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PaymentNet Reporting Guide 
1. Website = https://www.paymentnet.jpmorgan.com 
2. Enter your Organization ID. 
3. Enter your User ID. 
4. Enter your Password (Case sensitive). 
5. Click Log In. 
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Create a Report Instance 

1. Select Reports > Create. 
2. Find the report you want to generate. You can narrow your search by clicking the Report Type drop-down and selecting 

the report category. This displays only those reports in that category. 
3. Click the name of the report you want to generate. 
4. From the Report Format drop-down list, select one of the following options – Adobe PDF, MS Excel, or CSV. 
5. If you want to customize the report, modify the Criteria, Hierarchy and/or Order By fields. If you customize the report, 

you must enter a unique report name in the Name field. 
6. Click the Save button. 
7. Click the Process Report button. 

The Available Downloads screen opens. The report you have just processed is displayed, as are any past reports. You 
can click on the Refresh button to update what is listed in the Status column. When you first process the report, the 
status moves from Submitted, to Processing, and finally to Successful. You can open the report once the status is set 
to Successful. 

Schedule a Report to Run Automatically 
1. Select Reports > Create. 
2. Find the report you want to generate. Do one of the following: 
 If you saved a report, you can select My Saved Reports from the Report Type drop-down list and then select the 

report. 
 Click the name of the report that needs to be scheduled. 

3. Select the Schedule to Run Automatically checkbox. 
4. Select one of these options from the Frequency drop-down menu: 

Weekly 
If you select this option from the Frequency drop-down list, then you must select the weekday on which you want the 
report file to run. Select a day from the Day drop-down list. 
Monthly 
If you select this option from the Frequency drop-down list, then you must select the day of the month on which you 
want the report to run. Select a day of the month from the Day drop-down list. 
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Daily 
If you select this option from the Frequency drop-down list, then you must select the day on which you want the report to 
run. Select either Every Day or Every Week Day from the Day drop-down list. 
Cycle 
If you select this option from the Frequency drop-down list, then you must select when you want the report to run during 
each cycle. Select a value from the Cycle drop-down list. Then, select the First day of current period or Last day of 
current period option. 

5. Click the Save button. 

Download a Report 
1. Select Reports > Download. 
2. Click the name of the report you want to download. You can click the Refresh button to update what is listed in the 

Status column. When you first process the report, the status moves from Submitted, to Processing, and finally to 
Successful. You can open the report once the status is set to Successful. 

3. In the File Download dialog box, click Open. 
Open 
Click this button to open the report. 
Save 
Click this button to save the report to your computer. 
Cancel 
Click this button to return to the Available Downloads screen. 

Delete a Report Instance 
1. Select Reports > Create. 
2. Click the name of the report you want to delete. 
3. Click the Delete button. 

Delete a Report Output 
1. Select Reports > Download. 
2. Select the checkbox(es) next to the report(s) you want to delete. 
3. Click the Delete Selected button. 
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Below are samples of some reports that would be useful to run. 
 
Account Suspension/Cancellation 
Description – Use this report to identify accounts that are suspended or cancelled. The report is generated by hierarchy.  
 
Report Information Includes – Cardholder Last Name, Cardholder First Name, Hierarchy, Account Number, Status, Account 
Status Reason and Current Balance. 
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Air Travel Activity 
Description – Use this report to analyze airline spend by account and hierarchy. This report summarizes each airline 
transaction, including each trip leg. Subtotals are provided for each hierarchy and a grand total for the report.  
 
Report Information Includes – Cardholder Last Name, Cardholder First Name, Account Number, Traveler Name, Departure 
Date, Transaction Date, Origination, Destination, Ticket Number and Transaction Amount.  
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Cardholder Status  
Description - This report can be used to identify cardholder account status and limits. The report is sub-totaled by account 
status. Account Status options include: Active, Lost or Stolen, Suspended and Closed. 
 
Report Information Includes - Cardholder Last Name, Cardholder First Name, Hierarchy, Account Number, Open Date, 
Closed Date, Credit Limit, Available Credit, Single Amount Limit, Cycle/Monthly Amount Limit, Status and Account Status Reason. 
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Central Bill Reconciliation 
Description – Use this report to review detailed transaction, account and merchant data for all charges to a Central Bill 
Account.  
 
Report Information Includes – Transaction Date, Post Date, Transaction ID, Reference Number, Merchant Name, MCC, 
Merchant City, Merchant State/Province, Merchant Zip/Postal, Merchant Country, Transaction Amount, Cardholder Name, Billed 
To Account, Account Number, Central Bill Account, Transactions, Sub-Total Transactions and Grand Total Transactions. 
 
This is a report of all your cardholder’s transactions made during the billing cycle. OMB suggests that you process this report the 
day after each cycle ends and the totals should match your individual cardholder statements. When creating the report the 
criteria should be –  
Date Range - Field = Post Date; Operation = Is Relative; Value = Prior Period and ND Cycle.  
Criteria – Field = Transaction Type; Operation = Is Not Equal To; Value = Payment 
 
Detailed information regarding this report can be found at - http://www.nd.gov/fiscal/docs/pcard/monthlystatement.pdf. 
 
 

 

    7 | P a g e  

 

http://www.nd.gov/fiscal/docs/pcard/monthlystatement.pdf


Declines 
Description – Use this report to identify occurrences and reasons why cardholder accounts have been declined. You can use 
this information to analyze spend compliance and account restriction trends.  
 
Report Information Includes – Cardholder Last Name, Cardholder First Name, Account Number, Decline Amount, Decline 
Reason, Decline Date, Time, Merchant Name, Merchant City, Merchant State/Province, MCC and MCC Description. 
 
OMB suggests that you schedule this report to run daily. When creating the report the criteria should be -   
Criteria - Field = Decline Date; Operation = Is Relative; Value = Last Days 2. You can change the value for last days, 2 days is 
a recommendation. Check the box by Schedule to Run Automatically; Frequency = Daily; Day = Every Day. 
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Unusual Activity Analysis 
Description – Use this report to monitor unusual activity and determine if the transactions are business-related. Subtotals are 
provided for each MCC, as well as grand total for the report. The report displays transaction associated with the following MCCs: 
5681, 5944, 7230, 7273, 7297, 7298, 7299, 7631, 7995.  
 
Report Information Includes – Last Name, First Name, Merchant Name, Merchant City, Merchant State/Province, 
Transaction Date and Transaction Amount. 
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