Instructions for posting purchase card transactions in JP Morgan.

1. Go to www.paymentnet.jpmorgan.com

2. Login:
a. Organization ID is Yavapai
b. User ID will be provided by JP Morgan
c. Password will be provided by JP Morgan

3. For Login help select Log in Help from the Resources menu
4. Use the attached Quick Reference Guide when logging in for the first time.



5. The main home page will display.

Connecting to chaseonlineg2.chase.com...

nr




6. To view transactions, select Transactions from the menu bar and then select Manage



7. Cardholders will be able to view all current transactions. Note: each month the Business Office
will export all transactions into Banner after all FOAPS have been entered. Once that occurs the
transaction will no longer display in the transaction list.

8. Cardholders can sort transactions by selecting any of the fields in the menu bar. Cardholders that
have more transactions than will fit on one page can use the navigation arrows that appear on the
bottom of the page.



9. The Accounting Code Value field now contains the following data:
a. COA-US64368- Yavapai College Chart of Accounts
b. Cardholder Department
c. FOAP

Note: The Cardholder Department and FOAP are now merged together whereas before the FOAP was
listed in a separate column. The transactions will now have dashes after the Cardholder Department
when the FOAP has not been entered.

——

FOAP not
entered




10. To enter FOAP, double click on the transaction.

11. Enter the correct FOAP in the Account Code Section.

12. Enter a description of the purchase in Transaction Notes.
13. Select the Save button to save data entry.




14. A message will display in green indicating the transaction has been saved.



15. To split a transaction between multiple FOAPS select Add Lines.
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Post Date 08/1%/13

MCC 7333
NK MOTION PICTURES

Merchant
08008765445, MO,

Parent Merchant: SWANK MOTION PICTURES

Exported

Customer Code 44481.4
Micro Reference 55310203223083003454808
Authorization Number 057308
Transaction ID 83732

Original Currency USD
Original Amount $400.22
Tax $0.00
Settlement Currency USD
Total $400.22

urganizauon
Account
Program Code

Activity Code

Transaction Custom Fields

Reviewed

Transaction Notes

3000 characters maximum
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16. Enter the Number of Lines that will be needed.



17. Click on the arrow button to enter FOAPS.

Exported

Customer Code 44481.4

Authorization Number 057308
Transaction ID 83752

Original Currency USD
Original Amount 5400.23
Tax $0.00
Settlement Currency USD
Total $400.23

Line Item Level Accounting

Micro Reference 55310203223083003454803

Line Totals

100% $ 400.23

Item Description #of linits Linit price Laxable @  Total
[f [commercial Card Purchase [1.00 | [200.12 | [ [se.00 ] 200.22]ff]
Item Description # of Units Unit Price Taxable %  Total E{
E [commercial Card Purchase [1.00 | [200.11 | [ [se.00_ ] 200.11]f]

|

| =Previous 14 of 582 Next> |
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18. Enter the FOAP for the first line. If the transaction is to be split equally, the system will split the
transaction equally depending on the number of lines selected.

Chart of Accounts [COA - Use4368 [+ /F
AccountName  [105 Student Affairs/Res Halls
i SLLL Transaction Custom Fields
Organization 102251
Account 7105 Reviewed
Program Code 10
Activity Code
Item Description # of Units Unit Price Iaxable S Total
j Commercial Card Purchase | 1.00 ||2E|E|.11 | |5U.UU |2|:||:|.ll
Accounting Codes

Chart of Accounts | COA - USE4368 |«
Account Name  [105 Student Affairs/Res Halls
R 2000 Transaction Custom Fields
Organization 102251
Account 7105 Reviewed
Program Code 10
Activity Code

£ %Pravious 14 of 582 Nexts »|
|
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19. If the transaction needs to be split another way, enter the amount to be allocated in the Unit Price
box for the first transaction. If there are only two lines, the system will automatically calculate the
difference and allocate it to the second line. If not, continue entering amounts in the Unit Price
column until the transaction is complete.

20. Make sure to save the data entry before returning to the main transaction list



21. Split transactions will show up under the Accounting Code Values as show above. Single line

transactions will show the FOAP.

08/16/2013
08/15/2013
08/17/2013
08/15/2013
08/16/2012
08/16/2013
08/15/2013
08/15/2013
08/17/2013
08/16/2013
08/15/2013
08/16/2012
08/17/2013
08/16/2012
08/16/2013
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08/19/2013
08/19/2013
08/19/2013
08/13/2013
08/19/2013
08/19/2013
08/19/2013
08/19/2013
08/19/2013
08/19/2013
08/13/2013
08/19/2013
08/19/2013
08/19/2013
08/19/2013

ASHFORD
ASHFORD
ASHFORD
ANDERSON
ANDERSON
CASNER
CASNER
CASNER
RODRIGUEZ
RODRIGUEZ
RODRIGUEZ
RODRIGUEZ
CHECK
ADANIYA
HILLIG
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DONNA
DONNA
DONNA
DEMOREE
DEMOREE
KARYN
KARYN
KARYN
ADRIENNE
ADRIENNE
ADRIENNE
ADRIENNE
SUSIE
KIRSTEN
NITA

PAPA JOHN'S #2408
CARHEP

RUGGED COMPUTING

DGI SUPPLY WHEELING
DGI SUPPLY WHEELING
FRYS-FOOD-DRG #63
IHOP 3081

IHOP 3081

SWANK MOTION PICTURES
FRYS-FOOD-DRG #116
THE OLIVE GARDOOD16451
MCDONALD'S F4180
MATHESON-208

OFFICE MAX

OFFICE DEPOT #5101

$74.23
$450.00
$222,18
$411.48
£374.57
$6£.83
£123.80
£178.88
$400.23
$6.10
$156.75
£54.53
£72.90
$25.81

$25.98

COA - US64368
COA - US64368
COA - US64368
COA - U564368
COA - US64368
COA - U5S64368
COA - US64368

COA - US64368

COA - USe4368
COA - US64368
COA - US64368
COA - US64368
COA - US64368

COA - US64368

402 EXTENSION-PRESCOTT VAL
402 EXTENSION-PRESCOTT VAL
402 EXTENSION-PRESCOTT VAL|
118 VISUAL/PERFORMING ARTS
118 VISUAL/PERFORMING ARTS|
403 NARTA|0000|402476(7107
403 NARTA|00000(|402476(710
403 NARTA|0000|402476|7107
2 Line Item(s)

105 Student Affairs/Res Halls|-
105 Student Affairs/Res Halls|-
105 Student Affairs/Res Halls|-
351 CTEC|0000|285461(7101
110 COMMUNICATIONS|0000(1|

NURSING|0000|102304|7101]1
b
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23. To log off, select the log off Icon



To change the screen view when reviewing transactions select my profile Icon.



Select the Screen Views tab and then Transaction List. From there Columns can be added/deleted
moved up or down.



