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Accessing PaymentNet™ 
 
 Enter the URL https://www.paymentnet.com/. 
 
 Enter your login information as follows: 
 
 Organization ID   us00984 
 User ID    your Lawrence Username 
 Pass Phrase   lawrence  (pass phrase is case sensitive) 
 
 Click Login Now. 
 Press Yes to Security Window. 
 
Please change the Pass Phrase the first time you log in. If you forget your Pass Phrase, contact the 
program administrator. 
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After a successful login you should see this screen. 
 
 

 
 
 
The first time you log in you will need to change your password. 
 
Click on Change Pass Phrase on the left hand side of the screen. 
Original Pass Phrase is lawrence  
New Pass Phrase (your choice) 
Confirm New Pass Phrase (your new password) 
Click on Update Pass Phrase. 
 
 
 

 
 
To get back to previous screen, click on home in the upper right hand corner. 
Click on PaymentNET™. 
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Navigating Through PaymentNet™ 
 
On the top of each screen in PaymentNet™ is the PaymentNet™ navigator. This feature enables you 
to quickly access each screen within PaymentNet™.  
 
The following navigational tools will help you in the Transaction, Employee Profile, and Merchant 
screens: 
 
In the upper right part of the screen, there are arrows which when clicked take the user to the next 
page, previous page, last page, or first page. The options available are dependent on the current page. 
 The Go to Page ___ of ___ feature displays the number of pages that are available for viewing.  
When the user selects a page number from the drop-down list, the selected page will be displayed on 
the screen. 

In the Employee Profile and Merchant Profile screens, users can select profiles alphabetically. 
When the user selects a letter from the Last Names Start With ___ drop-down list, PaymentNet™ will 
search for all profiles where the last name begins with that letter. 
 When sorting data by category, the user can click on one of the double arrows located to the 
right of the header in each column. The arrow pointing up sorts data in an ascending order (A-Z), the 
arrow pointing down sorts data in a descending order (Z-A).  
 
 

 
 
 
 
 



 5

Transaction Screen 
  
The Transaction Screen enables users to review transactions that have posted. Users may assign 
accounting codes to each transaction, split transactions to multiple accounting codes, perform queries, 
dispute transactions, and complete checkbox fields (Access to transactions depends on user role and 
corporate hierarchy level). 
 A list of all transactions that have not been uploaded to the general ledger appears when you click on 
View All MyTransactions.  
 
 

 
 
 
To see transactions that have already been uploaded to the General Ledger you will need to use the 
query function. See page eight. 
 
 
 
 
 
 
 
 
 
 



 6

Splitting a Transaction 
 
If a transaction must be split into multiple accounting codes, click on the transaction in the Transaction 
List.  The following screen will open. Then click on the Split button. 
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The upper table on the screen displays detailed transaction information. Click on the arrow to the right 
of the Select Number of Splits field to choose the number of lines the transaction should be divided 
into. Transactions can be split up to a maximum of 99 lines of accounting codes. If no other number is 
chosen, the system will default to two splits per transaction. 

 

 
 
 
To edit a particular row, click the Edit Row button. This enables the user to edit accounting codes and 
allocate the transaction-billing amount by percentage or dollar amount. 
 
To allocate by percentage, click on the Percent field and type the percentage that will be allocated to 
the line’s accounting codes. The Allocated Amount field will update accordingly. When allocating 
transaction expenses to various accounting codes, PaymentNet™ will automatically balance the last 
split proportionally based on the percentages allocated to other accounting codes. 
 
To allocate by dollar amount, click on the Allocated Amount field and type the amount that will be 
allocated to the line’s accounting codes. With PaymentNet’s™ auto balance feature, the Percent field 
will update automatically. 
 
When you finish allocating a row, click the Save Row button. This will refresh the screen and enable 
you to edit any additional rows. When you have finished the entire split, click the Save Split button up 
above the transaction. If you would like to cancel the changes you have made, click the Undo/Cancel 
Split button. Note: It is not necessary to click Save after clicking Undo. When you are ready to 
return to the transaction listing, click the Return to Transaction Listing button located at the top right 
of the screen. 
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Disputes 
  
If you have an issue with any of your transactions, PaymentNet™ allows you to dispute 
transactions on-line. 
  
To access the dispute menu, click on any transaction in the Transaction Listing screen. Click Dispute 
on the Transaction Detail screen. 
 
The Dispute screen will be displayed. From the drop down list, select a reason for the dispute. Make 
any remarks concerning the dispute under Additional Information. Type your e-mail address in the E-
mail Address field (mandatory information) and fill in the Merchant (Merch) State information 
(mandatory information). Click Save when done. 
 
Click Mark as resolved/Undo. Your dispute will be filed on-line to Paymentech and you will receive e-
mail confirmation. Click Return to the Transaction Listing.  
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Query Functions 
  
The Create Query function enables you to view items that meet specified criteria you select. Queries 
are available on the Transaction Screen, Employee Profiles Screen, Merchant, Merchant Category 
Codes (MCC), and Accounting Codes screens. This feature is available to all User Roles. Click on the 
Create Query button at the top of the Transaction Listing screen. The Query Wizard screen will 
appear. 
 
You can enter six lines of criteria for your query. If the query results must meet all of the criteria you 
specified, select All in the Find Records Where ____ of the Following Apply field. If query results must 
only meet at least one item of your criteria, select Any from the drop-down list. 
 
In the fields below this, enter the actual criteria that will define the query. Complete the fields according 
to the information you would like to see displayed. 
 
Note the three fields beneath Find records where...; Default settings say Accounting Cycle and is equal 
to. You will choose, using the arrows just to the right of the fields, which criteria will be used to define 
the query. If your query needs to be defined by multiple parameters, click the button with three dots 
(right side of the screen) to add additional field lines. 
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Result of query: 
 

 
 
 



 11

Reports 
 
There are a number of reports available to cardholders. In the View drop down box click on Reporting. 
In the upper left you will see Select a category. Click on Transaction. You will see a list of reports.  

 

 
 
 
Click on a report and a criteria screen will come up. Enter the criteria and Process Criteria 
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Click on view your report in Adobe PDF format if you would like to see the report. You have the option 
of saving as and EXCEl or WORD file. 
 

 
 
The following screen will appear. 
 

 
 
When the report is ready you will click on the report and follow the instructions on the screen to view 
the report. 
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Example of the report in Adobe PDF format: 
 

 


