JPMC Pcard Electronic Reallocation

Launch Internet Explorer

Type in the following address: https://www.paymentnet.com/Login.asp

The following screen appears:

2005-08-18 1:07:1Z P

Welcome to JPMorgan Chase PaymentNet.
Pleasze enter Organization ID, User 1D and Pass Phrase.

Organizatian [D Oraanization ID: us63104
Uszer T
Pass Phrase +— User id: first part of email (ex: bkb204)
Login Now = | Pass Phrase: lehigh (unless it's been changed)

Preferged Language

Cofoyright @1997 - 2005 J.P. Morgan Chase & Co. All rights resenved.

Click Login Now

The following screen will be displayed:

w LEHIGH UNIVERSITY.

Wednesday, May 12, 2010 =

Faining 3 Links

Paymentlet™ Welcome Brenda Bachman Last pass phrase change 02/70:2009 9:45:55. Account Status Active

Electronic Staten\ent & Payment

Locale Settings
Change Pass Phrasc

Click on PaymentNet


https://www.paymentnet.com/Login.asp

A screen similar to the following will be displayed:

JPMorganChase ) nu: i LEHIGH UNIVERSITY | help | home
Transaction List (Custom View) Gotopage|1 %/ of 1
Select a View | Default View | m
Create Export File= Create Secured Export File> Save Query= Create Queny=
Reviewed Transaction Transaction Cost Sub Merch. First 0 p Account
Row Trans ID ¥ Date PostDate -, ~ - ° Conter Code N2ME State / Proy L2Sthame = StatelProvince MCC | - -
1 155048 4 I:‘ 0430/2010 05/03/2010 $2.34 215420 [t} DS WATERS GA BACHMAN BRENDA  PA 5599 e 1037
Z 154875 1 I:‘ 042972010 04/30/2010 $255.00 215420 [t} TRAVEN LEADERS Wl BACHMAN BRENDA  PA 472z e 1037
3 15440600 [F] 04/20/2010 04/22/2010 589.00 218295 0 NAPCP MM BACHMAN BRENDA  PA 8699 ()37
Copyright® 1987 - 2010 J.P. Morgan Chase & Co. All rights reserved

Click on the transaction you wish to reallocate! Transactions need to be re-
allocated and have their business purpose included electronically before the 20" of
the month. If the transaction is not reallocated electronically before the 20" of the
month, paper reallocation will need to be completed and submitted to the
Controller’s Office.

The following screen will be displayed:

JPMorganChase ) Menu o> LEHIGH UNIVERSITY | help | hon
Transaction Detail Record 155049 »
Save = Split = Dispute =

I Cost Center

215420

Account Numl 157

5ub Code

Cardholder BACHMAN, BRENDA K

04/30/2010 o

Transaction Date

Post Date

Customer Code 702155000
Merchant ID 15254
Visa Merchant ID 000013381503

Trans Merchant Name D5 WATERS

Trans Merchant City B800-4928377
Merch. State / Prov GA
Merchant MCC 5999
Originating Currency US Dollar

Orig Currency Amt
Subtotal
Sales Tax Amount

Total
Transaction Notes

water for employees and customers

7- 2010 J.P. Morgan Chase & Co. All rights reserved.

er, enter the new number her

Click Sav

If the transaction is going to a single index nu
and enter the business purpose for the transactio




If needing to split the transaction between multiple index numbers either by dollar
amount or percentage, click on “Spli

”

JPMorganChase £ Menu Transadiion: aor LEHIGH UNIVERSITY | help | hon
Transaction Detail Record 155049 »
Save = Split = Dizpute »
TErEoET O Cost Center
Account Number i [V 218420
Cardholder BACHMAN, BRENDA K SLBETIE
Transaction Date 04/30/2010 l:l
Post Date 05/03/2010
Customer Code 11796356702159000
Merchant ID 15254
Visa Merchant ID 000013381503

Trans Merchant Name DS WATERS

Trans Merchant City B00-4928377

Merch. State / Prov GA

Merchant MCC 5999

Originating Currency US Dollar

Orig Currency Amt 5234
Subtotal 5234
Sales Tax Amount 50.00
Total 5234

Transaction Notes

water for employees and customers

- 2010 J.P. Morgan Chase




The following screen will be displayed:

Transaction Split for Record # 155049

Save Split = ,J Undo/Cancel Split = ,J Dispute = |J

Transaction Notes

Reviewed [F
water for employees and customers
Account Number J00000C2E76951037
Cardholder BACHMAN, BRENDA K
Transaction Date 04/30/2010
Post Date 05/03/2010
Customer Code 11796356702159000

Trans Merchant Name DS WATERS

Trans Merchant City 200-4928377

Merch. State | Prov GA

Merchant MCC 5999

Originating Currency US Dollar

Orig Currency Amt 5234
Subtotal 5234
Sales Tax Amount 50.00
Total 5234

Select Number of Splits
Cost Center Sukode Percent Amount
215420 0 50.00% 1.17 _Edit Row >

215420 0 50.00% 1.17 _Edit Row >

Edit Row >

0 J.P. Morgan Chase & Co. All rigRts reserved.




JPMorganChase £) Menu: K i go> LEHIGH UNIVERSITY | help | ho

Transaction Split for Record # 155049 M [

Save Split » Undo/Cancel Split » Dizpute =
Transaction Notes

Reviewe [F
water for employees and customers

Account Nugber HOOOOK2ETES51037

Cardholder BACHMAN, BRENDA K \

Transaction Da 04/30/2010 ﬂ

Post Date 05/03/2010

Customer Code 11796356702155000

Trans Merchant Name' DS WATERS
Trans Merchant City B800-4928377
Merch. State / Prov
Merchant MCC

Originating Currency

Orig Currency Amt 52.34
Subtotal 5234
Sales Tax Amount 50.00

5234 /

Total

Select Number of Splits |2 W

Cost Center SubCD\e Percent Amount
Save Row > 215420 o 50.00 1.17 Save Row > T € SUbCOde i Lo
'\< e percentage if splitting by
Edit Row > 215420 0 50.00% 117 Edit Rqw =

ercentage OR the amount if
splitting by dollar amount
Click Save Row

~

Complete the above steps foneach split

Click Save Split when complete

Enter the business purpose for each transaction. /The business purposes print out
on the report A/P receives. There is no need to pandwrite the business purpose on
the receipt as long as the business purpose is entered electronically.

To return to the transaction listing, click here



The following screen will be displayed:

JPMorganChase ) Menu: i PR LEHIGH UNIVERSITY | help | home

Transaction List {Custom View) Go to page of1

Select a View | Default view |v | [EERS

Create Export FiIe>,J Create Secured Export File= ,J Save Quary>,] Create Query> ,J

Reviewed Transaction Transaction Cost Sub Merch. Fir: . Account
Row Trans ID _E_ Date Post Date e T Code Hame State / Prov Last Name/?n!e/ StateiProvince MCC e
1 155048 (% ol 04/30/2010 05/03/2010 5234 215420 0 DS WATERS GA 14N BRENDA  PA 5999 ()37
2 154z75 4 D 04/29/2010 04/30/2010 $255.00 215420 o TRAVEL LEADERS Ml BACHMAN BREND&  PA 4722 |37
3 154206 (4 D 0420/2010 04222010 $99.00 2182595 1] NAPCP BACHMAN BRENDA  PA 869G 037
C ight® 1997 - 2010 J.P. Morgan Chase & Co. All rights

entered, click home

The following screen will be displayed:

Paymentlet™ Welcome Brenda Bachman Last pass phrase change 02/10/2009 9:45:55. Account Status Active

Electronic Statement & Payment

Locale Settings

Change Pass Phrase

Click Logoff'to exit the program.



