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i
 Introduction
elcome to the PaymentNet® Reports Reference Guide. This guide serves as a 
reference and displays an example of the reports you can generate in 

PaymentNet. Each report example also includes a brief description of the report, as 
well as the Report Information included within that report.

In PaymentNet, reports are listed alphabetically by default. However, you can also 
choose to list reports by report type. Report types include the following:

My Saved Reports
Custom
Administration
Accounts
Transaction
Order
Merchant

This introduction explains how to find and use information in this guide. It also 
provides instructions for sending feedback to J.P. Morgan.

The introduction includes the following topics:
Running Reports
Obtaining Technical Assistance
Related Publications
Sending Feedback on this Guide to J.P. Morgan

W
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viii
Running Reports

To run a PaymentNet report:

1. Log in to PaymentNet.

2. Click Reports > Create.

3. Select your report from the list available. You can also click the Report Type 
drop-down and filter your options by report type. Report types include the 
following:

My Saved Reports
Custom
Administration
Accounts
Transaction
Order
Merchant
PaymentNet Reports Reference Guide



Running Reports
4. On the Report Details screen, you can begin to customize your report (if 
needed) by entering the following report information:

Name: Enter a new name for the report, if needed.
Report Format: Select an output format (i.e., Adobe PDF, MS Excel, CSV).
Compress Output: Reports that contain sensitive data are automatically 
compressed and encrypted.

Note: Note: Reports with “MS-Excel” in the title are optimized 
and recommended for Microsoft Excel. When generating 
these reports, you must also remember to still select Report 
Format from the report type drop-down.
ix



i | Introduction

x

5. Default criteria (i.e., report filters that run by default) display automatically for 
each report. You can, however, make changes to the report filters or add 
additional criteria filters by clicking the Plus icon. Criteria include the 
following:

Field: Available fields are listed in alphabetical order.
Operation: Options depend on the field selected.
Value: Enter or select the value in the appropriate boxes (e.g., Month to 
Date, Previous Quarter, This Quarter).
And/Or: The And operator joins the search criteria and provides more 
targeted results. The Or operator separates the search criteria from the 
preceding field(s) and broadens the search results, which allows you to run 
multiple queries in a single search.

6. To limit the report by hierarchy level:
Click the Plus icon in the Hierarchy section.
Enter the desired Hierarchy ID or use the Hierarchy ID link to select the 
hierarchy level from the Hierarchy list.
Select the Include Children checkbox to include all levels of hierarchy 
below the entered Hierarchy ID.

7. To view the report data in a specific order:
Click the Plus (+) icon in the Order By section.
Select the Field.
Select the Order Sequence.

8. Click Save if you want to save the report criteria. To save the criteria, you must 
give the report a name unique to your organization.

9. Click Process. Report results are displayed on the Available Downloads screen.

Note: Note: Selecting at least one criterion when running reports ensures the report runs 
quickly and delivers targeted results. Some reports have hard-coded filters that are 
not shown on the screen but are set to define the core report functionality.

Note: Account numbers can be masked by default when running reports. You can unmask 
sensitive data for specified users by adjusting settings in the Employee Detail screen. 
See the PaymentNet User Guide for more information on customizing Employee 
Details.
PaymentNet Reports Reference Guide



Obtaining Technical Assistance
Obtaining Technical Assistance
As a starting point for all report-related questions, refer first to this guide. If after 
reviewing this guide you still have questions, or if you encounter any system 
problems as you use the product, contact your program administrator.

Related Publications
The PaymentNet documentation set includes the following:

PaymentNet User Guide
PaymentNet Reports Reference Guide
PaymentNet Online Help

In addition, Cardholder Quick Reference Cards may be available for various 
PaymentNet topics. To obtain a related PaymentNet document, contact your 
J.P. Morgan Program Coordinator.

Sending Feedback on this Guide to J.P. Morgan
J.P. Morgan strives to provide you with the most accurate and useful documentation 
possible. We welcome your feedback and will use it to improve future versions of 
this guide. To provide feedback on this guide, send an e-mail message with your 
comments to wcp.business.communications@jpmchase.com.

Please include the J.P. Morgan product name and version number, documentation 
topic title, publication date, and a brief description and context of the suggestion.
xi





1
 Accounts 
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Account report types available in 
PaymentNet.

30 and 60 Day

Description

The report can be used to monitor account delinquencies on accounts that are 30 
and 60 days past due.

I

13



1 | Accounts

14
 Figure 1: 30 and 60 Day Report

Report Information Includes

Account Number
Cardholder Name
Status
30 Days Past Due

60 Days Past Due Amount
Number of Days Past Due
Last Transaction Date
Current Balance
PaymentNet Reports Reference Guide



Account Limit - MS Excel
Account Limit - MS Excel

Description

This report can be used to track all account limit information, including but not 
limited to: Account Name, Account Status, Open Date, various account limits (e.g., 
credit, cash advances, monthly, etc.) and MCCG specific amount limits. This report is 
optimized for Microsoft Excel.

Report Information Includes:

Account Audit

Description

This report provides all card changes made over a selected date range. 

Cardholder Last Name
Cardholder First Name
Account Number
Account Status
Account Status Reason Code
Open Date
Last Transaction Date
Hierarchy ID 
Hierarchy Description 
Credit Limit 
Cash Advance Limit 

Available Credit 
Single Transaction Amount Limit
Daily Amount Limit 
Daily # of Transaction Limits
Other Amount Limits
MCC Group 
MCC Group Single Amount Limit
MCC Group Cycle/Month Limit
MCC Group Cycle Transaction Limit
MCC Group Other Amount Limit
MCC Group Other Transaction Limit
15



1 | Accounts
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 Figure 2: Account Audit Report

Report Information Includes 

Account Audit - MS Excel

Description

This report provides all card changes made over a selected date range and is 
optimized for Microsoft Excel.

Account Number
Change Time
Previous Value
Modified By

Change Date
Field Name
New Value
PaymentNet Reports Reference Guide



Account Delinquencies
Report Information Includes:

Account Delinquencies

Description

This report can be used to monitor past due accounts per cardholder. Subtotals are 
provided for each hierarchy level, as well as grand totals for the entire report. 

 Figure 3: Account Delinquencies Report

Account Number 
Change Date
Change Time
Field Name

Previous Value
New Value
Modified By
17
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Report Information Includes

Account Suspension/Cancellation

Description

The report identifies accounts that are suspended or cancelled. 

 Figure 4: Account Suspension/Cancellation Report

Report Information Includes

Hierarchy
Account Name
Past Due Amounts in each of the following 
categories: 1-30 Day, 31-60 Day, 61-90 Day, 91-
120 Day, 121-150 Day, 151-180 Day
Current Balance

Account Number
Employee ID
Charge-off Amount

Hierarchy
Account Number
Current Balance

Cardholder Name
Status
PaymentNet Reports Reference Guide



Account and Employee Hierarchy
Account and Employee Hierarchy

Description

This report shows the account, employee and role hierarchies for all employees - 
both cardholders and non-cardholders.

 Figure 5: Account and Employee Hierarchy Report

Note: If the report is run using Hierarchy ID as a criterion, that criterion will apply to the 
employee and not the accounts that belong to the employee.
19
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Report Information Includes

Account and Employee Hierarchy - MS Excel

Description

This report shows the account, employee, and role hierarchies for all employees 
(i.e., cardholders and non-cardholders). This report is optimized for Excel. 

User ID
First Name
Account Number
Account Status
Scope

Last Name
Employee Hierarchy
Account Hierarchy
Role Hierarchy

Note: If the report is run using Hierarchy ID as a criterion, that criterion will apply to the 
employee and not the accounts that belong to the employee.
PaymentNet Reports Reference Guide



Accounts with Low Available Credit
Report Information Includes

Accounts with Low Available Credit

Description

This report can be used to help monitor cardholders who have a low available credit 
and determine if their credit lines are sufficient. 

 Figure 6: Accounts with Low Available Credit Report

Report Information Includes

PaymentNet User ID
User Last Name
User First Name
Employee Hierarchy

Account Number
Account Hierarchy
Account Status 
Role Hierarchy

Cardholder Name
Current Balance
Available Credit
Cash Advance Limit

Account Number
Date Effective
Credit Limit
21
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Cardholder Accounts and Limits by Hierarchy

Description

This report can be used to identify cardholder accounts and limits grouped by each 
hierarchy level.

 Figure 7: Cardholder Accounts and Limits by Hierarchy Report

Report Information Includes

Cardholder Name
Open Date
Closed Date
Available Credit
Single Amount Line

Account Number
Credit Limit
Status
Cash Advance Limit
Hierarchy
PaymentNet Reports Reference Guide



Cardholders Default Account Codes and Custom Fields
Cardholders Default Account Codes and 
Custom Fields

Description

This report displays the transaction default custom fields, account default custom 
fields, and account codes associated with an Account.

 Figure 8: Cardholders Default Account Codes and Custom Fields Report
23
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Report Information Includes

The report is best viewed in PDF format.

Cardholder Listing with Addresses

Description

This report provides a list of accounts in each hierarchy along with the cardholder’s 
address, account status and expiration date.

Cardholder Name
Status
Single Amount Limit
Daily Transaction Limit
Cycle/Monthly Transaction Limit
Other Transaction Limit
Account Custom Fields

Account Number
Credit Limit
Daily Amount Limit
Cycle/Monthly Amount Limit
Other Amount Limit
Chart of Accounts
Transaction Default Custom Fields
PaymentNet Reports Reference Guide



Cardholder Listing with Addresses
 Figure 9: Cardholder Listing with Addresses Report

Report Information Includes

Hierarchy 
Account Number
Employee ID
Business Phone

Cardholder Name
Status
Address
Expiration Date
25
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Cardholder Profile

Description

The report displays all card accounts and related information. It can be used by 
administrators to manage cardholder information. 

 Figure 10: Cardholder Profile Report

Report Information Includes

Contents of the report are best viewed in Excel or text format or text. It is not 
suggested to run this report as a PDF file. 

Note: The report sample above has been modified for display purposes. 

Cardholder Name
Phone
Accounting Codes
Hierarchy Levels
Account Open Dates
Last Transaction Dates

Address
Email
Account Status
Account Limits
Account Close Dates
Expiration Dates
PaymentNet Reports Reference Guide



Cardholder Profile - MS Excel
Cardholder Profile - MS Excel

Description

The report displays all card accounts and related information. It can be used by 
administrators to manage cardholder information. This report is optimized for Excel.

 Figure 11: Cardholder Profile Report - MS Excel

Note: The report sample above has been modified for display purposes. 
27
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Report Information Includes

Cardholder Status

Description

This report can be used to identify cardholder account status and limits. The report 
is sub-totaled by account status. Account Status options include: Active, Lost or 
Stolen, Suspended, and Closed.

Account Number
Central Bill Account 
Open Date
Expiration Date
Card Reissue Date
Last Transaction Date
Closed Date
Status
Account Status Reason Code
Employee ID
SSN/ID
Last Name
First Name
Second Row Embossing
Address Line 1
Address Line 2
City 
State/Province
Zip/Postal Code
Country
Business Phone Number
E-mail Address

CC E-Mail Address
BCC E-Mail Address
Chart of Accounts Name
Accounting Codes
Cash Advance Limit
Credit Limit
Available Credit 
Current Balance
Cycle/Monthly Amount Limit
Cycle/Monthly Transaction Limit
Single Transaction Amount Limit
Daily Transaction Amount Limit
Other Transaction Limits
Hierarchy Levels
Notes
Days Past Due
30 Days Past Due Amount
60 Days Past Due Amount
Total Past Due Amount
Charge Off Amount
Charge Off Date
PaymentNet Reports Reference Guide



Cardholder Status - MS Excel
 Figure 12: Cardholder Status Report

Report Information Includes

Cardholder Status - MS Excel

Description

This report can be used to identify cardholder account status and limits. The report 
is sub-totaled by account status. Account Status options include: Active, Lost or 
Stolen, Suspended, and Closed. This report is optimized for Excel.

Cardholder Name
Hierarchy
Open Date
Credit Limit
Single Amount Limit

Account Number
Account Status
Closed Date
Available Credit
Cycle/Monthly Amount LImit
29
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 Figure 13: Cardholder Status Report

Report Information Includes

Cardholder with Account and MCC Group 
Limits

Description

The report displays account and merchant category code (MCC) group limits.

Cardholder Name
Account Number
Hierarchy
Account Status
Account Open Date

Account Close Date
Credit Limit
Available Credit 
Single Amount Limit
Cycle/Monthly Account Limit
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Cardholder with Account and MCC Group Limits
 Figure 14: Cardholder with Account and MCC Group Limits Report

Report Information Includes

Cardholder Name
Status
Cash Advance Limit
Single Amount Limit
Daily Transaction Limit
Cycle/Monthly Transaction Limit
Other Transaction Limit

Account Number
Credit Limit
Available Credit
Daily Amount Limit
Cycle/Monthly Amount Limit
Other Amount Limit

Note: You can view a list of all MCC groups from the Account Detail: MCC Group 
Controls tab. For more information about MCC Groups, see the PaymentNet 
User Guide.
31
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Charge Off

Description

This report can be used to monitor the total charged-off amount by cardholder. 
Charge-offs occur after an account balance has moved into collections. Oldest 
transactions are paid first. Individual transactions cannot be tracked.

 Figure 15: Charge Off Report

Report Information Includes 

Cardholder Name
Charge Off Amount
Past Due Amount

Account Number
Charge Off Date
Current Balance
PaymentNet Reports Reference Guide



Rush Delivery Card Requests
Rush Delivery Card Requests

Description

This report tracks the number of rush cards delivered and provides a list of accounts 
grouped by hierarchy where a card was ordered.

 Figure 16: Rush Delivery Card Requests Report

Note: This report represents PaymentNet Rush Delivery requests only; fee waivers, rush 
delivery feeds, or card requests made through your Program Coordinator or Customer 
Application Support outside of PaymentNet will not appear on the report.
33
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Report Information Includes 

Write-Off

Description

This report can be used to monitor transactions that are written off, primarily due to 
fraud. 

 Figure 17: Write-Off Report

User ID
Account Number
Cardholder First Name
Cardholder Last Name
Hierarchy
Date
Time

Fee Charge
Address 1
Address 2 / Attention To
City
State / Province
Zip / Postal
Country
Rush Card Delivery Request Status
PaymentNet Reports Reference Guide



Write-Off
Report Information Includes 

Cardholder Name
Write Off Amount
Past Due Amount

Account Number
Write Off Date
Current Balance
35
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2
 Administration
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Administration report types 
available in PaymentNet.

Chart of Accounts Audit

Description

This report displays any chart of account creation or change made to an existing 
chart of account over the requested period of time.

I

Note: Please note that the Segment column on the report applies to the Segment Number 
being changed. The Segment Value column applies to the specific value being 
changed for that segment. For example, the report would show changes to the 
Value’s Description or its Dependency.
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 Figure 18: Chart of Accounts Audit Report

Report Information Includes

Employee Audit

Description

This report displays any employee creation or change made to an existing employee 
record over a requested period of time.

Change Date
Chart Name
Segment Value
Previous Value
Modified By

Change Time
Segment
Field Name
New Value
PaymentNet Reports Reference Guide



Employee Audit
 Figure 19: Employee Audit Report

Report Information Includes

Change Date
Employee ID
Previous Value
Modified By

Change Time
Field Name
New Value
39
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Employee Profile - MS Excel

Description

This report provides information on PaymetNet Users, including last login, login 
status and other employee related attributes. This report is optimized for Excel.

 Figure 20: Employee Profile - MS Excel Report

Report Information Includes

Hierarchy Audit

Description

This report displays any hierarchy creations or changes which have been made to an 
existing hierarchy level over the requested period of time.

Cardholder Last Name
Cardholder First Name
Account Number
Account Status
Account Status Reason Code
Open Date
Last Transaction Date
Hierarchy ID 
Hierarchy Description 
Credit Limit 
Cash Advance Limit 

Available Credit 
Single Transaction Amount Limit
Daily Amount Limit 
Daily # of Transaction Limits
Other Amount Limits
MCC Group 
MCC Group Single Amount Limit
MCC Group Cycle/Month Limit
MCC Group Cycle Transaction Limit
MCC Group Other Amount Limit
MCC Group Other Transaction Limit 
PaymentNet Reports Reference Guide



Hierarchy Audit
 Figure 21: Hierarchy Audit Report

Report Information Includes

Change Date 
Hierarchy ID
Previous Value
Modified By

Change Time
Field Name
New Value
41
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Hierarchy List by Level

Description

This report displays the company hierarchy tree structure. The levels and IDs of the 
hierarchy are ordered by how they report up to the top level of the hierarchy. 

 Figure 22: Hierarchy List by Level Report

Report Information Includes

Login Audit

Description

This report displays any login attempt to the PaymentNet application. The report 
displays all user login attempts over the requested period of time. 

Hierarchy Level
Hierarchy Name

Hierarchy ID
PaymentNet Reports Reference Guide



Login Audit
 Figure 23: Login Audit Report

Report Information Includes

Login Date
User ID

Login Time
Login Duration
43



Unusual Activity Analysis

Description

This report can be used to monitor unusual transaction activity and determine if the 
transactions are business-related. Subtotals are provided for each Merchant 
Category, as well as a Grand Total for the entire report. 

 Figure 24: Unusual Activity Analysis Report

Report Information Includes

MCC
Cardholder Name
Merchant City
Transaction Date

MCC Description
Merchant Name
Merchant State/Province
Transaction Amount



3
 Merchant
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Merchant report types available in 
PaymentNet.

1099 Merchant

Description
This report can be used to analyze purchases made from 1099 merchants. 

I
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 Figure 25: 1099 Merchant Report

Report Information Includes

MCC
Merchant Name
Merchant State/Province
Merchant DBA Name
Total Number of Transactions

MCC Description
Merchant City
Merchant ZIP/Postal
Tax Payer ID
Total Transaction Amount
PaymentNet Reports Reference Guide



Airline City Pairs Summary by Merchant
Airline City Pairs Summary by Merchant

Description
This report can be used to identify the most traveled routes by merchant for 
negotiations with the airlines. The report is sorted by merchant name followed by 
number of legs per origination and destination (with the most frequently traveled 
legs listed first).

 Figure 26: Airline City Pairs Summary by Carrier/Top Pair Report
47
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Report Information Includes 

The report is best viewed in Excel or PDF format.

Airline Spending Analysis by Merchant

Description
This report identifies the airline carrier used most frequently and can be used for 
negotiations with airlines. The report grand total is provided at the end of the 
report.

 Figure 27: Airline Spending Analysis by Top Carrier Report

Report Information Includes

Merchant Name
Destination City

Origination City
Total Number of Segments

Carrier
Total Number of Transactions

Total Transaction Amount
Transaction Average
PaymentNet Reports Reference Guide



Car Rental Spending Analysis by Merchant
Car Rental Spending Analysis by Merchant

Description
This report summarizes spending at car rental merchants that can be used for rate 
negotiations. The report is sorted by merchant name, and lists grand total at the end 
of the report. 

 Figure 28: Car Rental Spending Analysis by Top Agency Report 

Report Information Includes 

Merchant Name
Total Number of Transactions

Total Transaction Amount
Transaction Average
49



3 | Merchant

50
Lodging Spending Analysis by City

Description
This report identifies the cities and lodging establishments where the accounts are 
being used, and can be used for rate negotiations. 

 Figure 29: Lodging Spending Analysis by City Report

Report Information Includes
Lodging, Transaction Date, Transaction Amount, Number of Transactions, and 
Average Transaction Amount, Sub-Totals by City, and Grand totals.

Lodging
Transaction Amount
Average Transaction Amount
Grand Totals

Transaction Date
Number of Transactions
Sub-Totals by City
PaymentNet Reports Reference Guide



Lodging Spending Analysis by Merchant
Lodging Spending Analysis by Merchant

Description
This report identifies the lodging establishments where the accounts are being used, 
and can be used for rate negotiations. The report grand total is provided at the end 
of the report.

 Figure 30: Lodging Spending Analysis by Merchant Report

Report Information Includes 

MCC with Default Account Codes

Description
This report shows all default merchant category codes and descriptions. It includes 
individual merchant category codes and shows default account codes where 
appropriate. 

Merchant Name
Total Number of Transactions

Total Transaction Amount
Transaction Average
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 Figure 31: MCC with Default Account Codes Report

Report Information Includes 

Merchant Profile - MS Excel

Description
This report provides detailed information about the merchant location, diversity 
status, CoA Segments, Custom Fields, and incorporation status. This report is 
optimized for Excel.

MCC
Hierarchy Description
Account Code Label

Category Description
Hierarchy ID
Default Code
PaymentNet Reports Reference Guide



Merchant Profile with Custom Fields
 Figure 32: Merchant Profile - MS Excel Report

Report Information Includes 

Merchant Profile with Custom Fields

Description
This report displays the labels and types of values provided by the merchant in the 
transaction detail. Program Administrators can also designate custom fields 
according to the requirement of their procurement program.

Merchant Name
Merchant Address Line 1
Merchant Address Line 2
Merchant City
Merchant State/Province
Merchant Zip/Postal Code
Merchant Country
Last Transaction Date
MCC 
MCC Description 
Merchant ID
Parent Merchant Name
Business Phone
Business Fax
Minority Code
DUNS Number
Taxpayer ID 
1099 Indicator
Women Owned Business Indicator
SBA Registered Indicator
SBA Disabled Indicator
HUB Zone Indicator

Veteran Indicator
Information Refusal Indicator
Historical Black College 
Preferred Merchant Indicator
Organization Sales Tax Exempt Indicator
Gender of Business Owner
SBA 8A
Certified Business
Corporate Status Change Date
Sole Proprietor Last Name
Sales Volume
Employee Count
Alternate Merchant Name
Alternate Merchant Address 1
Alternate Merchant Address 2
Alternate Merchant City Name
Alternate Merchant State/Province
Alternate Merchant Zip/Postal Code
Franchise Code
Corporate Status Code
Merchant COA Segment 1 - Segment 10
Custom Field 1 - Field 10
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 Figure 33: Merchant Profile with Custom Fields Report
PaymentNet Reports Reference Guide



Merchant Ranking
Report Information Includes 

Merchant Ranking

Description
This report groups merchants by T & E type. The report can be used for negotiating 
with merchants.

Merchant ID
Merchant City
Merchant ZIP/Postal
Minority Code
Tax Payer ID

Merchant Name
Merchant State/Province
MCC
Incorporation Status Code
1099 Indicator
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 Figure 34: Merchant Ranking Report

Report information Includes

Merchant Name
Total Number of Transactions

Total Transaction Amount
Transaction Average
PaymentNet Reports Reference Guide



Merchants with Default Account Codes
Merchants with Default Account Codes

Description
The report shows default account codes where appropriate. 

 Figure 35: Merchants with Default Account Codes Report

Report Information Includes

Parent Merchant Ranking

Description
This report identifies the parent merchant where the accounts are being used; the 
dollar amount spent per parent merchant, and can be used for negotiations. 
Subtotals are provided for each of the following industries: airlines, car rental, 
lodging, restaurants, and transportation.

Merchant Name
Merchant State/Province
Merchant Default Account Codes

Merchant City
Merchant Category Code
57
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 Figure 36: Parent Merchant Ranking Report

Report Information Includes

Parent Merchant
Total Number of Transactions

Total Transaction Amount
Transaction Average
PaymentNet Reports Reference Guide



Quarterly Merchant Analysis by Parent Merchant Summary
Quarterly Merchant Analysis by Parent 
Merchant Summary

Description
This report summarizes the total number of transactions and dollar amounts spent 
per quarter with each parent merchant. Subtotals are provided for each merchant 
category. Different date ranges can be applied to the report criteria to obtain 
information for other time periods, in addition to quarters.

 Figure 37: Quarterly Merchant Analysis by Parent Merchant Summary
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Report Information Includes

Restaurant Spending Analysis by Top 
Restaurant

Description
This report identifies restaurants where the accounts are being used, and can be 
used for negotiation purposes. The report grand total is provided at the end of the 
report.

 Figure 38: Restaurant Spending Analysis by Top Restaurant Report

Quarter
MCC Description
Total Number of Transactions

MCC
Parent Merchant Name
Total Transaction Amount
PaymentNet Reports Reference Guide



Spending Analysis by Merchant Type
Report Information Includes

Spending Analysis by Merchant Type

Description
This report can be used to analyze the purchases within the following merchant 
classifications: Sole proprietorship, Partnership, and Unincorporated. Sub-totals for 
service related and non-service related industries are provided within each 
merchant classification.

 Figure 39: Spending Analysis by Merchant Type Report

Merchant Name
Total Number of Transactions

Total Transaction Amount
Transaction Average
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Report Information Includes 

Summary Quarterly MCC

Description
This report summarizes the total number of transactions, total dollar amounts, and 
average dollar amounts spent per quarter for each merchant Category Code. 
Different date ranges can be applied to the report criteria to obtain information for 
other time periods, in addition to quarters.

Merchant Classification
Merchant Address
Merchant State/Province
Tax Payer ID
Transaction Amount

Merchant Name
Merchant City
Merchant ZIP/Postal
MCC
PaymentNet Reports Reference Guide



Summary Quarterly MCC
 Figure 40: Summary Quarterly MCC Report
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Report Information Includes

Transportation Spending Analysis by Merchant

Description
This report can be used for rate negotiations with transportation providers. The 
report is sorted in order of largest dollar amount first with a grand total at the end 
of the report. 

 Figure 41: Transportation Spending Analysis by Top Carrier Report

Report Information Includes

Quarter
MCC Description
Total Amount

MCC
Total Number of Transactions
Transaction Average

Merchant
Total Number of Transactions

Total Transaction Amount
Transaction Average
PaymentNet Reports Reference Guide



4
 Merchant: MasterCard
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Merchant report types for 
MasterCard that are available in PaymentNet.

MasterCard 1099 Transaction Detail

Description
This report can be used to review transactions at merchants to understand whether 
or not to include each specific transaction in the total spend for 1099 reporting. This 
data will aid in resolving questions such as if a transaction at a specific merchant 
needs to be included for 1099 reporting. This report will be limited to merchants 
that have both merchandise and service transactions. 

I

Note: You can also view MasterCard report information directly from MasterCard reports. 
This information is provided by the merchant and is not controlled directly by 
J.P. Morgan.
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 Figure 42: MasterCard 1099 Transaction Detail Report

Report Information Includes

Merchant Name
Merchant State/Province
Merchant Country
MCC
Cardholder Name
Transaction ID
Credit Transaction Amount
Transaction Date

Merchant City
Merchant ZIP/Postal
1099 Indicator
MCC Description
Account Number
Debit Transaction Amount
Post Date
Transaction Notes
PaymentNet Reports Reference Guide



MasterCard 1099 Vendor Information
MasterCard 1099 Vendor Information

Description
This report is used to support 1099-misc and socioeconomic (Form 1057) reporting 
needs. It includes the most current MasterCard merchant information and is filtered 
by the list of 1099-reportable MCCs provided by the IRS. 

 Figure 43: MasterCard 1099 Vendor Information Report

Report Information Includes

The report is best viewed in Excel and Text format.

Parent Merchant Name
1099 Indicator
MCC Description
Business Phone
Tax Payer ID
Socioeconomic Status Indicators
Total Number of Transactions

Merchant Name
MCC
Merchant Address
Business Fax
Corporate Status Code
A flag indicating if the Merchant is 1099-Reportable
Total Transaction Amount
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MasterCard Enhanced Merchant Data

Description
This report is used to support 1099 and socioeconomic reporting needs. 

 Figure 44: MasterCard Enhanced Merchant Data Report

Report Information Includes 

Contents of the report are best viewed in Excel. 

Note: The report sample above has been modified for display purposes. 

Merchant Name
Address 2
Merchant State/Province
Merchant ZIP/Postal
Business Fax
Incorporation Status Code
1099 Indicator
SBA Disabled Indicator
Disabled Veteran Indicator
Information Refused Indicator
Vietnam Veteran Indicator
Ethnicity of Business Owner
SBA 8A Certified Business

Address 1
Merchant City
Business Phone
Merchant Country
MCC
Tax Payer ID
SBA Registered Indicator
HUB Zone Indicator
Veteran Indicator
Woman Owned Business
Gender of Business Owner
Historically Black College
Total Transaction Amount
PaymentNet Reports Reference Guide



MasterCard Socio-Economic
MasterCard Socio-Economic

Description
This report provides the actual and percentage spend in dollars, transactions and 
number of vendors segmented by the various socio-economic statuses collected by 
MasterCard. 

 Figure 45: MasterCard Socio Economic Report

Report Information Includes

Classification
Percent of Transactions
Percent of Total Transaction Amount
Percent of Vendors

Total Number of Transactions
Total Transaction Amount
Total Number of Vendors
69





5
 Merchant: Visa
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Merchant report types for Visa that 
are available in PaymentNet.

Visa 1099 Transaction Detail

Description
This report can be used to review transactions at merchants to understand whether 
or not to include each specific transaction in the total spend for 1099 reporting. This 
data will aid in resolving questions such as if a transaction at a specific merchant 
needs to be included for 1099 reporting. This report will be limited to merchants 
that have both merchandise and service transactions. 

I

Note: You can also view Visa report information directly from Visa reports. This information 
is provided by the merchant and is not controlled directly by J.P. Morgan.
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 Figure 46: Visa 1099 Transaction Detail Report

Report Information Includes 

Merchant Name
Merchant State/Province
Merchant Country
MCC
Cardholder Name
Transaction ID
Credit Transaction Amount
Transaction Date

Merchant City
Merchant ZIP/Postal
1099 Indicator
MCC Description
Account Number
Debit Transaction Amount
Post Date
Transaction Notes
PaymentNet Reports Reference Guide



Visa 1099 Vendor Information
Visa 1099 Vendor Information

Description
This report is used to support 1099 misc and socio-economic (Form 1057) reporting 
needs. It includes the most current Visa merchant information and is filtered by the 
list of 1099 reportable MCCs provided by the IRS. 

 Figure 47: Visa 1099 Vendor Information

Report Information Includes 

Contents of the report are best viewed in Excel.

Parent Merchant Name
MCC
Merchant Address
Business Fax
Incorporation Status Code
Total Number of Transactions

Merchant Name
MCC Description
Business Phone
Tax Payer ID
Socio-Economic Status Indicators
Total Transaction Amount
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Visa Merchant

Description
The report is used to support 1099 and socioeconomic reporting needs. It includes 
the most current merchant information provided by Visa. 

 Figure 48: Visa Merchant Report
PaymentNet Reports Reference Guide



Visa Merchant
Report Information Includes 

Contents of the report are best viewed in Excel.

Merchant ID
Merchant Address
Merchant State/Province
Business Phone
MCC
Incorporation Status Code
Minority Code
Tax Id Type
SBA Disadvantaged Indicator
Disabled Veteran Indicator
Vietnam Veteran Indicator
Legal Name
Alternate Address
Alternate State/Province
Mailing Address
Sales Volume
Total Transaction Amount

Merchant Name
Merchant City
Merchant ZIP/Postal
Business Fax
Merchant DBA Name
Corporate Status Change Date
Tax Payer ID
Sole Proprietor
Hub Zone Indicator
Veteran Indicator
Information Refused Indicator
Alternate Merchant Name
Alternate City
Alternate ZIP/Postal
Franchise Code
Employee Count
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Visa Socio-Economic

Description
This report provides the actual and percentage spend in dollars, transactions and 
number of vendors segmented by the various socio-economic statuses collected by 
Visa. 

 Figure 49: Visa Socio-Economic Report

Report Information Includes

Classification
Percent of Transactions
Percent of Total Transaction Amount
Percent of Vendors

Total Number of Transactions
Total Transaction Amount
Total Number of Vendors
PaymentNet Reports Reference Guide
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 Order
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Order report types related to Single-
Use Accounts and available in PaymentNet.

Order Audit

Description
This report displays any order creation or change made to an existing order over a 
requested period of time. 

I
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 Figure 50: Order Audit Report

Report Information Includes

Change Date
Change Time
Interface
Order ID

Field Name
Previous Value
New Value
User ID
PaymentNet Reports Reference Guide



Order Transaction Detail
Order Transaction Detail

Description
This report can be used to monitor the transactions for each Single Use Account 
against the order. Subtotals are provided showing the total transaction amount for 
each order, as well as a Grand Total for the entire report.

 Figure 51: Order Transaction Detail Report
79



Report Information Includes

Order Transaction Detail - MS Excel

Description
This report provides detailed information for Single-Use Account transactions and is 
optimized for Excel.

 Figure 52: Order Transaction Detail - MS Excel Report

Report Information Includes

Account Number
Order ID
Transaction Date
Merchant Name
Merchant State/Province
MCC Description
Original Transaction Amount

Transaction ID
Post Date
Transaction Amount
Merchant City
MCC
Currency Code

Order ID
Account Number
Entry Date
Begin Date
End Date
Account Pool Name
MCC Group
Order Item Description 
Order Item Unit Price Amount
Item Quantity
Order Item Unit Count
Order Item Amount

Order Status
Order Over Tolerance Percent 
Order Under Tolerance Percent 
Freight Amount
Tax Amount
Requestor Name
Order E-Mail Recipient E-Mail
Notes
Total Matched Transaction Amount
Order Custom Field Value 1 - Field 10
Default COA Field 1 - Field 10



7
 Transaction
n PaymentNet, reports are listed alphabetically by default. However, you can 
also choose to list reports by report type. 

This chapter displays an example of each of the Transaction report types available in 
PaymentNet.

Air Travel Activity

Description
This report will be used to analyze the dollars spent on air travel for each account 
within each hierarchy level. Sub-totals are provided for each hierarchy level, as well 
as a grand total for the entire report. 

I
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 Figure 53: Air Travel Activity Report

Report Information Includes 

Hierarchy
Account Number
Departure Date
Origination
Ticket Number

Account Name
Traveler Name
Transaction Date
Destination
Transaction Amount
PaymentNet Reports Reference Guide



Air Travel Activity - MS Excel
Air Travel Activity - MS Excel

Description
This report will be used to analyze the dollars spent on air travel for each account 
within each hierarchy level. Sub-totals are provided for each hierarchy level, as well 
as a grand total for the entire report. This report is optimized for Excel.

 Figure 54: Air Travel Activity Report - MS Excel Report

Report Information Includes 

Air Travel Summary By Hierarchy

Description
This report summarizes the dollars spent on air travel for each account within each 
level of Hierarchy. Sub-totals are provided for each Hierarchy level, as well as a 
grand total for the entire report. 

Hierarchy
Account Number
Departure Date
Origination
Ticket Number

Account Name
Traveler Name
Transaction Date
Destination
Transaction Amount
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 Figure 55: Air Travel Summary By Hierarchy Report

Report Information Includes

Hierarchy
Cardholder Name

Account Number
Total Transaction Amount
PaymentNet Reports Reference Guide



Air Travel Summary for CTA
Air Travel Summary for CTA

Description
This report is used to analyze the charges made to a central travel account (CTA). 
Sub-totals are provided for each central travel account, as well as a grand total for 
the entire report. 

 Figure 56: Air Travel Summary for CTA Report

Report INFORMATION Includes 

The user must input a central travel account number to run the report.

Central Travel Account Number
Merchant Name
Ticket Number
Departure Date

Transaction Date
Transaction ID
Traveler Name
Transaction Amount
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Airline Ticket Credit Summary

Description
This report can be used to monitor airline credit transactions. 

 Figure 57: Air Ticket Credit Summary Report

Report Information Includes

Ticket Number
Traveler Name
Transaction Date
Travel Agency

Departure Date
Merchant Name
Post Date
Credit Transaction Amount
PaymentNet Reports Reference Guide



Cash Advance Detail by Hierarchy
Cash Advance Detail by Hierarchy

Description
This report can be used to analyze the transactions and accounts that have been 
charged to a central bill account. Sub-totals are provided for each central bill 
account, as well as a grand total for the entire report.

 Figure 58: Cash Advance Detail by Hierarchy Report

Note: Activity diverted to a diversion account is not listed on this report.
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Report Information Includes 

Central Bill Reconciliation

Description
This report can be used to analyze the transactions and accounts that have been 
charged to a central bill account. Sub-totals are provided for each central bill 
account, as well as a grand total for the entire report.

Central Bill Account Number
Post Date
Merchant Name
Merchant City
Reference Number 

Transaction Date
Transaction ID
MCC
Merchant State/Province
Transaction Amount

Note: Activity diverted to a diversion account is not listed on this report.
PaymentNet Reports Reference Guide



Central Bill Reconciliation
 Figure 59: Central Bill Reconciliation Report

Report Information Includes 

Central Bill Account Number
Post Date
Merchant Name
Merchant City
Reference Number

Transaction Date
Transaction ID
MCC
Merchant State/Province
Transaction Amount
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Central Bill Reconciliation - MS Excel

Description
This report can be used to analyze the transactions and accounts that have been 
charged to a central bill account. Sub-totals are provided for each central bill 
account, as well as a grand total for the entire report. This report is optimized for 
Excel.

 Figure 60: Central Bill Reconciliation - MS Excel Report

Report Information Includes 

Note: Activity diverted to a diversion account is not listed on this report.

Central Bill Account Number
Account Number 
Transaction Date
Post Date
Transaction ID
Merchant Name

MCC
Merchant City
Merchant State/Province
Reference Number
Transaction Amount
PaymentNet Reports Reference Guide



Central Bill Reconciliation Summary
Central Bill Reconciliation Summary

Description
This report can be used to analyze the account activity for cardholders that are 
attached to a central bill account. Totals are provided for each individual and/or 
central bill account that the transactions are billed to, as well as a grand total for 
the entire report. 

 Figure 61: Central Bill Reconciliation Summary Report

Note: Activity diverted to an Account Number is not listed on this report.
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Report Information Includes 

Central Bill Reconciliation Summary - MS Excel

Description
This report can be used to analyze the account activity for cardholders that are 
attached to a central bill account. Totals are provided for each individual and/or 
central bill account that the transactions are billed to, as well as a grand total for 
the entire report. This report is optimized for Excel

 Figure 62: Central Bill Reconciliation Summary - MS Excel Report

Report Information Includes 

Billed to Account
Account Number
Number of Transactions

Cardholder Name
Central Bill Account
Total Transaction Amount

Billed to Account
Account Number
Number of Transactions

Cardholder Name
Central Bill Account
Total Transaction Amount
PaymentNet Reports Reference Guide



Declines
Declines

Description
This report can be used to monitor the occurrences and reasons why cardholder 
accounts have been declined. 

 Figure 63: Declines Report

Report Information Includes

Declines - MS Excel

Description
This report can be used to monitor the occurrences and reasons why cardholder 
accounts have been declined.

Decline Reason
Account Number
Merchant Name
Merchant State/Province
MCC Description
Time

Cardholder Name
Decline Amount
Merchant City
MCC
Decline Date
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 Figure 64: Declines - MS Excel Report

Report Information Includes

Diversion Detail by Cardholder

Description
This report can be used to analyze the charges to diversion accounts. Sub-totals are 
provided for each diversion account, as well as a grand total for the entire report. 

Decline Reason
Account Number
Merchant Name
Merchant State/Province
MCC Description
Time

Cardholder Name
Decline Amount
Merchant City
MCC
Decline Date
PaymentNet Reports Reference Guide



Foreign Currency
 Figure 65: Diversion Detail by Cardholder Report

Report Information Includes

Foreign Currency

Description
This report can be used to review transactions that occurred outside of the United 
States. The currency and exchange rate information is also displayed for the 
transaction. Subtotals are provided for each account number as well as a grand total 
for the entire report. 

Diversion Account Number
Post Date
Merchant Name
Merchant City
Transaction Amount

Transaction Date
Reference Number
MCC
Merchant State/Province
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 Figure 66: Foreign Currency Report

Report Information Includes 

Cardholder Name
Transaction Date
MCC
Transaction Amount
Exchange Rate

Account Number
Post Date
Merchant Name
Foreign Amount
Currency Description
PaymentNet Reports Reference Guide



Fuel Purchase Detail Summary
Fuel Purchase Detail Summary

Description
This report can be used to evaluate fuel purchases. 

 Figure 67: Fuel Purchase Detail Summary Report
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Report Information Includes

Level III Temporary Services 

Description
This report can be used to analyze information from temporary services. Total 
transactions are provided for each supervisor as well as a grand total for the entire 
report. 

 Figure 68: Level III Temporary Services Report

Account Name
Merchant Name
Merchant State/Province
Quantity
Price

Transaction Date
Merchant City
Transaction Amount
Description
Tax
PaymentNet Reports Reference Guide



Receipt Imaging Volume
Report Information Includes 

Contents of this report are best viewed in PDF format. 

Receipt Imaging Volume

Description
This report summarizes the total number of receipt image files attached to 
transactions in your organization.

 Figure 69: Receipt Imaging Volume Report

Transaction ID
Post Date
Merchant City
Transaction Amount
Job Description
Social Security Number
Job Code
Start Date
Hours
Rate
Message ID

Transaction Date
Merchant Name
Merchant State/Province
Source ID
Temporary Employee Name
Requestor 
Supervisor Name
Week Ending
Overtime
Subtotal
Customer Code
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Report Information Includes 

Statement of Account

Description
This report provides a listing of the previous cycle transaction information and WHEN 
available; Accounting Code Allocations, Transaction Notes, Custom Fields and 
Transaction Addendum Detail. 

The report includes signature lines at the bottom of the statement for the 
cardholder and supervisor, to assist in the review and reconciliation process. 

This statement is not an official bank billing statement and cannot be used for 
remittance. 

Number of Scanned/Uploaded Image Files
Number of Faxed Image Files

Total Number of Image Files
PaymentNet Reports Reference Guide



Statement of Account
 Figure 70: Statement of Account Report

Report Information Includes. 

Account Name
Account Address
Transaction ID
Post Date
Merchant City
MCC
Sales Tax

Account Number
Custom Field Name/Values
Transaction Date
Merchant Name
Merchant State/Province
Original Amount
Transaction Amount
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T & E Expense Activity by Cardholder

Description
This report can be used to analyze at the cardholder level, the total and average 
dollar amount spent on each of the following travel and entertainment types: 
airlines, lodging, car, mass transportation, transportation, restaurant, cash, and 
other. Subtotals are provided for each cardholder, as well as a grand total for the 
entire report. 

 Figure 71: T & E Expense Activity by Cardholder Report
PaymentNet Reports Reference Guide



T & E Transaction Activity
Report Information Includes

T & E Transaction Activity

Description
This report provides travel and entertainment transactions which are grouped by 
cardholder. 

 Figure 72: T & E Transaction Activity Report

Transaction ID
Post Date
Merchant City
Transaction Amount
Job
T&E Type 
Total Transaction Amount 

Transaction Date
Merchant Name
Merchant State/Province
Source ID
Account Name
Number of Transactions
Average Transaction Amount
103



7 | Transaction

104
Report Information Includes

T & E Transaction by Industry

Description
This report can be used to analyze account usage with each merchant within the 
following travel & entertainment industries: airlines, lodging, car rental, 
transportation, restaurants, cash and other. Subtotals are provided for each type of 
industry. 

 Figure 73: T & E Transaction by Industry Report

Transaction Date
Number of Debits
Number of Credits

Merchant Name
Debit Transaction Amount
Credit Transaction Amount
PaymentNet Reports Reference Guide



Transaction Audit
Report Information Includes

Transaction Audit

Description
This report will provide all transaction changes made over a selected date range. 

 Figure 74: Transaction Audit Report

Report Information Includes 

T&E Type
Merchant City
Total Number of Transactions

Merchant Name
Merchant State/Province
Total Transaction Amount

Transaction ID
Change Date
Field Name
New Value

Account Number
Change Time
Previous Value
Modified By
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Transaction Audit - MS Excel

Description
This report will provide all transaction changes made over a selected date range. 
This report is optimized for Excel.

 Figure 75: Transaction Audit - MS Excel Report

Report Information Includes 

Transaction Detail

Description
This report can be used to monitor the purchases for each account. Transactions as 
well as line items are included and payments are excluded from this report. 
Subtotals are provided for each cardholder and central bill account, as well as a 
grand total for the entire report. 

Transaction ID
Change Date
Field Name
New Value

Account Number
Change Time
Previous Value
Modified By
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Transaction Detail - MS Excel
 Figure 76: Transaction Detail Report

Report Information Includes 

Transaction Detail - MS Excel

Description
This report can be used to monitor the purchases for each account. Transactions as 
well as line items are included and payments are excluded from this report. 
Subtotals are provided for each cardholder and central bill account, as well as a 
grand total for the entire report. This report is optimized for Excel.

Cardholder Name
Transaction Date
Merchant Name
Merchant State/Province
Debit Amount
Sales Tax

Transaction ID
Post Date
Merchant City
MCC
Credit Amount
Transaction Type
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 Figure 77: Transaction Detail - MS Excel Report

Report Information Includes 

Transaction Detail by Central Bill Account

Description
This report can be used to analyze the transactions and accounts that have been 
charged to central bill accounts. Sub-totals are provided for each cardholder and 
central bill account, as well as a grand total for the entire report. 

Cardholder Name
Transaction Date
Merchant Name
Merchant State/Province
Debit Amount
Sales Tax

Transaction ID
Post Date
Merchant City
MCC
Credit Amount
Transaction Type
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Transaction Detail by Hierarchy
 Figure 78: Transaction Detail By Central Bill Account Report

Report Information Includes 

Transaction Detail by Hierarchy

Description
This report summarizes the number of transactions and total dollar amount for each 
account and hierarchy level. Transactions as well as line items are included and 
payments are excluded from this report. Subtotals are provided for each account 
hierarchy and account number, as well as a grand total for the entire report. 

Transaction Date
Reference Number
Merchant Name
Merchant City
Transaction Amount

Post Date
Transaction ID
MCC
Merchant State/Province
Transaction Type
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 Figure 79: Transaction Detail by Hierarchy Report

Report Information Includes 

Transaction Detail by Parent Merchant

Description
For each parent merchant, the report displays the transactions and dollar amounts 
spent. 

Transaction ID
Post Date
Merchant City
MCC
Credit Amount
Transaction Type

Transaction Date
Merchant Name
Merchant State/Province
Debit Amount
Sales Tax
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Transaction Detail by Parent Merchant
 Figure 80: Transaction Detail by Parent Merchant Report

Report Information Includes 

Parent Merchant Name
Merchant City
ZIP
Transaction Amount
Transaction ID
Transaction Date

Merchant Name
Merchant State/Province
MCC
Reference Number
Cardholder Name
Post Date
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Transaction Detail with Accounting Codes and 
Notes

Description
The report displays transactions with their account codes, notes and custom fields. 
Transactions as well as line items are included and payments are excluded from this 
report. 

 Figure 81: Transaction Detail with Accounting Codes and Notes Report
PaymentNet Reports Reference Guide



Transaction Detail with Level III Airline Data
Report Information Includes 

Contents of this report are best viewed in PDF format. 

Transaction Detail with Level III Airline Data

Description
This report displays transaction details and the associated airline addendum data 
(Level III). When viewing Level III airline data, columns for all Level III airline data is 
visible but data is only populated for the addendum information provided by the 
processor. This report is optimized for Excel.

 Figure 82: Transaction Detail with Level III Airline Data Report

Transaction ID
Account Number
Merchant City
MCC
Post Dates
Transaction Type
Transaction Notes
Transaction Custom Fields

Cardholder Name
Merchant Name
Merchant State/Province
Transaction
Transaction Amount
Sales Tax
Unlimited Number of Account Codes
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Report Information Includes 

Transaction Detail with Level III Car Rental 
Data

Description
This report displays transaction details and the associated car rental addendum data 
(Level III). When viewing Level III car rental data, columns for all Level III car rental 
data are visible but data is only populated for the addendum information provided 
by the processor. This report is optimized for Excel.

Hierarchy Level
Hierarchy Name
Hierarchy Description
Account Number
Account Type
Cardholder First Name
Cardholder Middle Name
Cardholder Last Name
Account Balance
Account Opened Date
Account Closed Date
Diversion Account Number
PaymentNet Transaction ID
Transaction Date
Transaction Posting Date
Transaction Amount
Transaction Sales Tax Amount
Transaction Original Amount
Transaction Currency Code
Transaction Code
Transaction Reason Code
Transaction Code Description
Merchant PaymentNet ID
Merchant Tax Payer ID
Merchant Name
Merchant Street Address
Merchant City Name
Merchant State
Merchant Postal Code
Merchant Country
MCC 
MCC Description
MCC Type 
T & E Type

Transaction Addendum Indicator
Passenger Name
Ticket Number
 Exchange Ticket Number
Exchange Ticket Amount
Total Fare Amount
Total Tax Amount
Total Fee Amount
Internet Indicator
Electronic Ticket Indicator
Travel Agency Code
Travel Agency Name
Agency Code
Departure Date
Arrival Date
Carrier Code
Carrier Code Description
Flight Number
Leg Number
Originating City Code
Destination City Code
Fare Basis Code
Conjunction Ticket Number
Transaction Flags
Transaction Authorization Number
Transaction Check Number
Transaction Customer Code
Source Currency Exchange Rate
US Dollar Currency Exchange Rate
Interchange Fee Amount
Transaction Created Date
Transaction Addendum Type
Transaction Approval Status ID



Transaction Detail with Level III Car Rental Data
 Figure 83: Transaction Detail with Level III Car Rental Data Report

Report Information Includes 

Hierarchy Level
Hierarchy Name
Hierarchy Description
Account Number
Account Type
Cardholder First Name
Cardholder Middle Name
Cardholder Last Name
Account Balance
Account Opened Date
Account Closed Date
Diversion Account Number
PaymentNet Transaction ID
Transaction Date
Transaction Posting Date
Transaction Amount
Transaction Sales Tax Amount
Transaction Original Amount
Transaction Currency Code
Transaction Code
Transaction Reason Code
Transaction Code Description
Merchant PaymentNet ID
Merchant Tax Payer ID
Merchant Name
Merchant Street Address
Merchant City Name
Merchant State
Merchant Postal Code
Merchant Country
MCC 
MCC Description
MCC Type 
T & E Type
Transaction Addendum Indicator
Agreement Number
Renter Name
Return City Name

Return State Code
Return Date
Return Location Text
Customer Service Number
Class Code
Daily Rate
Weekly Rate
Mileage Rate
Total Miles Number
Maximum Free Miles Number
Insurance Amount
Adjustment Amount
Program Code
Check Out Date
Tax Amount
Tax Rate
Tax Type Code
Tax Rate Exponent Number
Days Rented Count
No Show Indicator
Extra Amount 
Fuel Amount
One Way Amount
Towing Amount
Extended Mileage Amount
Late Return Amount
Value Added Tax Amount
Phone Amount
Other Charge Amount
Transaction Authorization Number
Transaction Check Number
Transaction Customer Code
Source Currency Exchange Rate
US Dollar Currency Exchange Rate
Interchange Fee Amount
Transaction Created Date
Transaction Addendum Type
Transaction Approval Status ID
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Transaction Detail with Level III Data

Description
This report can be used to monitor the purchases for each account. Transactions as 
well as line items are included and payments are excluded from this report. Sub-
totals are provided for each cardholder and central bill account, as well as a grand 
total for the entire report. This report is optimized for Excel.

 Figure 84: Transaction Detail with Level III Data Report
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Transaction Detail with Level III Lodging Data
Report Information Includes 

This report contains hundreds of fields. A subset is listed above.

Transaction Detail with Level III Lodging Data

Description
This report displays transaction details and the associated lodging addendum data 
(Level III). When viewing Level III lodging data, columns for all Level III lodging data 
are visible but data is only populated for the addendum information provided by the 
processor. This report is optimized for Excel.

Last Name
First Name
Account
Trans ID
Trans Date
Post Date
Merchant Name
Merchant City
Merchant State/Province
MCC
Debit Amount 
Credit Amount
Sales Tax
Trans Type
Level III Detail Type
Additional Order Date
Business to Business Cost Center #
Business to Business Net Amount
B2B Payment Method Code
B2B Reimbursement Fee Amount
B2B Settlement Days Count
Customer Code
Duty Amount
Freight Amount
Item Detail Tax Type Text
Item Product Code
Item Unit of Measure
Item Value Added Tax Amount
Item Value Added Tax Rate

Merchant Reference Number
Order State
Purchase Timestamp
Source Postal Code
Tax Collection Indicator
Tax Included Code
Value Added Tax Invoice Number
Ticket Number
Exchange Ticket Amount
Total Fare Amount
Total Fee Amount
Travel Agency Code
Travel Agency Name
Agency Code
Passenger Name
Internet Indicator
Electronic Ticket Indicator
Carrier Code
Carrier City Code Description 
Originating Airline City Code
Destination Airline City Code
Item Stop Over Code
Item Fare Basis Code
Item Leg Number
Item Coupon Number
Conjunction Ticket Number
Item Flight Number
Item Departure Date
Item Arrival Date
Etc.
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 Figure 85: Transaction Detail with Level III Lodging Data Report
PaymentNet Reports Reference Guide



Transaction Detail with Level III Purchasing Data
Report Information Includes 

Transaction Detail with Level III Purchasing 
Data

Description
This report displays transaction details and the associated purchasing addendum 
data (Level III). When viewing Level III purchasing data, columns for all Level III 

Hierarchy Level
Hierarchy Name
Hierarchy Description
Account Number
Account Type
Cardholder First Name
Cardholder Middle Name
Cardholder Last Name
Account Balance
Account Opened Date
Account Closed Date
Diversion Account Number
PaymentNet Transaction ID
Transaction Date
Transaction Posting Date
Transaction Amount
Transaction Sales Tax Amount
Transaction Original Amount
Transaction Currency Code
Transaction Code
Transaction Reason Code
Transaction Code Description
Merchant PaymentNet ID
Merchant Tax Payer ID
Merchant Name
Merchant Street Address
Merchant City Name
Merchant State
Merchant Postal Code
Merchant Country
MCC 
MCC Description
MCC Type 
T & E Type
Transaction Addendum Indicator
Arrival Date

Departure Date
Folio Number
Property Telephone Number
Customer Service Telephone Number
Room Rate
Room Tax
Program Code
Phone Charge Amount
Restaurant Room Service Amount
Minibar Charge Amount
Gift Shop Charge Amount
Laundry Charge Amount
Other Service Code
Other Charge Amount
Bill Adjustment Amount
No Show Indicator
Tax Amount
Food Charges Amount
 Length of Stay
Prepaid Amount
Folio Advances Amount
Valet Parking Charge Amount
Movie Charge Amount
Business Center Charge Amount
Health Club Charge Amount
Total Non Room Charge Amount
Transaction Flags
Transaction Authorization Number
Transaction Check Number
Transaction Customer Code
Source Currency Exchange Rate
US Dollar Currency Exchange Rate
Interchange Fee Amount
Transaction Created Date
Transaction Addendum Type
Transaction Approval Status ID
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purchasing data are visible but data is only populated for the addendum information 
provided by the processor. This report is optimized for Excel.

 Figure 86: Transaction Detail with Level III Purchasing Data Report
PaymentNet Reports Reference Guide



Transaction Detail with Level III Purchasing Data
Report Information Includes 

Hierarchy Level
Hierarchy Name
Hierarchy Description
Account Number
Account Type
Cardholder First Name
Cardholder Middle Name
Cardholder Last Name
Account Balance
Account Opened Date
Account Closed Date
Diversion Account Number
PaymentNet Transaction ID
Transaction Date
Transaction Posting Date
Transaction Amount
Transaction Sales Tax Amount
Transaction Original Amount
Transaction Currency Code
Transaction Code
Transaction Reason Code
Transaction Code Description
Merchant PaymentNet ID
Merchant Tax Payer ID
Merchant Name
Merchant Street Address
Merchant City Name
Merchant State
Merchant Postal Code
Merchant Country
MCC 
MCC Description
MCC Type 
T & E Type
Transaction Addendum Indicator
Customer Code
Tax Amount
Freight Amount
Destination Postal Code
Source Postal Code
Merchant Reference Number
Item Description

Item Quantity
Item Unit of Measure
Item Amount
Item Discount Amount
Item Discount Rate
Item Total Amount
Item Unit Price Amount
 Item Detail Tax Amount
Item Detail Tax Rate
Item Detail Tax Type
Local Tax Amount
Tax Included Code
National Tax Amount
Merchant Value Added Tax Registration Number
Customer Value Added Tax Registration Number
Commodity Code
Other Tax Amount
Discount Amount
Value Added Tax Invoice Number
Order Date
Value Added Tax Amount
Value Added Tax Rate
Purchase Timestamp
Additional Order Date
Business to Business Payment Method Code
Business to Business Reimbursement Fee 
Amount
Currency Identifier
Business to Business Settlement Days Count
Business to Business Net Amount
Business to Business Cost Center
Item Commodity Text
Item Value Added Tax Amount
Item Value Added Tax Rate
Transaction Authorization Number
Transaction Check Number
Transaction Customer Code
Source Currency Exchange Rate
US Dollar Currency Exchange Rate
Interchange Fee Amount
Transaction Created Date
Transaction Addendum Type
Transaction Approval Status ID
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Transaction Detail with Page Breaks

Description
For each account, the report will list all the purchases made. Since each account’s 
activity is detailed on a separate page, this report can be printed and given to 
cardholders that don’t have access to PaymentNet to review their transactions. 
Transactions as well as line items are included and payments are excluded from this 
report. 

 Figure 87: Transaction Detail with Page Breaks Report

Report Information Includes

Cardholder Name
Transaction Date
Merchant Name
Merchant State/Province
Credit Amount
Transaction Type

Transaction ID
Post Date
Merchant City
Debit Amount
Sales Tax
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Transaction Detail with Payments
Transaction Detail with Payments

Description
This report can be used to monitor the purchases and payments for each account. 

 Figure 88: Transaction Detail with Payments Report
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Report Information Includes

Transaction Detail with Purchase Addendum

Description
This report is used to analyze only transactions with purchasing addendum. The 
report groups the transactions by cardholder. 

Cardholder Name
Transaction Date
Transaction Amount
Merchant City
MCC

Account Number
Post Date
Merchant Name
Merchant State/Province
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Transaction Detail with Purchase Addendum
 Figure 89: Transaction Detail with Purchase Addendum Report

Report Information Includes

Transaction ID
Post Date
Merchant City
MCC
Credit Amount
Quantity (level three data from merchant, if 
applicable)
Unit Price (level three data from merchant, if 
applicable)
Product Code (level three data from merchant, 
if applicable)

Transaction Date
Merchant Name
Merchant State/Province
Debit Amount
Sales Tax
Item Description (level three data from 
merchant, if applicable)
Line Item Total (level three data from 
merchant, if applicable)
Unit of Measure (level three data from 
merchant, if applicable)
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Transaction Disputes by Hierarchy

Description
This report can be used to monitor the status of disputed transactions. 

 Figure 90: Transaction Disputes by Hierarchy Report

Report Information Includes

Transaction Summary by Hierarchy

Description
This report summarizes the number of transactions and total dollar amount for each 
account by hierarchy.

Cardholder Name
Merchant Name
Transaction Date
Date Disputed
Date Resolved

Account Number
Transaction ID
Transaction Amount
Disputed Status
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Transaction Summary by Hierarchy - MS Excel
 Figure 91: Transaction Summary by Hierarchy Report

Report Information Includes

Transaction Summary by Hierarchy - MS Excel

Description
This report summarizes the number of transactions and total dollar amount for each 
account by hierarchy. This report is optimized for Excel.

Cardholder Name
Number of Debit Transactions
Number of Credit Transactions
Total Number

Account Number
Total Debit Amount
Total Credit Amount
Amount of all Transactions
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 Figure 92: Transaction Summary by Hierarchy - MS Excel Report

Report Information Includes

Transaction Summary by Parent Merchant

Description
This report summarizes the number of transactions and total dollar amount for each 
parent merchant. 

Cardholder Name
Number of Debit Transactions
Number of Credit Transactions
Total Number

Account Number
Total Debit Amount
Total Credit Amount
Amount of all Transactions
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Transaction Pending Review/Approval Report
 Figure 93: Transaction Summary by Parent Merchant Report

Report Information Includes

Contents of the report are best viewed in Excel and PDF formats.

Transaction Pending Review/Approval Report

Description
This report displays transactions that need to be reviewed or approved. The reports 
shows transaction information as well as those who are responsible for marking the 

Parent Merchant Name
Total Debit Amount
Total Credit Amount
Amount of all Transactions

Number of Debit Transactions
Number of Credit Transactions
Total Number of Transactions
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transactions reviewed or approved. The report will display both types of transactions 
by default. 

 Figure 94: Transaction Pending Review/Approval Report

Note: The criteria must be set to include either new transactions, reviewed transactions, or 
in-process transactions. A value of “R” in the report type field displays transactions 
needing to be reviewed only; a value of “A” in the report type displays transactions 
that have been reviewed, but not approved.
PaymentNet Reports Reference Guide



Transaction Pending Review/Approval Report
Report Information Includes 

Contents of the report are best viewed in Excel format. It is not suggested to run as 
a PDF file.

Cardholder Name
Approval Status
Post Date
Transaction Assigned To

Account Number
Merchant Name
Transaction Amount
Date Assigned
131



7 | Transaction

132
 PaymentNet Reports Reference Guide



a
 Appendix: Alphabetical 
Report List
his reference guide groups reports into chapters based on report types. For an 
alphabetical list of all available PaymentNet reports, and where they can be 

found within the guide, refer to the alphabetical list below.

Alphabetical list of PaymentNet reports
“1099 Merchant” on page 45
“30 and 60 Day” on page 13
“Account Limit - MS Excel” on page 15
“Account Audit” on page 15
“Account Audit - MS Excel” on page 16
“Account Delinquencies” on page 17
“Account Suspension/Cancellation” on page 18
“Account and Employee Hierarchy” on page 19
“Account and Employee Hierarchy - MS Excel” on page 20
“Accounts with Low Available Credit” on page 21
“Air Travel Activity” on page 81
“Air Travel Activity - MS Excel” on page 83
“Air Travel Summary By Hierarchy” on page 83
“Air Travel Summary for CTA” on page 85
“Airline City Pairs Summary by Merchant” on page 47
“Airline Spending Analysis by Merchant” on page 48
“Airline Ticket Credit Summary” on page 86

T
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“Cash Advance Detail by Hierarchy” on page 87
“Car Rental Spending Analysis by Merchant” on page 49
“Cardholder Accounts and Limits by Hierarchy” on page 22
“Cardholders Default Account Codes and Custom Fields” on page 23
“Cardholder Listing with Addresses” on page 24
“Cardholder Profile” on page 26
“Cardholder Profile - MS Excel” on page 27
“Cardholder Status” on page 28
“Cardholder Status - MS Excel” on page 29
“Cardholder with Account and MCC Group Limits” on page 30
“Cash Advance Detail by Hierarchy” on page 87
“Central Bill Reconciliation” on page 88
“Central Bill Reconciliation - MS Excel” on page 90
“Central Bill Reconciliation Summary” on page 91
“Central Bill Reconciliation Summary - MS Excel” on page 92
“Charge Off” on page 32
“Chart of Accounts Audit” on page 37
“Declines” on page 93
“Declines - MS Excel” on page 93
“Diversion Detail by Cardholder” on page 94
“Employee Audit” on page 38
“Employee Profile - MS Excel” on page 40
“Foreign Currency” on page 95
“Fuel Purchase Detail Summary” on page 97
“Hierarchy Audit” on page 40
“Hierarchy List by Level” on page 42
“Level III Temporary Services” on page 98
“Lodging Spending Analysis by City” on page 50
“Lodging Spending Analysis by Merchant” on page 51
“Login Audit” on page 42
“MasterCard 1099 Transaction Detail” on page 65
“MasterCard 1099 Vendor Information” on page 67
“MasterCard Enhanced Merchant Data” on page 68
“MasterCard Socio-Economic” on page 69
“MCC with Default Account Codes” on page 51
“Merchant Profile - MS Excel” on page 52
PaymentNet Reports Reference Guide



“Merchant Profile with Custom Fields” on page 53
“Merchant Ranking” on page 55
“Merchants with Default Account Codes” on page 57
“Order Audit” on page 77
“Order Transaction Detail” on page 79
“Order Transaction Detail - MS Excel” on page 80
“Parent Merchant Ranking” on page 57
“Quarterly Merchant Analysis by Parent Merchant Summary” on page 59
“Receipt Imaging Volume” on page 99
“Restaurant Spending Analysis by Top Restaurant” on page 60
“Rush Delivery Card Requests” on page 33
“Spending Analysis by Merchant Type” on page 61
“Statement of Account” on page 100
“Summary Quarterly MCC” on page 62
“T & E Expense Activity by Cardholder” on page 102
“T & E Transaction Activity” on page 103
“T & E Transaction by Industry” on page 104
“Transaction Audit” on page 105
“Transaction Audit - MS Excel” on page 106
“Transaction Detail” on page 106
“Transaction Detail - MS Excel” on page 107
“Transaction Detail by Central Bill Account” on page 108
“Transaction Detail by Hierarchy” on page 109
“Transaction Detail by Parent Merchant” on page 110
“Transaction Detail with Accounting Codes and Notes” on page 112
“Transaction Detail with Level III Airline Data” on page 113
“Transaction Detail with Level III Car Rental Data” on page 114
“Transaction Detail with Level III Data” on page 116
“Transaction Detail with Level III Lodging Data” on page 117
“Transaction Detail with Level III Purchasing Data” on page 119
“Transaction Detail with Page Breaks” on page 122
“Transaction Detail with Payments” on page 123
“Transaction Detail with Purchase Addendum” on page 124
“Transaction Disputes by Hierarchy” on page 126
“Transaction Summary by Hierarchy” on page 126
“Transaction Summary by Hierarchy - MS Excel” on page 127
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“Transaction Summary by Parent Merchant” on page 128
“Transaction Pending Review/Approval Report” on page 129
“Transportation Spending Analysis by Merchant” on page 64
“Unusual Activity Analysis” on page 44
“Visa 1099 Transaction Detail” on page 71
“Visa 1099 Vendor Information” on page 73
“Visa Merchant” on page 74
“Visa Socio-Economic” on page 76
“Write-Off” on page 34
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