PaymentNet Useful Reports

(If you don’t have access to PaymentNet, complete the following form
http://www.asu.edu/purchasing/forms/PaymentNet _application.pdf.)

Cardholder Account Reports
Click Reports, and then click Create.
In the Report Type, choose Accounts in the drop down.

Report names: Cardholder Profile and Cardholder Status (report descriptions below). Click on the report name to
begin processing.
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Report List

Tipe Description

befony (o the employee. OPTIMIZED FOR M5 EXCEL
This report can be used to help monitor cardnoiders who Nave a iow avallabie credit and determine If their credit Bnes are sufficient. The report lists: Cardnoider Name,
Accounl Number, Currenl Batance, Dale Effeclive, Available Credil, Creddl Limit and Cash Advance Limil
This report can be used to identify cardholder accounts and fimis grouped by cach hicrarchy level The report ists: Cardholder Name, Account Number, Open Dale,
Cregit Limit, Closed Diate, Status, Avaliable Credit, Cash Advance Limit, Single Amount Limit and Hierarchy.
This report displays the transaction default custom fieids, account default custom fields, and account codes associated with an Account. The report lists: Cardholder
Cardhokder Default Account Codes and Custom Figlds - Accounts  Name., Account Number, Status, Credit Lim. Singic Amount Limit, Dady Amount Limit, Daily Transaction Limit, Cycle/Monthly Amount Limit. CycleMonthly Transaction
Limit, Other Amount Limit, Otner Transaction Limit, Chart of Accounts , Account Custom Fieids and Transaction Default Custom Helgs.
The repart displays all card accounts and redaled information. It can be used by administrators to manage cardholder information. The report includes Cardholder Name.
Cardholder Profile Accounts Address, Phonc. Email, Accounting Codes. Account Status, Account Status Reason, Hicrarchy Levels, Account Limits, Account Open and Close Dates, Last Transaction
and Expirabion Uates. Contents of Me report are best viewed n Exce! format or text. 1 1 not suggested 10 1un ihis fepon a a FOF ie
The report desplays all card accounts and reiated information. it can be uscd by administralors to manage Cardholder information. The report includes Cardholder Name,
Andress, Fnone, Emad, Accounting Coges, Account SIatus, ACcount Status Heason, Hierarchy Levels, Account Limits, Account Open and Close Dates, Last Transattion
Canthoider Profle - MS EXCEL «— Accounts  Expiration Dates, Days Past, Amount 30 Days Past Due, Amount 60 Days Past Due, Past Due Amount, Charge off Amount and Chiarge O Date. Ths report wil be
sinled by defaull in an ascending onder by Canholdes |ast Name, Cardhoder First Name, and Accounl Number Conlents of he repor are bes! viewesd in Facel formel
It is not suggesded 1o run this report as a PO file OPTIMIZED FOR M3 DXCCL
This report can be used to kdentity cardnolder account status and Bmits. Tne report lists: Carghoider Name, Account Number, Hierarchy, Account Status, Account Status
Reason, Open Date, Closed Dale, Credil Limil, Avaiable Credil, Single Amount Limil and CycleMonthly Amound Limil
This report can be used to identity cardhokler account status and imits. 1nhe repart lists: Cardhokder Name, Account Number, Higrarchy, Account Status, Account Status
Caranoiser Status - MS EXCEL "/ Accounts Reason, Open Date, Closed Date, Credit Limit, AvaEabie Credit, Single Amount Limit and Cycie/Montniy Amount Limit. This report wil De soried by default in.an
ascending oedes by Account Status, Cardholder Last Name, and Cardholder Firsl Name. OPTIMIZED FOR M3 EXCEL
Ihe report dspiays account and merchant category code group imits. The report ists: Cardnaider Name, Account Number, Status, Credt Limit, Cash Advance Limit
Caraholser with Account and MCC Group Limits Accounts  Avaliable Credit, Singie Amount Limit, Dadly Amount Limit, Dally Transaction Limit, Cycle/Montnty Amount Limit, Cycle/Montnty Transacton Limit, Other Amount Limit, and
Ot Transacbon Limil
i report ¢an be used to monfor the total charged-cit amount by cardnoider. Charge-oMts ottur aner 2 transaction(s) has moved into coliections. 1 he report ists:
Candholder Name, Account Number, Chiarge O Amounl, Charge OIT Dale, Pasl Due Amounl, and Current Batance
This report provides a list of accounts groupcd by hicrarchy where a card was ordercd Rush Delivery. This repor lists: Hicrarchy, User 1D, First & Last Name of person
Who ordered the card; Cardnoklers Hirst Name, Cardnolders Last Name, Uate & Time the request was made, Fee, the Address 1o which the card was senl. NOTE: This
repoil represents Paymenthed Rush Defivery requests only, fee waivers, rush delivery leeds, or cand requests made through your Program Coordinalor o Cuslomer

Accounts with Low Avadable Credit Accounts

Candhokler Accounts and Limils by Hierarchy Acoounts

Cardhokder Status Accounts

Charge OFf Accounts

Rush Delfvery Card Requests Accounts

Choose the criteria to filter your report outcome, and then click Process Report. Example below.
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http://www.asu.edu/purchasing/forms/PaymentNet_application.pdf

Process report and

* Required Fields rename

~

Name * Cardholder Profile - MS EXCEL x Report Format MS Excel E|

Compress Output? ||

Fer best performance, include date range in Criteria when available.
For only active cards choose the criteria below

Criteria \
Field Operation i Value
1 Account Status EI Is Not Equal To EI Closed E Delete  Add
2 And E| Account Status E| Is Not Equal To E| Lost Or Stolen E Delete  Add
Hierarchy
Include
Children

Add

Schedule to Run Automatically

You may locate your processed report under Reports tab and then Download.
Transaction Reports

Click Reports, and then click Create.

In the Report Type, choose Transaction in the drop down.

Report names: Statement of Account Portrait or Landscape (report descriptions below). Click on the report name
to begin processing.

Pag!mu-!a Wb

Name & Description Schedule
bhousefl repots orsatements: | T —
T Statement of Account Landscape  Bipurhases The repot st Account Name. Tramsacion Date, Transacson Tme. Pos Date Merchant ame. Merchan O,
Statement of Account Portrait it Quintty, Do 1t e, T, CXeter e, Feet IO P 0y 200 FUGL e e
[P purchases The repon Bsts Account Name, Transaction Diae, Transaciion Tme, Post Dt Merchant Name. Merchant Cy
Fuel Purchase Dekaf Summary - WS EXCH Amount, Quantey, Destription, Price, Tax, Odomeler Reading, Flet 0¥, Purchase Dy 2nd Fuel Senvice Type. This repoetwil notbe
, OR M3 EXCEL
This report can be used to analy from temparary senvices. Total P for each supenvisor as well as a grand fotal for the entire report.
Lol e Sorvces Trensaclion 11 report ists: [ransachon U, Iransaction Uate. Post Diate, Merchant ame, Mirchant City, Merchant StateFrowince and Transacbion Amaunt. It aiso inclodes Soarce I,
e o Descriptn, Temgoray Erplopee Name and Social Seeurty Number, Requestor, Job Code and Supervise Name: Fnay,tme sheed nfomaton s dispiayed on e
repont such s Starl Dale. Week Fodig, Hours, Overfime, Rl Sublofal, Messane 1), ad Cestomes Code: Conlents o his repord ae best viewed in POF formal
aster ALt Regin T The Master Al Repor! despiays s fions wilh compiete mkomeation such s ramsachon 1N, carduokder name, caid nomber, merchenl, MCC code, MECC destcripion

and first address ine wih depariment name. This report st desplays Leved 3 dala.
T Faport prowM0ES 2 N of INe PYRvIOUS CyTe Fansachon INKMabon and when valabie; ACCounkng Code ASocabans, 1ransacton Notes, Lzstom Fisos ang
/ Transattion Addendum Detal. The report ists: Account Name, Account Hasber, Account Addiess. Custom Fiekd Trensaction I, Transachon Date, Post
Statement of Account Landsaps 46 Transaction Cizle, Merchant Name, Original Merchiant Mame, Merchiand Cfy, Merchant Stas/Province, MCC, Orignal Amount, Saies Tar, and Transaction Amound. The repon nchudes
signatire i a the bollom of the: statement for e cardholder and supenisar, o assist in the review and reconcBation process. This stalcment s not an offical bank
tiny stalemend aind cannol be used o resmllance. Fie prints i landscape wrienlalion ) )
This report provides a kséing of the: prewious cycle transacBon information and WHEH avaiiable. Actounting Code ABocations, Transaction Hotes, Custom Melds and
Transaction Addencum Detall The report ists: ACCount Name, Arcount Kumber, Account Address, Custom Fleid Wame/Vaies, Transaction ID, Transacton Daie, Post
Statement of Account Pordrait \ Transaction Datc, Oniginal Merchant Name, Merehant Name, Merchand Gy, Morchant StakeProvinee, MCC, Original Amount, Sales Tax, and Transaction Amount. The report inchdes
sl fress b boliom of the stalemend fr Be candhoider and supenvsor, Io asssd in e review and reconciation process. Thes stalement s nol an offcial tank
Liling stalement ang cannct D used for remtiance. Fie prints in parrai onetation
T Fepor £an e USd 1 analze account 15308 Wi Ech merthant wimin (e Tolcwng ravel & entertanment NOUSTIEs: aings, agng, car réntai, ransporiation,
T4&E Transacton by Induskry Transachon restaurants, cash and oftver. Sublotals ane provided for each ype of indusiry. The report ists: T & € Type. Merchant Name. Merchant City, Merchan StsleProvine. Tolal
Mumber of Transactions and Total Transaction Amount.
‘This seeprl will provide  Iramseaction chianges mede oves 4 selecled dalie range. This repon ists. Tramsacion i0, Account Mumbes, Chiange Dale, Cange Tane: Feld
Hame, Prewious Value, New Value and Modfied By
This reqort wil provide 3 transaction changes made over a selecled dale range. This report ists” Transaction 1D, Account Bumber, Change Date, Change Time, Fieid
Transachion Aadt - M3 EXCEL Transaction Name, Previous Value. lew Value and Modified By. This report wil be sorted by defaut in an ascending order by Account Number and Fieid hame and descending onder by
_ Cnange Date and Change Tme. OFTIMZED FOR NS EXCEL

Transaction Audt Transaction
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[cave TOBMBN] rrocess Report | Reset ]

* Required Fields

Name = Staterment of Account Landscape Report Format Adobe PDF E

Compress Quiput?

recommended criteria

Date Range
Field Operation Value
Accounting Cycle
1 Post Date El * Cyclels El IZ|
04/01/14 04/30/14 Apr - 2014 |Z|
Criteria
Field Operation i Value
1 Transaction Type El Is Not Equal To El Payment El Delete  Add
Hierarchy
Include
Children
Add
Order By
Field Crder Sequence
1 Cardholder Name/Account Concatenation Ascending Delete Add
2 Account Number Ascending Delete Add
3 Transaction Date E Ascending E| Delete Add

Transaction Detail Report
Click Reports, and then click Create.

In the Report Type, choose Transaction in the drop down.

Report names: Transaction Detail — MS EXCEL (report descriptions below). Click on the report name to begin
processing.

Transaction

For transaction
Detail

Description

is report can be used to monifor the purchases for each account. Transactions as wel as line ftems are included and payments are excluded from this report
Transaction Detai Transaction Sub-fotals are provided for each carcholder and central bil account, as well as a grand total for he enfire report. The report lists: Cardholder Name, Transactior
ID, Transacfion Date, Post Date, Merchant Name, Merchant City, Merchant State/Province, MCC, Debit Amount, Credit Amount, Sales Tax and Transaction Type.

This report can be used to monitor he purchases for each account Transactions as wel as ine ftems are included and payments are excluded from fhis report
The report lists: Cardholder Last Name, Cardnolder First Name, Account Number, Transaction (D, Transaction Date, Post Date, Merchant Name, Original

Transaction Detail - WS EXCEL Transaction Merchant Name, Merchant City, Merchant State/Province, MCC, Debit Amount, Credit Amount, Sales Tax and Transaction Type and additional fields important to
fransaction analysis. Addifional fields are included fo provide complete transaction detal data. This report will be sorted by default in an astending order by
Transaction ID. OPTIMIZED FOR M3 EXCEL.
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Save JOBRIME] rrocess Revort ] Reset |

* Required Fields

Name * Transaction Detail - MS EXCEL

recommended criteria

Date Range

Field Operation
1 Post Date |E| * |Cyclels
Criteria

Field Operation
Hierarchy

Schedule to Run Automatically []
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Report Format MS Excel

Compress Output?

Include
Children

Value

Accounting Cycle
04/01/14 04/30/14 Apr - 2014

i Value

Add

[=]
=]

Add



