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Paymentnet 4 Instructions 
 
The main screen in Paymentnet has changed and now displays three sections: Log On, Help Desk, and 
Attention.   The optimal browser for Paymentnet is Internet Explorer (IE).  Using other browsers (e.g. 
Firefox, Chrome) will cause errors, so it is strongly recommended that Paymentnet users launch the 
website using IE.   
 
Transactions: 
 

Manage Transactions: 
 
This displays the Transaction List screen and lists all transactions for the last 30 days.  Click on the down 
arrow to change this value and the view.  Perform a query and view statement.  Columns that have an 
underline beneath the name can be clicked on to resort the column.  There are scroll bars on the bottom 
and side to view the whole screen.   
 
The box on the far left allows the transactions to be exported.  Individually check each transaction or 
click on Select All Pages above the Last 30 days.  The box will show checked and the Export tab at the 
bottom of the screen will be in black.  Click on export, name the file, and click the Process button. 
Uncheck the compress output file.  The available downloads screen will open.  Click refresh until the 
status is successful, click on the file to open it or save it.  If a WinZip screen comes up double click on the 
report, click open and it should open.  This will provide the 24-digit G/L account number by transaction.  
If a transaction is split between 2 or more line items, you will not get the 24-digit G/L account number 
only the words “2 line items”.   This is the best way to get this information on one line that is sortable in 
excel.   
 
Click anywhere on the transaction to bring up the Transaction Detail screen.  There are three tabs – 
General Information, Addendum, and History.  General information is used to change the accounting 
codes, split transactions, dispute a transaction, and check the reviewed box.  Addendum provides more 
information, if available about the transaction.  History gives system information about the transaction.  
If there is a green $ symbol, click on it and the Addendum information will open.  Click on List to go back.       
 
Cardholders and Managers should be able to check the Reviewed box.  If the box is grayed out, a change 
to your user access settings might need to be completed.   Once this box is checked, the approval status 
on the transaction list will change from New to Approved.  On the transaction detail screen, it will show 
the name of the reviewer.  This is helpful if there are any questions.   
 
Once the transactions are pulled into the general ledger, a green check mark will show under the 
Exported column.  Accounting codes cannot be changed once the transaction has been exported, even 
though it looks like the department can be changed.  It is too late at this point to make any changes and 
a journal entry will have to be done to correct the account numbers.   The posting schedule for the 
month is on the Welcome screen.  It is also available on the controller’s office webpage:    
https://www.rit.edu/fa/controller/content/procurement-card-schedule-fy-2013.  The transactions are 
pulled in at 8:30 am on the specific day. 
 

Approval Status    New  

  Reviewed     Reviewed  

https://www.rit.edu/fa/controller/content/procurement-card-schedule-fy-2013
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Accounting Codes – all the accounting codes do not show up when clicking on the drop down arrow.  
These are considered “Smart Fields”.  To select object code 78000 etc., delete the account currently in 
the field, and enter 78 or 780 and the rest of the object code will populate.  This is also true for the 
project field.  Select the appropriate object code or project using the mouse.  The arrow keys on the 
keyboard do not work to select the codes.  Save.  A green check mark Information was saved successfully 
will appear.  Click on List to go back. Double check the List screen to make sure the changes saved 
correctly.   
 
If the list of values is not populating, go to Tools (on the Internet page, just above the tiger’s head) and 
verify that Compatibility View (about halfway down the list) is checked.   Then on Tools Compatibility 
View Settings, ensure jpmorgan.com is under Websites you’ve added to Compatibility View.    
 
If you are using Firefox and are having difficulty, try using Internet Explorer to see if that eliminates the 
problem.   
 
To split a transaction, click on Add Lines.  Enter the # of lines – 2 or how many are needed and click Add.  
It will add the information on the bottom of the screen.  Move the scroll bar down to the bottom to 
view the information.  Under Item there is a triangle, click on the triangle to view the accounting codes.  
Enter the $ in the unit price field or change the %.  The accounting code works the same way as noted 
above.  Click Save.  On the transaction list screen under accounting code values it will show 2 line items. 
 

 
 
To dispute a transaction, click on Dispute.  Select a dispute reason.   Click on Submit and return to 
transaction detail.  A yellow box will appear next to the transaction.  An email will be sent by JPMC with 
the subject “paymentnet:  transaction dispute initiation.”  To cancel the dispute, click on the yellow box, 
on the transaction detail screen, click on cancel/undo dispute and save.  The yellow box will disappear.  
Another email will be sent by JPMC with the subject “paymentnet:  transaction dispute cancellation.”   
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Before disputing a transaction in paymentnet, contact the vendor first to resolve the issue.  If it can’t be 
resolved by the vendor, then dispute it in paymentnet.  It may take 90 days to resolve completely. 
 
 

Authorizations/Declines: 
 
To determine why a transaction is declining, query a specific card in the new query box by selecting the 
look for….  Click on the card in question.  It will show authorizations and declines.  To the far right is the 
reason for the decline.  Most common declines are for limits, expiration dates, or merchant category 
code (mcc).  Use this information in your email to the Procurement Card Administrator to fix the issue.   
 

 
Query Transactions: 

 
On the transaction list screen - to the right in the light gray bar is the query function.  In the New Query 
box, select one of the specific Look for… options, type the value in the box, click go.  To select more 
options, click on the word Advanced.  The advanced query - transactions screen will open and there are 
many options to choose from.  Fill out the Date Range.  Click on the down arrows to make a selection in 
Field, Operation, and Value.  In the Criteria section in the Field box, click on the down arrow to make a 
selection.  i.e. Select Accounting Code Values to search on a specific project or object code.  Select the 
Operation using the down arrow.   Select the COA- US63035 in the Chart Name, Select Object or Project 
in the Segment Name and type in the specific Segment Value.  In the Hierarchy section, select a specific 
hierarchy, or leave it blank.  Click on Process and it will bring back the transactions that meet the criteria.  
Transactions Query will also take you to the advanced query – transactions screen.     
 

 
Viewing the Statement: 

 
Click on the view statement – the statement detail screen will open.  The most recent billing date will 
appear.  Click in the billing date to select a different month.  Click on download statement.  A window 
pops open with the statement.  Print or save the statement.  Click the back arrow.  Transactions 
Statement will also take you to the statement detail screen.   
 
 
Help:  
 
Help for this page or Help Index.  This is a very robust on-line help tool. 
 
 


