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Logging In

&) PSS S Ay E N E LML OB s EN oS0 L e T ElakxpioTen J J ﬂ1
h

File Edit ‘iew Favorites Tools  Help 0

- L = n
\ ) ' . ] ) "
0 Back - 2 \ﬂ \ELI | S Search 7. Favorites @ Media 6}“ I

Address @ https: | fwaww3, paymentnet, comjLogin, asp
&% Searchweb -

L

Go  Links
=2

E (Opkions

2004-42-21 11:14:57 Ahd

Eh 155 blocked

|
‘-'JPMorganChase

Access the PaymentNet
Website at: |
www.paymentnet.com

Welcome to JPMorgan Chase Paymenthet.

Flease erter Organizstion |0, User I and Pass Phrase.

Organization 1D | ,.pqq32 ‘
Uszer D hilvarje

Pazs Phrazse |saasss

Liagin Moy = USGI‘ ID =
Lotus Notes e-mail ID |

Preferred Language
English (115] -

Copyright @1997 - 2004 1.F. Morgan Chase & Co. All rights resenred.

Default Pass Phrase =

The first four letters of your
last name in CAPS followed by
the 9t 1 12t digits of your
Card number
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http://www.paymentnet.com/

PaymentNet Home Page
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Paymentllet™ Welcome JOHN PASSARD Last pass phrase change 70200 T6:48: 79. Account Status Active
Electronic Statement & Payment

Message from your Program Administrator -
(Lol BT Reminder to Seton Hall Cardholders:

Change Pass Phrase

Your online staterment is available on the 23rd of each month in Electronic
Logofl Statement & Payment (ESF),

Non-Grant Cardholders:

Please print the staterment and submit it with associated receipts, and SHU
Chase TRE reports (if applicable) to Procurement no later than the 10th of
the following month.

Grant Cardholders:

All cardholders with grant cards must submit their statements and receipts,
as well as Chase TRE reports, to Grants Accounting no later than the 10th of
the following month,

Flease remember 1o keep a copy of all items submitted for vour files,

Copyright® 1997 - 2004 J.P. Maorgan Chase & Co. All rights reserved.
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Change Pass Phrase
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Change Login Pass Phrase Utility

Update Pass Phrase = # Cancel = rl
Thussday
Paymenthet™ Welcome JOHN PASSARO Last pass phrase change 7040472004 16:48: 79. Account Status Active Original Pass Phrase
Electronic Statement & Payment
Message from your Program Administrator [- ] Hew Pass Phrase
Locale Setti i .
ER Reminder to Seton Hall Cardholders: Confitm Hew Pags Phrase
Change Pass Phrase
Your online statement s available on the 23rd of each month in Electronic
et Statement & Payment (ESP)
Non-Grant Cardholders: Copyright 1987 . 2004 1F. Morgan Chase & Co. All rights resenied
Please print the statement and submit it with associated receipts, and SHU
Chase T&E reports (if applicable) to Procurement no later than the 10th of
the following month
Grant Cardholders:
All cardnolders with grant cards must submit their statements and receipts,
= well as Chase TRE reports, to Grants Accounting no later than the 10th of
e following month
Plagse remember to keep a copy of all items submitted for your files
Copyright® 1997 - 2004 J.P. Morgan Chase & Co. All rights reserved,
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From the Home Page, click
Change Pass Phrase

B B meemer
Micrasaf .. -l BT SHU Carcho. .. ‘ BN B 1147 40

i ST ™ @i (ST L rberes. | Ezmos |

Enter your old and new Pass
Phrase, then click Update Pass Phrase
Note: You will periodically be prompted
to change your Pass Phrase.




Review Transactions

From the Home Page, Click PaymentNet. It brings you to this screen, which
shows all of your transactions that have not been uploaded.
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Transaction List {Custom View)
Selact & view | Defautt view [ [EIER

Goto page 1 of 1

Creste Export File = Save GILery = Create Query =

Row I];ans Reviewed % W Post Date Trans Merchant Hame w ‘i‘;i:«‘» ﬁgﬂ %e :%:F{ﬁ Eﬂ:l—mﬁ} MCC :I:::nﬂ E‘M User I
. Amount Humber Hame — Hame
1 20 i Both  12ME/2004 1272002004 CORP EXPR 300-552-4774 $323.85 FO00 240165 3110 JOHM PAZSARD 2969 pESEEHD  passEto
2 19 Both 120452004 12M652004 CORP EXPR G00-552-4774 F33.40 FO.00 240165 3110 JOHN PASSARD 2969 passaro  passarjo
S 15 Both 120702004 120802004 ATH KLEMROCK $1581.90 FO.00 240165 3120  JOHNM PASSARD 5734 pEssan  passaro
4 15 Both 120452004 200852004 CORP EXPR S00-552-4774 F17 .54 FO0.00 2401685 3110 JOHN PASSARD 5969 passaro  passaro
5 13 Both  11/25/2004  11/3002004 CCH INCORPORATED F67.50 F0.00 240165 3330  JOHN PASSARC 5965 pEssatn  passaro
3 & Both 1100302004 110502004 MEAJERSEY CITY LI $105.00 FO00 240165 3220 JOHM PAZSARD 220 RESEEHD  PaSSEto

Copyright® 1997 - 2004 1.F. Morgan Chase & Co. All rights resenced.

To review a transaction,
click on it.
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Transaction Detall Screen

Steps to complete the review process:

1. Compare the transaction details to your receipts.

2. Review the default accounting codes that appear
and make any changes to the SHU budget number
and/or subcode using the drop-down menus.

3. Type the detailed IRS business purpose for T&E
Il tems i n the nTr ainvbh@what] o n
when, where, and why (refer to Travel Policy 105.5).

4. Cl i ck the AReviewedo box.
5. Cli ck nSaveo.

Note: You are able to make changes/corrections to a
reviewed transaction until it is uploaded into FRS.



Review Transactions

Transaction Detail Screen
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Transaction Detail Record 20

Click

- B[]

¥
Links *

aGo

help | home

REeturn to Transaction List

Wiy Transaction Detail

v Save= | Splt= | Dispute = H ere.
/ s o — Employee ki
When Customer Code RN, CHAMPLAN PASSAG R
Fl nlShed ’ Merchant ID 2 SHU Budget Humber

Trans Merchant Hame

Click
Here.

Trans Merchamnt City
Merch. State /Prow
Originating Currency
Orig Currency Annt
Subtotal

Sales Tax Amount

Total

Transaction Hotes

éj Done

CORP EXPR 800-552-4774

G00-552-4774

240165 FINANCIAL REFORTING
Sub Code

3110 General Supplies

Select the correct budget
number/subcode from the
drop-down menus.

co
S Dollar Spend Type
$000  |[BOTH |-Both
F323.55
FO.00
$323.55

Type Detailed IRS Business Purpose here.

Copyright® 1997 - 2004 J.P. Morgan Chaze & Co. All rights resenved.
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Split Account Codes (Optional)

To charge one transaction to two or more budget numbers or subcodes, click
Split on the Transaction Detail Screen. The Transaction Split Screen opens.
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Transaction Split for Record # 20 Return to Transaction List
Save Splt = UndofZancel Split = Dizpute = Wiewy Transaction Detail
Transaction Hotes
Reviewed O

Customer Code PR, CHARAPLAR

Trans Merchant Hame CORP EXPR 800-5352-4774

Trans Merchant City B800-552-4774

Merch. State / Prov co

Originating Currency L= Dallar

Orig Currency Amnt F0.00

Subtotal $323.85

E—— e You can select up to 10 splits.

Total $323.85
2

Select Humber of Splits

Employee Id SHU Budget Humber Suby Code Spend Type Percent Amount

Ediit R = pasIaro 240165 3110 Both a0.00% 16193 Edit Row =
Ediit Roww = pasIaro 240165 310 Both aS0.00% 16192  Edit Row =

Copyright® 1907 - 2004 J.P. Margan Chase & Co. All rights reserved. \ Cllck Edlt ROW to

select new codes.
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Split Account Codes (Optional)

When
Finished,
Click
Here.

When you click Edit Row, the screen changes to edit mode.

&) eI B Cros ol nerneiaExpioren j Jﬂ
Iy

File Edit ‘Wiew Favorites Tools  Help o

OBack T lﬂ ﬂ | ! Search V\z Favarites wMedia G-‘ v e (=

-

Address ﬂj https: ffwns3, paymentnet, comyPRetfranger . asp a Go Links **
Google ~ o searchweb - §3  ED 175 blacked [ options

O, pmorgancnase

Transaction Split for Record = 20 Return to Transaction List

,Save Splt = UndoiCancel Split = Digpute = Wiy Transaction Detai
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) Transaction Hotes
Reviewed O

Customer Code [l CHARPLAR

Trans Merchant Hame CORP EXPR 800-552-4774

Trans Merchant City a00-582-4774

Merch. State | Prov o0

Originating Currency LIS Dollar

Orig Currency Amt F0.00

Subtotal wes  O€lect the budget number/
Sales Tax Amount =mmo  subcode from the drop-down.

Total 32383

Select Humber of Splits | 2

CopyrightE 1997 - 2004 1.F. Morgan Chase & Co. All rights resenced.
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Employee ld SHU Budget Humber Sub Code Spend Type Percent Amount
Eciit Ry = PESSEr0 240165 / 3110 v Btk S0.00% 16193 Edit Bow = CI k
Save Rovw = pEssaro 240165 FINANCIAL REFORTING 3110 General Supplies Bioth 50,00 16192 Save Row = | €——— IC

Here.
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Running Reports

From the Drop-Down in PaymentNet, Select Reporting.
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