
JPMC Pcard Electronic Reallocation 
 

Launch Internet Explorer 

 
 

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

 
The following screen appears: 

 
 
Click Login Now 
 

The following screen will be displayed: 

 
 
Click on PaymentNet 

Organization ID:  us63104 

User id: first part of email (ex:  bkb204) 

Pass Phrase:  lehigh (unless it’s been changed) 

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


A screen similar to the following will be displayed: 

 
Click on the transaction you wish to reallocate.  Transactions need to be re-
allocated and have their business purpose included electronically before the 20th of 

the month.  If the transaction is not reallocated electronically before the 20th of the 
month, paper reallocation will need to be completed and submitted to the 
Controller’s Office. 

 
The following screen will be displayed: 

 
If the transaction is going to a single index number, enter the new number here 

and enter the business purpose for the transaction.  Click Save 



 
If needing to split the transaction between multiple index numbers either by dollar 

amount or percentage, click on “Split” 

 



 
 

The following screen will be displayed: 

 
 
Select the number of splits 

 
Click Edit Row.  The following will be displayed: 



 
 

 
Complete the above steps for each 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 handwrite the business purpose on 

the receipt as long as the business purpose is entered electronically. 
 
To return to the transaction listing, click here  

Enter the cost center/index 

number 
The subcode 
The percentage if splitting by 

percentage OR the amount if 
splitting by dollar amount 

Click Save Row 



 
 

The following screen will be displayed: 

 
 
Once all transactions have been reallocated and/or have their business purpose 
entered, click home 

 
The following screen will be displayed: 

 
 
Click Logoff to exit the program. 


