
Running and Printing Procurement Card Statements 
 

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 ‘Electronic Statement & Payment’ 

Organization ID:  us63104 

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

Pass Phrase:  lehigh (unless it’s been changed 

by the individual) 

Please note…type exactly what’s after the colon 

symbol 

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


 

Enter the Account Number 

 
 

Click on the Green Arrow   

 

Select the appropriate month for which the statement is needed 

 
 

The transactions for that month will be displayed. 

 

Click on ‘Print with Detail’ 

 
 

Click OK  

 
 

 

Click on the Green Arrow   

 
 

 

 

 

 

 

 



 

Adobe Acrobat will open and your statement (similar to the following example) will be 

displayed 

 
 

You can now print your statement.   

 

Click on the Printer icon  

 

     

 

 

 

 

Follow the online instructions for printing your statement. 

 

Click the Red ‘X’ to close Adobe Acrobat   

 

Back on the JP Morgan Chase screen, click Home 

 

 
 

 

 

 

 

 

 



 

 

On the home page, click Logoff 

 

 
 

 

Click the Red ‘X’ to close the explorer screen   

 


