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PaymentNet Reporting “How To” Guide 
 
 
 
Contact Us:                             Forms & Applications: 

http://www.purchasing.upenn.edu/buytools/card.php  
Purchasing Card Administrator                  
Mark West (215) 898- 3606                   JP Morgan Chase 
pnet@.upenn.edu                   www5.paymentnet.com 
                      *(800) 316-6056 after hours only 
Purchasing Card & PaymentNet FAQ’s: 
www.purchasing.upenn.edu/buytools/purchasing-card-and-paymentnet-faq  
 
*To report you card lost or stolen, notify the Purchasing Card Administrator and/or your School P-card Administrator immediately.   
Nights & Weekends call JPMorganChase AFTER leaving a message for P-card Administrators 
 

Selecting a Report  

The Report Setup page allows Administrators to determine which roles will have rights to run each report.  After a user has been given 
access to run reports, follow the directions below: 

The Report Detail page allows authorized users to customize the selected report output.   

1. Choose Reports, then Create from the main menu bar.  The Report List  will be displayed. 
2. Select a report category from the drop-down list.  The Report List defaults to All reports . 
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The Reporting section of PaymentNet provides seven main categories: My Saved Reports, Accounts, Transaction, Order, Custom, 
Merchant, and Administration.  Once a category button is selected, only reports and descriptions from that category will be displayed.  Each 
category will list the applicable reports alphabetically.  The All category will display every report alphabetically.   

3. To run a report, simply point to the desired report name and click once.  The Report Detail page will be displayed. 
4. Choose the desired Report Format.  The report output can be in text, Microsoft Excel, XML, or Adobe PDF formats.  
5. Create a name for the report, by entering the desired name in the text box.  The report name entered will appear on the Available 

Download page and on the "My Saved Reports" report category. 
6. To enter a new row of Report Criteria , click     
7. Enter the field, operation, and value for each row of criteria.  Select And or Or  for each row of criteria.  
8. After all information has been entered on the Report Detail screen, run the report.   
9. Select  to run the report and proceed to the Available Downloads page.    
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Available Downloads  

The Available Downloads page displays all processed reports, scheduled reports, mappers, and export files. 

Viewing the Available Downloads 

1. Select Reports > Download. 

 

Page Title displays your location in PaymentNet. 

Select for Report Downloads is the drop-down menu that takes you to Available Downloads page. 

Go to Page takes you to any page of the Available Downloads by typing the page number or using the arrows to navigate. 

Viewing Reports and Export Files 

If a report or export file has been created, but is not included on the Available Download page, click Refresh. 

1. Click on the name of the file to download the report. 

2. You will then be asked whether you want to open or save the file. 
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Transaction Summary 
 
The Transaction Summary report summarizes the number of transactions and total dollar amount for each account. The report lists: 
Account Name, Account Number, Number of Debit Transactions and Dollar Amount, Number of Credit Transactions and Dollar Amount, 
Total Number of Transactions and Dollar Amount.  Contents of this report are best viewed in Excel and PDF formats. 
 
Suggested times to run: Schedule to run automatically; cycle frequency; first day of the current period 
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Transaction Detail by Hierarchy 
 
The Transaction Detail by Hierarchy report summarizes the number of transactions and total dollar amount for each account and 
Hierarchy level. Transactions, as well as line items, are included in this report.  Payments are excluded from this report.  Subtotals are 
provided for each Hierarchy and account, as well as Grand Totals for the entire report. The report lists: Transaction Date, Post Date, 
Merchant, City, State, Merchant Category Code, Debit Amount, Credit Amount, and Tax. 
 
Suggested times to run: Schedule to run automatically; cycle frequency; first day of the current period   
Excel (xls) is the best format for this report. 
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Transaction Detail with Account Codes and Notes  
 
The Transaction Detail with Account Codes and Notes report shows a list of transactions with their account codes, notes and custom 
fields. Transactions, as well as line items, are included in this report.  Payments are excluded from this report.  The report lists Transaction 
ID, Cardholder Name, Account Number, Merchant Name, Merchant City, State, Merchant Category Code, Transaction and Post Dates, 
Transaction Amount, Tax, Transaction Notes, an unlimited number of Account Codes, and Transaction Custom Fields.  
 
Suggested times to run: Schedule to run on Fridays 
Criteria: Post date; is relative; Last period; mapper cycle 
Schedule to Run Automatically: cycle frequency; mapper cycle 
Save report as “Weekly Transaction Detail….” 
Adobe (pdf) is the best format for this report. 
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Transaction Disputes by Hierarchy 
 
The Transaction Disputes by Hierarchy report can be used to monitor the status of disputed transactions. The report lists: Account Name, 
Account Number, Merchant Name, Transaction Date, Transaction Amount, Date Disputed, and Date Resolved. 
 
Suggested times to run: Schedule to run automatically; cycle frequency; first day of the current period   
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Statement of Account 
 
The Statement of Account shows a list of transactions with their account codes, notes and custom fields. Transactions, as well as line items, 
are included in this report.  Payments are excluded from this report.  The report lists Transaction ID, Cardholder Name, Account Number, 
Merchant Name, Merchant City, State, Merchant Category Code, Transaction and Post Dates, Transaction Amount, Tax, and Transaction 
Notes. 
 
Suggested times to run: Schedule to run automatically; cycle frequency; first day of the current period   
Processing report with no criteria automatically gives the Current Statement of Account for ALL cards under the user’s Hierarchy and 
Scope. 
(Cardholder: his card only   Transaction Approver for Org 0305: all cards with default Org 0305    Manager: All cards in their 
School/Center) 
 
 


