exchange rate and tsx. The statement also

and transaction addendum detail. Cardholder and supervisor signature lines are also incuded at the
bottom of the statement to assist in the review and reconcilistion process. This statemant is not an

Yiew Details official bank statement and cannot be used for remittance.

The Statement of Account provides a listing of previcus cycle transaction information such as post date,
merchant, transaction amount, MCC, original amount. exchange rate and tax. The statsment also
contains when available accounting code allocations, transaction notes, custom fields (when applicable)

dsummetisieses pic Biae TSR e o et 2 B r f1 ot ST e e (s 2e ales Tyl o) 2t e Fretezy i@ms
bottomn of the statement to assist in the review and reconcilistion process. This statement is not an v
https 1/ fwwws. paymentnet.comRepart/Detail. aspe? a=qwikLEn4shivMPonk %:2bRUXG %2b 1y\VaW 7 oge YasedZ 265V HZ 2 IRYOD7 FWF Y28V O 7R e0hk X p 00 [d @ Internet -
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Statement of Account Report - Continued

9. Inthe “*Name” field and after the “Statement of Account”, put a space and then

type in your name.

10.  Open the “Criteria” fields by clicking on the “+” box located on the right side of the
screen.

11. Inthe “Field” drop-down box, select “Posting Date”.

12.  Inthe “Operation” drop-down box, select “Is Relative”.

13.  Inthe “Value” drop-down box, select “Last Period” and “Cycle”.

14.  Click on the button that says, “Schedule to run automatically”.

15.  Click on the “Frequency” drop-down box and select “Cycle”.

16.  Inthe “Cycle” drop-down box, select “Cycle”.

17.  Click on “First day of Current Period”.

18.  Click the “Save” button and “Process Report” button.

NOTE: The above instructions are only used if your Accounting Codes have been reviewed
and your business purposes have been saved to your transactions prior to the end of each
cycle. The business purpose must show on the Statement of Account.

/= Report Detail - Windows Internet Explorer

@'\"/" & | https: fwevrw'S paymeninet. com/Report/Detail. aspy? a=q0wikLFn4shMPonk %62bRUXG % 2b 1yWSW7 ogeYasedZ 26 SWHZ ZIRVO7 TWFY 2x v OTRe0hkXp v S |4 x Fadlid
File Edit WView Favorites Tools Help

A [@RepnrtDetaul 171 & -

COC

GREAT BASIN COLLEGE
r

- > . >
dm - |©PPage  OF Tools -

a

J

Transactions Reports Accounts Employees Payments Administration Help

Report Detail List

—_— [EEE=|
B *Name [Statsmant of Account - (Type your name here) Report Format | Adobe Pdf | %
L
Comprass Outputz [
Field ration Value
————P  [Fosting Date v < Reistiv st perios IR =
Hierarchy
Include Children
Order By
Field / Order Sequence
Schedule to Run Automatically
Freauency [Cyde (v
cycle [ Cycle (v | r—— @ First day of current period () Last day of currant period
* Required Fields
© 2010 JPMergan Chase & Co. All rights reserved. Privacy Polig Terms & Conditions
Done [ & Internet w 100% -
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Statement of Account Report - Continued
Once the “Statement of Account” Report has run:

An e-mail will be sent notifying you that your report is ready to be retrieved.

Log into PaymentNet.

Locate the “Items Awaiting Your Actions” section on the home page.

Click on the hyperlink that says “# New files for Download” or go to the toolbar and
select “Reports” then “Download”.

PwnNE

= Welcome - Windows Internet Explorer

@; - |g, https:/fwwwS paymentnet.com/Portaliwelcome. aspx v| £ ‘ hid |3 ‘ | B

Eile Edit ¥iew Favorites Tooks Help

e [@\Ne\mme ]7} B- B @ - [eage v GTook v T

COC

GREAT BASIN COLLEGE
J

Transactions Reporis Accounts Employees Payments Administration Help

Welcome

7 Mew files for Download

The Training Modules listed are tutorials for all users of PaymentNet. From cardholders to administrstors, training brought to your
desktop.

To access a module, simply dlick on the links below:

Reviewing s Transaction

Splitting a Transaction

Disputing a Transaction

Running Reports

® 2010 JPMargan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

Done [# € Internet #100% -
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GBC PaymentNet Cardholder Guide July 2010 26



Statement of Account Report - Continued

5.  Click on the report named “Statement of Account — your name” to view the
Statement of Account Report. You will see a statement that asks you if you want to

n u

“open”, “save” or “cancel”. Click on “open” to view the report.

NOTE: The list of reports shown on this screen will also be shown on the home page as files
ready for download unless you delete them. To delete a report, check the box on the report
you want to delete and click on “Delete Selected”.

7 Available Downloads - Windows Internet Explorer

@.\-7 LM |g, https: /fwwwS. paymentnet.com/Other /availableDownloads, aspr?le=q0wfKLFn4siyBDD4PpIOhloDy 1% 2bcDriEPSeSWI2 %2bm %2bX0d )3 %2hleq V| 9 ‘ *5|| X ‘ | R~

Eile Edit ¥iew Favorites Tooks Help

i &0 | @ available Downioads ]7} H- B

- ) »
oeh - [:bPage v & Taok ~

|
CbC
J

Transactions Reporis Accounts Employees Payments Administration Help

Available Downloads

[ Refresh | [ Delete Selected |

Dovnload Adobe® Reader®

All v
Name Category Created Status

D Statement of Account - Janie.pdf Report 2/6/2010 9:17:15 PM Successful
[ statement of Account - Testing Dorinda.odf Report  2/6/2010 8:158:14 PM  Success ful
D Statement of Account - Cycle.pdf Report 2/6/2010 B:48:56 PM Successful
D MasterCard hAddendum.pdf Report 8/19/2009 1:23:14 PM  Successful
[ Trans Report  8/13/2008 12:55:13 PM Success ful
D Declines.pdf Report 7/10/2009 4:14:36 PM  Successful
[ Account and Employee Hierarchy.xs Report  5/8/2008 9:122:39 AM  Success ful

© 2010 JPMorgan Chase B Co. All rights reserved. Privacy Policy Terms & Conditions

Done [# € Internet #100% -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Example of a “Statement of Account” Report

6.  Each transaction must show a business purpose in the “Notes” section.

1 77825b74-0e69-4 8b0b-e51d054cacba[1].pdf - Adobe Reader

Eile Edit WYiew Document Toolks Window Help ®

S8 6 e ee[mm]

3

Statement of Account
GritBasn
Date/Time Prnted: 02/06/2010 10:08:00 PM Onentation: Portrait
Selection Criteria: Cardholder First Name Begins With 'Janie' And Posting Date Is Between '1/6/2010' AND '2/5/2010"
For Transactions posted between 01/06/2010 to 02/05/2010

MOORE, JANIE Account Number: AR EERG ST
1500 COLLEGE PARKWAY Default COA Name: GBC_2008
ELKO, NV 898015032 Default COA Value: 0101 030 2000.030 30 12.30
TRAN DATE MERCHANT NAME EXCHANGE
TRANSID POST DATE MERCHANT CITY, STATE MCC ORIG AMOUNT RATE SALES TAX TRAN AMOUNT

93262798  01/07/2010 QUILL CORPORATION 5111 $770.18 $0.00 §770.18
I 08007898963, IL

Supplies for new faculty and Academic Affairs support staff.
0101 030 2000.030 30 12.30

93262799 AACANDU 8699 $515.00 $0.00 $515.00
01/08/2010 202-387-3760. DC
NOTES: Mike McFarlane attend General Education and Assessment conference Feb 19 and 20. Seattle, WA
0101 030 2000.030 30 26.30

93346398  01/07/2010 GREAT BASIN COL BKSQPS 5942 $85.00 $0.00 $85.00
01/11/2010 ELKO. NV
NOTES: IS 101 Text Book/JTanie Moore
0101 030 2000.030 30 32.30

93346399  01/07/2010 ENNECT PAYMENT SERVICE 7399 $325.00 $0.00 $325.00
01/11/2010 412-3912750. PA
NOTES: Mike McFarlane attend NWCCU conference Feb. 17 and 18. Seattle. WA
0101 030 2000.030 30 26.30

93932647 / AACANDU 8699 $640.00 $0.00 $640.00
01/20/2010 202-387-3760, DC
NOTES: Laurie Walsh attend General Education and Assessment conference Feb. 18, 19_ and 20.
0101 030 2114.030 30 26.30

94180712 01/21/2010 GREAT BASIN COL BKSQPS 5942 ($85.00) $0.00 ($85.00) v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Example of “Statement of Account” Report
(SHOWING SIGNATURE LINES)

7.  Additional signature lines are required if the cardholder or Supervisor/Manager
Signature is not an authorized signer for each budget account being charged.

i 77825b7 4-0e69-484e-8b0b-e51d054cacba[1]. pdf - Adobe Reader

Eile Edit WYiew Document Toolks Window Help ®

B3& 6 281 oo [H Y [w |

|

Statement of Account
GrtBasn
Date/Time Prnted: 02/06/2010 10:08:00 PM Omnentation: Portrait
Selection Criteria: Cardhaolder First Name Begins With 'Janie' And Posting Date Is Between '1/6/2010" AND '2/5/2010'
For Transactions posted between 01/06/2010 to 02/05/2010

TRAN DATE | MERCHANT NAME EXCHANGE
TRANS ID POST DATE MERCHANT CITY, STATE MCC ORIG AMOUNT RATE SALES TAX  TRAN AMOUNT
— — — —
S 94484269 01/27/2010 COLLEGEBOARD*PRODUCTS 8299 $0.00 $625.00
01/28/2010 212-713-8165. VA
NOTES: 1100 Accuplacer tests for Adnussions and Records at $1.75 per test

0101 0302001.030 30 13.30

S 04484269 01/27/2010 COLLEGEBOARD*PRODUCTS 8299 $0.00 $650.00
01/28/2010 212-713-8165. VA
NOTES: 1100 Accuplacer tests for Admissions and Records at $1.75 per test

0101 030 2002.030 30 13.30

S 94484269 01/27/2010 COLLEGEBOARD*PRODUCTS 8299 $0.00 $650.00
01/28/2010 212-713-8165. VA 1
NOTES: 1100 Accuplacer tests for Admissions and Records at $1.75 per test

0101 030 2003.0303013.30

94867544  02/02/2010 TUSCANY SUITES 7011 $43.68 $0.00 $43.68
02/04/2010 LAS VEGAS. NV
NOTES: -

0101 030 2000.030 20 01.20

TOTALS FOR MOORE, JANIE TOTAL TRANSACTIONS: 11 50.00 $5,049.83

I

Cardholder Signature Date Supervisor/Manager Signature Date

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Individual Selection Criteria

1. Go tothe menu bar on the home page.
2. Select “Reports” and then “Create”.

/= Welcome - Windows Internet Explorer

6;: - |§, https: /fwwwS. paymentnet. com/Portalielcome. aspx "| | ‘ )% ‘GDE@'E | Gl b

Eile  Edit WYiew Favorites Toolks Help

e [@w;\zume 1_1 B- B @ - [eage v GTook v T

RCIL N Accounts Employees Payments Administration Help

Download

For questions on the Great Basin College Purchase Card program - please contact Gim Briggs at 775-753-2250 or at 7 Mew files for Dovmload
lgimb@gwmail.gbenv.edu

Additional Resources:

The Training Modules listed ars tutorials for all users of PaymentNet. From cardholders to administrstors, training brought to your
desktop.

To accass = moduls, simply click on the links below:

Reviewing s Transaction

Splitting a Transaction

.
.
® Disputing = Transaction
* Running Queries

.

Running Reports

© 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions

https :/fwwwS. paymentnet.com FortalAelcome, asps# EE- 0 Internet | 100% <

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Individual Selection Criteria

3. Select “Transaction” from the drop-down menu.

ndows Internet Explorer

@7\‘/‘ - |§, https: /fwwwS. paymentnet.comReportList aspx? le =q0wKLFn4sjEEX JaHCSErieGmid ke %2bSMDFUZ ddrmeC\WDKD %62beS masFO 1IqIRCNFE V| & ‘ 45| % ‘ | L~

File Edit ¥iew Favorites Tools Help

w4 [@Repmust ]7} S B - M - [5hpage v £ Took v

>

counts Employee:

yments Administration Help

Page of»ll««»»(

Type Desc on Schedule

My Saved Reports

Custom The 1099 Merchant report can be used to analyze purchases made from 1099 Merchants, The report
Accounts Merchant lists: MCC Code and Dascription, Merchant Name and Address, Merchant DBA Name, Taxpayer ID, and
| Transaction Dallar Amaunt.
a’d‘i" " The Account and Employee Hierarchy report shows the card and account hierarchies for all individuals.
erchan

The report displays all employses — both cardholders and non-cardholders. It groups by User ID and

Accounts displays the individusls’ names and roles, as well as card account numbers where appropriate. Please
note that if the report is run using Hierarchy ID as a criterion, that criterion will apply to the employee
and not the accounts that belong to the employes.

Administration

The report vill provide all card changes made over a selected date range. This report contains the
Account Audit Accounts account number, change date, a description of the field changed, original data, new data and
PaymentNet User 1D that made the changs.

The Accounts Reneving within 3 Months report identifies accounts that will expire within 3 months of the
report date, and can be used to help monitor card renevals. Subtotals are provided for each Hierarchy
level, as well as Grand Totals for the entire report. The report lists: Hierarchy, Account Name, Account #,
Business Phone, and Expiration Date.

Accounts Renewing Within Three Months Accounts

The Air Travel Activity report can be used to analyze the dollars spent on Air Travel for each account
within each level of Hierarchy. Sub-totals are provided for each Hierarchy level, as well as Grand Totals
for the entire report. The report lists: Hierarchy, Account Name, Account Number, Traveler Name, Depart
Date, Transaction Date, Legs of Travel, Ticket #, and Transaction Amount.

Air Travel Ackivity Transaction

The Available Limit by Low Avsilsble Balance report can be used to help moniter cardholders vhe are
nearing their available limit and determine if their credit lines are sufficient. The report includes Account
Mame, Acct #, Current Balance, Date Balance was Effective, Credit Limit, Cash Limit, and Available
Balance.

Availzble Limit by Low Availzble Bslance Accounts

The Car Rental Spending Analysis by Top Agency report summarizes spending at Car Rental Agencies.
This report can be used for rate negotiations. The report is sorted by Rental Agency, and lists largest
spend amounts first. The report includes Rental Agency, Total Amount of Spend, Number of Charges,
Average Amount, and Grand Totals.

Car Rentsl Spending Analysis By Top Agency Merchant

The Cardholder Information report provides a listing of card accounts as well as the total number of
Cardholder Information Accounts cardholders. The report lists: Account Name, Account Number, Employee 1D, Cardholder Address, Card
Delivery, and Business Phons.

The Cardholder Listing by Hierarchy report can be used to moniter the number and status of accounts in
each Cost Center. The report lists: Hierarchy 1D, Account Name, Account Number, Credit Limit, Cycle
Amount Limit, Monthly Amount Limit, Other Amount Limit, Cash Advance Limit, Single Amount Limit, and
Status.

Cardhelder Listing by Hierarchy Accounts

The Cardholder Listing with Address report provides a list of accounts in each Cost Center along vith the
Cardholder Listing vith Addresses Accounts Cardholders address and Card expiration dats. The report lists: Hierarchy, Account Name, Accoun
Card Delivery, Address, Business Phone, and Card Expiration Date.

The Cardholder Profile Report can be used by administrators to manage cardholder information. The
report includes cardholder name, address, work phone number, account codes, account status, hierarchy

Cardholder Profile Accounts levels, account limits, account open and close dates, email addresses, transaction and expiration dates.
It vill not print as a page by page report. Contents of the report are best viewed in Excel format or text.
It is not suggested to run in .PDF

<

[d @ Internet H100% v

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Individual Selection Criteria

4. Scroll down and select “Statement of Account”.

ndows Internet Explorer

@'C/ - |§, https: /fwwwS. paymentnet.comReportList aspx? le =q0wKLFn4sjEEX JaHCSErieGmid ke %2bSMDFUZ ddrmeC\WDKD %62beS masFO 1IqIRCNFE V| 9 ‘ *4||% ‘ | L

File Edit ¥iew Favorites Tools Help

w4 [@Repmust ]7} S B - M - [5hpage v £ Took v

Accounts Employees Payments Administration Help

Report List
Transaction age of 2 W« W B
Name Type Description Schedule
The Air Travel Activity report can be used to analyze the dollars spent on Air Travel for each account
Alr Travel Acti Transaction vithin each level of Hierarchy. Sub-totals are provided for each Hierarchy lavel. as well as Grand Totals for
Alr Travel Activity

the entirs report. The report lists: Hierarchy, Account Name, Account Number, Traveler Name, Depart
Date, Transaction Date, Legs of Travel, Ticket #, and Transaction Amount.

The Central Bill Reconcilistion report can be used to analyze the transactions and sccounts that have
been charged to Central Bill accounts. Sub-totals are provided for @ach Central Bill account. as well as

Central Bill Reconciliation Transaction Grand Totals for the entire report. The report lists: Central Bill Account Number, Transaction Date, Post
Date, Transaction 1D, Merchant Name, MCC, Merchant City and Merchant State, Microreference, and
Amount. Plesse note: Activity diverted to a diversion account is not listed on this report.

The Central Bill Reconcilistion Summary report can be used to analyze the account activity for cardhalders
that are attached to a central bill account. Sub-totals are provided for each individual and/or central bill
Centrsl Bill Reconcilistion Summary Transaction sccount that the transactions are billed to, as well as Grand Totals for the entirs report. The report lists:
Billed To Account, Divarted From Account Number & Name, Central Bill Account, Number of Transactions =
and Total Amount. Please note: Activity diverted to a diversion account is not listed on this report.

The Declines report can be used to monitor the occurrences and reasons why cardholders have been
Declines Transaction declined. The report lists: Decline Code and Reason, Account Name, Account Number, Amount, Merchant
Name, City, State, MCC, MCC Description, Date and Time of Decline.

The Fuel Purchase Detail Summary can be used to evaluate fuel purchases. The report lists: Account
Euel Purchsse Detail Summary Transaction Name, Transaction Date, Marchant Name, Merchant Location, Purchase Amount, Purchase Time, Quantity,
Item, Price, and Tax.

This report can be used to analyze information from temporary services. Total transactions are provided
for each supervisor as well as grand totals for the entire report. The report lists: Transaction ID,
Transaction Date, Post Date, Merchant Hame, City/State, and Amount. It also incdudes Source 1D, Job
Description, Temp Employee Name, Social Security Number, Requester, Job Code, Supervisor, Time
Sheet Information such as Start Date, Week Ending, Hours, Overtime, Rate, Subtotal, Message ID, and
Customer Code. Contents of the report are best viewed in Excel format.

Level IIT Temp Services Data Transaction

The Pending Review Approval Report details transactions that need to be reviewed or approved.
Transaction information is included along with thos responsible for revisw or approval. The criteria will
need to be set to include either new transactions, revieved transactions, or in-process transactions. A

Pending Review/Approve Report Transaction value of 'R” in the Report Type field displays transactions needing to be reviewed only (Approval Status
= New): a value of "A" displays transactions that have been reviewed, but not spproved (Approval Status
= Reviewsd or In-Process). The report vill display both types of transactions by default. Contants of the
report are best viewed in Excel format. It is not suggested to run in .PDF

The Statemant of Account provides a listing of pravious cycle transaction information such as post date,
merchant, transaction amount, MCC, original amount. exchange rate and tax. The statmant also
contains when available accounting code sllocations, transaction notes, custom fields (when applicable)
and transaction addendum detail. Cardholder and supervisor signature lines are also included at the
bottom of the statement to assist in the review and reconcilistion process. This statemant is not an
\igw Details official bank statemant and cannot be usad for remittance.

The Statement of Account provides a listing of previous cycle transaction information such as post date,
merchant, transaction amount, MCC, original amount. exchange rate and tax. The statsment also
contains when available accounting code sllocations, transaction notes, custom fislds (when applicable)

Statement of Account Transaction

e TSR e o e Tl G marh B r f1 oyt ST e e (s 2e Slew Tyt o) 2t e Fetezyai@es
bottom of the statement to assist in the review and reconciliation process. This statement is not an v
https 1/ fwwws. paymentnet.comRepart/Detail. aspe? a=qwikLEn4shivMPonk %:2bRUXG %2b 1y\VaW 7 oge YasedZ 265V HZ 2 IRYOD7 FWF Y28V O 7R e0hk X p 00 [d @ Internet -

NOTE: Session will automatically “time out” after 15 minutes of inactivity.
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Statement of Account Report - Individual Selection Criteria

5. Open up the “Criteria” selection by clicking on the “+” button.

6. Select the criteria you with to report on. For example — All transactions for January 6 to
February 5 for cardholder, Moore. (See below).

7. Hit the “+” button to add additional lines of criteria or click on the trash can to delete a
line.

8. Inthe “Field” drop-down box, select “Posting Date”.

9. Inthe “Operation” drop-down box, select “Is Between”.

10. In the “Value” drop-down box, select the date range for the report. For example,
01/06/10 and 02/05/10.

11. Enter the second criteria line for cardholder “Is equal to” “Moore”.

12. Hit the “Process Report” button.

13. Follow report downloading instructions on pages 25-26.

7= Report Detail - Windows Internet Explorer

@ ~4 v |&] https: /fwwwS.paymeninet.com/Report/Detail. aspx?a=glwi Fnds jwzIHnBCO0X 1wzapL 3CTKEX pSekAcipafl lyiMMokePghiwihoC %zf22madH1SH ¥ 8 | [ %

Eile Edit Wiew Favorites Tools Help

w [éRepDrtDetall ]_\ i - B s - [rPage v ) Took ~ 2

CHC

ru,\'r BASIN COLLEGE

Trans: acncn Reports Accounts Employees Payments Administration Help

Report Detail List

Process Raport
*Name [Statement of Account - Janie (individual sample) ] Report Format | Adobe Pdf | v

Compress Output? []

- | Criteria
Field Operation Value
1 [erzo10_(E) =nd [2/5/2010 (@)
e [adw] [Corcholder st tams (¥) «—
Hierarchy
Include Children
Order By
Field Order Sequence

schedule to Run Automatically [

= Required Fislds

@ 2010 JPMorgan Chase & Co. All rights reserved. Privacy Policy | Terms & Conditions
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NOTE: Session will automatically “time out” after 15 minutes of inactivity.

GBC PaymentNet Cardholder Guide July 2010 33



On-line Training - Learning Modules

1. Loginto PaymentNet System.

Go to the menu bar on the home page.

3. From the “Messages” box under “Additional Resources”, select the learning module you
would like to review:

N

Reviewing a Transaction
Splitting a Transaction
Disputing a Transaction
Running Queries
Running Reports

7 Welcome - Windows Internet Explorer

@; - |g, hittps /w3 paymentnet camyPortal Aelcome. aspx ”'| E] ‘ #|x ‘ | 2

File Edit ¥iew Favorites Tools Help

w §We\cnme 171 -8 & - [5hpPage v i Took ~ o

CBC

GREAT BASIN COLLEGE

Trdnsmun Reporls Accounts Employees Paymenls Administration Help

Welcome

_ Items Ascaiting Your Action

For questions on the Great Basin College Purchase Card program - pleass contact Gim Briggs st 775-753-2250 or at 7 Hew files for Dovnload
imb@gwmail.gbenv. edu = ———

> Additional Resources:

The Trainin g Modules listed are tutorials for all users of PaymentNet. From cardholders to administrators, training brought to your
desktop.

To access a module, simply click on the links belov:

Splitting a Transaction

Disputing a Transaction

Running Queries

Running Reports

@ 2010 JPMorgan Chzse & Co. All rights reserved. Privacy Policy | Terms & Conditions

Dong (3 € Internet *100% -
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