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Logging In

Access the PaymentNet 
Website at: 

www.paymentnet.com

Default Pass Phrase =
The first four letters of your
last name in CAPS followed by
the 9th ï12th digits of your
Card number

User ID = 
Lotus Notes e-mail ID

http://www.paymentnet.com/
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PaymentNet Home Page
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Change Pass Phrase

From the Home Page, click
Change Pass Phrase.

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



6

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.

To review a transaction,
click on it.
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Transaction Detail 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 

items in the ñTransaction Notesò field ïwho, what, 

when, where, and why (refer to Travel Policy 105.5).

4. Click the ñReviewedò box.

5. Click ñSaveò.

Note: You are able to make changes/corrections to a 

reviewed transaction until it is uploaded into FRS.
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Review Transactions
Transaction Detail Screen

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

Type Detailed IRS Business Purpose here.

Click
Here.

When
Finished,
Click
Here.
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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.

You can select up to 10 splits.

Click Edit Row to 
select new codes.
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Split Account Codes (Optional)
When you click Edit Row, the screen changes to edit mode.

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

Indicate either the percent or
$ amount to be applied.

Click
Here.

When
Finished,
Click
Here.
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Running Reports
From the Drop-Down in PaymentNet, Select Reporting.


