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step one - selecting the report

The Report Setup page allows Administrators to determine which roles will have rights to run each report.  After a user has 
been given access to run reports, follow the directions below:

1. Choose Reports, then Create from the main menu bar.  The Report List will be displayed.
2. Select a report category from the drop-down list.  The Report List defaults to All reports.

The Reporting section of PaymentNet provides eight main categories: My Saved Reports, Accounts, Transaction, 
Order, Custom, Audit, Merchant, and Administration.  Once a category button is selected, only reports and 
descriptions from that category will be displayed.  Each category will list the applicable reports alphabetically.  The 
All category will display every report alphabetically.  

3. To run a report, simply point to the desired report name and click once.  The Report Detail page will be displayed.
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step two - entering report criteria

Reports, by default, are run on general information of the company’s database.  Users can cater these reports by refining 
this information using criteria filters (as shown below).  Simply choose from the criteria headings provided, by clicking on the 
drop-down arrows.  Once the data is defined, click the Process Report button to continue.  If the default report description 
is adequate, simply skip these filters and click the Process Report button to continue.

1. Select the desired Report Format.  The report format can 
be in Adobe PDF, Text, Microsoft Excel, or XML Formats.

2. Select the Compress Output check box to compress 
the output of and password protect the report.  If 
desired, enter and confirm a Password to be given to the 
downloaded report.

3. If desired, change the name for the report in the Name text 
box.  The report name entered will appear on the Available 
Download page.

4. If you wish to run the report on your entire organizational 
hierarchy without specifying criteria, click Process Report.

5. To enter a new row of Report Criteria, click .
6. Enter the field, operation, and value for each row for 

criteria.  Select And or Or for each additional row of 
criteria.

7. Click Process Report button to continue.
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PaymentNet reporting allows reports to be run in 
three formats:  

 Microsoft Excel - this is an ideal format for 
reports that may need some additional formatting or 
manipulation of data.

 Microsoft Word - this format permits manipulation of extracted data and allows the user to run reports that are too large 
for an Excel file.

 Adobe PDF - this format allows Program Administrators the best aesthetic view of PaymentNet reports.  PDF format 
is chosen when reports will be run for display purposes.  PDF will also assure that data electronically transferred will not be 
manipulated or changed.

PaymentNet also allows a user to change the title of the report file that will be generated, to help identify the report.

Once you have processed the report, you will be directed to the Available Download page.  You can also access this page 
by selecting Reports and Download from the main menu.

1. Choose Reports from the drop-down menu showing 
All, Export, Mapper, and Report.

2. Click on the desired report title to view the report.

step three - viewing report
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The accounts section of reporting in PaymentNet con-
tains reports that give fast, concise documentation of 
current and former cardholder information.  This help 
guide has divided reports from the account category into 
three sections. The cardholder/account information 
reporting section, the suspended & cancelled ac-
counts section, and the reporting for individual li-
ability section.  Each section gives a brief description of 
the reports found within. 

The first section of reports provides lists of cardholder 
information sorted by name, hierarchy,  addresses, 
current account status, available limits and renewing 
accounts.

a:: cardholder/account 
 information reporting

The second section contain reports that detail declined 
transactions and cancelled accounts.  These reports 
gives Program Administrators a quick way to see what 
accounts have been cancelled or suspended.

b:: suspended &
 cancelled accounts

c:: reporting for individual liability
 Individual liability programs need to follow-up on the 

status of payments made by the cardholders in their 
program. These reports allow the Program Administrator 
to do just that.

1:: accounts
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a:: cardholder/account information reporting
PaymentNet offers several reports that provide Program Administrators with the ability to quickly and easily 
access information about their cardholders.  The Cardholder/Account Information Reporting category of 
PaymentNet reporting contains reports displaying basic cardholder or account information.  These reports are 
listed below:

> cardholder information     > cardholder with default account codes
> cardholder listing by hierarchy    > account and employee hierarchy
> cardholder listing with addresses    > cardholder status   
> accounts renewing within three months   > available limit by low available balance
> cardholder status with hierarchy and closed date

The Cardholder/Account Information Reporting section of this Reporting Book will take a close look at each 
of these reports and help Program Administrators decipher which reports will be most helpful to use in their 
respective programs.
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Cardholder names are listed in alphabetical 
order unless otherwise specified. The cardholder’s account number is listed followed by 

the city,  state, zip code and business telephone 
number of the employee. 
 

The Cardholder Information report 
provides a listing of card accounts. The 
report lists: Account Name, Account 
Number, Address, Business Phone, and 
Total Number of Accounts.

cardholder information
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Hierarchy ID and description or 
department the employee belongs to.

The report lists the account name, account 
number, credit limit, cash limit, & the current 
status of the card.

For each hierarchy node presented, the report 
totals the number of accounts that are located in 
that node.

cardholder listing by 
hierarchy
The Cardholder Listing by Hierarchy 
report can be used to monitor the 
number and status of accounts in each 
cost center. The report lists: Hierarchy, 
Account Name, Account Number, Credit 
Limit, Cash Limit, Single Transaction 
Limit, and Status.
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The address listed in this report is the cardholder’s 
address listed within PaymentNet. Most employees 
will have the business address of the department 
their card belongs to. The expiration date of the account 

number is listed on this report. 

The Cardholder Listing with Addresses
report provides a list of accounts in each 
department or division of the company 
along with the cardholder’s address 
and card expiration date. The report 
lists: Hierarchy, Account Name, Account 
Number, Address, Business Phone, and 
Card Expiration Date. 

cardholder listing with 
addresses
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The Cardholder Status report can be 
used to identify account limits and 
status (i.e., Closed, Not Activated, 
Active, etc.). The report, which is sorted 
and sub-totaled by account status, 
lists the following: Cardholder Name, 
Account Number, Open Date, Credit 
Limit, Single Transaction Limit, Available 
Limit, and Status.

This report can be used to identify 
account limits and status (i.e., Closed, 
Not Activated, Active, etc.). The report 
which is sorted and sub-totaled by 
Account Status, lists the following: 
Account Name, Hierarchy, Account 
Number, Open Date, Credit Limit, Single 
Transaction Limit, Available Limit, 
Status, and Closed Date. 

cardholder status with 
hierarchy and closed date

cardholder status
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The Cardholders with Default Account 
Codes report shows all Cardholder 
Names, Account Numbers, and up to 
eight Account Codes.  This report does 
not apply to non-cardholders.

The Account and Employee Hierarchy 
report shows all individuals with their 
card hierarchy and their manager 
hierarchy. It includes individual 
names including non-cardholders and 
shows card account numbers where 
appropriate. Roles are also displayed.

account and employee 
hierarchy

cardholders with default 
account codes
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The Accounts Renewing within Three 
Months report identifies accounts that 
will expire within three months of the 
report date, and can be used to help 
monitor card renewals. Subtotals are 
provided for each hierarchy level, as well 
as grand totals for the entire report. The 
report lists: Hierarchy, Account Name, 
Account Number, Business Phone, and 
Expiration Date. 

available limit by low 
available balance
The Available Limit by Low Available 
Balance report can be used to help 
monitor cardholders who are nearing 
their available limit and determine if 
their credit lines are sufficient. The 
report includes: Account Name, Account 
Number, Current Balance, Date balance 
was effective, Credit Limit, Cash Limit, 
and Available Balance. 
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b:: suspended and
 cancelled accounts

The Account section of reporting helps Program Administrators check on their programs suspended and 
cancelled accounts with two reports: 

> suspension-cancellation 
> suspension-cancellation by hierarchy

These two reports provide very similar information.  The way the information is grouped and displayed is 
different providing Program Administrators with viewing preference options. 
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The Suspension-Cancellation report 
identifies accounts that have been 
suspended or cancelled. The report lists: 
Cardholder Name, Account Number, 
Status, and Account Balance. 

The Suspension-Cancellation by Hierarchy 
report provides the same information listed 
in the Suspension/Cancellation report.  The 
difference is the addition and listing of 
information by hierarchy.

suspension-cancellation

suspension-cancellation 
by hierarchy
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Individual liability programs have the responsibility of reviewing their cardholder’s payment status and 
managing cardholders who have let their payments fall into arrears.  This section lists reports that are 
used for these types of programs.  The reports provided are as follows:

> 45 day 
> charge off
> delinquencies with current balance
> write-off

The main purpose of these reports is to track late accounts as they fall between different cycle days, 
past due, and are eventually written off.

c:: reporting for 
 individual liability
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The Charge Off report can be used to 
monitor bad debts. The report lists: 
Account Name, Account Number, Charge 
Off Amount, Charge Off Date, Past Due 
Amount, and Balance. 

charge off

The 45 Day report can be used to 
monitor delinquencies as it identifies 
accounts that are between 30 and 60 
days past due. The report lists: Account 
Number, Account Name, 30 Days Past 
Due Amount, 60 Days Past Due Amount, 
Number of Days Past Due, Bill Date, and 
Balance. 

45 Day
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The Write-Off report can be used to 
monitor bad debits. The report lists: 
Cardholder Name, Account Number, 
Write-off Amount, Write-off Date, Past 
Due Amount, and Balance. 

write-off

The Delinquencies with Current Balance 
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. The 
report lists: Hierarchy, Account Number, 
Account Name, Past Due Amounts in 
each of the following categories: 5 day, 
30 day, 60 day, 90 day, 120 day, 180 
day, Charge-off Amount, and Balance.

delinquencies with 
current balance
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The Transaction category of reports in PaymentNet offers 
a quick and detailed reconciling tool for all procurement 
programs. Matching total spend with total outflows is a 
daunting task for any corporation.  The Transaction 
category provides a means for Program Administrators 
to track and control spending for their programs.  All the 
transaction reports are divided into two sections. The 
reports that provide transaction detail reporting and travel 
and expense reporting. 

b:: travel and expense reporting
Travel and expense activity reports detail all the 
information for air travel, lodging, restaurant, 
and many other such travel expenditures. 

a:: transaction reporting
Reconciliation can be accomplished by a number 
of transaction detail reports listed in this section. 
Also, transaction dispute reports can be found 
along with central bill reports, diversion accounts, 
and foreign currency reports.

2:: transaction
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The transaction category of reporting in PaymentNet is the most popular section due to the transaction 
information Program Administrators can access to reconcile monthly spend.  The most popular report used 
for this type of spend reconciliation is the transaction detail report.  This section highlights the transaction 
detail report in all its variations. 

The transaction detail reports shown in this document include:
>  central bill reconciliation 
>  central bill reconciliation summary
> declines
> diversion detail by cardholder
>  foreign currency
>  level III temp services data
>  spending analysis by tax ID
>  transaction audit (excel)
>  transaction audit (.pdf)
>  transaction detail
> transaction detail by central bill account

a:: transaction reporting

> transaction detail by hierarchy
> transaction detail by merchant
> transaction detail with account codes and notes
> transaction detail with addendum
> transaction detail with page breaks
> transaction detail with payments
> transaction disputes by hierarchy
> transaction disputes by status
> transaction summary
> transaction summary by hierarchy
> transaction summary by merchant
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central bill reconciliation
The Central Bill Reconciliation report 
can be used to analyze the transactions 
and accounts that have been charged 
to Central Bill accounts. Sub-totals are 
provided for each Central Bill account, 
as well as Grand Totals for the entire 
report. The report lists: Central Bill 
Account Number, Transaction Date, 
Post Date, Merchant Name, Merchant 
Category Code (MCC), Merchant City 
and Merchant State.
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central bill reconciliation 
summary
The Central Bill Reconciliation Summary 
report can be used to analyze the 
account activity for cardholders that are 
attached to a central bill account. Sub-
totals are provided for each individual 
and/or central bill account that the 
transactions are billed to, as well as 
Grand Totals for the entire report. 
The report lists: Billed to Account 
Number, Central Bill Account Number, 
Transaction Date, Post Date, Merchant 
Name, Merchant Category Codes (MCC), 
Merchant City and State, Payments, 
Charges, and Sales Tax. (This report will 
only include transactions with a posting 
date of 12/03/2001 or greater.)
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declines
The Declines report can be used to 
monitor the occurrences and reasons 
why cardholders have been declined.  
The report lists: Decline Code and 
Reason, Account Name, Account 
Number, Transaction Amount, Merchant 
Category Code, Merchant Category Code 
Description, Date, and Time of Decline.
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diversion detail by 
cardholder
The Diversion Detail by Cardholder 
report can be used to analyze the 
charges to diversion accounts. Sub-
totals are provided for each diversion 
account, as well as grand totals for 
the entire report. The report lists: 
Diversion Account Number, Transaction 
Date, Post Date, Reference Number, 
Merchant Name, Merchant Category 
Code, Merchant City and State, and 
Transaction Amount. 

The Foreign Currency report can be used 
to review transactions that occurred on 
foreign soil as well as the currency and 
exchange rate information. Subtotals are 
provided for each account, as well as grand 
totals for the entire report. The report lists: 
Account Name, Account Number, Transaction 
Date, Post Date, Merchant Category Code, 
Merchant Name and Country, US Dollar 
Amount, Foreign Amount, Exchange Rate, 
and Currency Country. 

foreign currency
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level iii temp services 
data
The Level III Temp Services Data report 
can be used to analyze information from 
temporary services.  Total transactions 
are provided for each supervisor as 
well as grand totals for the entire 
report.  The report lists:  Transaction ID, 
Transaction Date, Post Date, Merchant 
Name, City/State, and Amount.  It also 
includes Source ID, Job Description, 
Temp Employee Name, Social Security 
Number, Requester, Job Code, 
Supervisor, Time Sheet Information such 
as Start Date, Week Ending, Hours, 
Overtime, Rate, Subtotal, Message ID, 
and Customer Code.
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Transaction reports are most run by 
cardholders and managers to reconcile 
accounts at the end of an accounting 
period. Transaction Detail reports are 
the most used reports in PaymentNet 
due to their high functionality and 
common use by both purchasing 
programs and travel and entertainment 
programs.

The Transaction Detail report can be 
used to monitor the purchases for each 
account. (Payments are excluded from 
this report.) Subtotals are provided 
for each account, as well as Grand 
Totals for the entire report. The report 
lists: Account Name, Account Number, 
Transaction Date, Post Date, Merchant 
Name, Merchant City and State, 
Merchant Category Code, Debit Amount, 
Credit Amount, and Sales Tax. 

The Transaction Detail report provides detailed transaction information delineated 
by cardholder.  

transaction detail
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transaction detail by 
central bill account

The Transaction by Hierarchy report summarizes 
the number of transactions and total dollar 
amount for each account and Hierarchy level. 
Subtotals are provided for each Hierarchy, as well 
as Grand Totals for the entire report. The report 
lists: Hierarchy, Account Name, Account Number, 
Number of Debit Transactions and Dollar Amount, 
Number of Credit Transactions and Dollar Amount, 
Total Number of Transactions and Dollar Amount.

The Transaction Detail by Central Bill 
account can be used to analyze the 
transactions and accounts that have 
been charged to central bill accounts. 
Sub-totals are provided for each central 
bill account, as well as grand totals 
for the entire report. The report lists: 
Central Bill Account Number, Transaction 
Date, Post Date, Merchant Name, 
Merchant Category Code, Merchant 
City and State, Payments, Charges, and 
Sales Tax. 

transaction detail by 
hierarchy 
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transaction detail by 
merchant
The Transaction Detail by Merchant lists 
the transactions and dollar amounts 
spent with each Merchant. The report 
lists: Merchant Name, Merchant City, 
State, Zip, Merchant Category Code, 
Transaction Amount, Reference Number, 
Account Name, Transaction Date, and 
Post Date.

The Transaction Detail with Account Codes 
and Notes report lists all transactions by 
Cardholder including Merchant Name, 
Transaction and Post Dates, Transaction 
Amount, up to eight Account Codes, and 
Transaction Notes.

transaction detail with 
account codes and notes
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transaction detail with 
addendum
The Transaction Detail with Addendum 
report is used to analyze only 
purchasing type transactions. A 
transaction is classified by the report 
as purchasing by an indicator in the 
merchant category screen. The report 
groups the transactions by cardholder. 
It displays Transaction Date, Post 
Date, Merchant Name, Merchant City, 
Merchant State, Merchant Category 
Code, Debit Amount, Credit Amount, 
Merchant Dales Tax and if applicable, 
the Level 3 data sent by the merchant 
such as item quantity, item description, 
unit cost, line item total, product code 
and unit of measure.
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The Transaction Detail with Page Breaks 
report lists the purchases for each 
account. Since each accounts 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. (Payments are 
excluded from this report.) The report 
lists: Account Name, Transaction Date, 
Post Date, Merchant Name, Merchant 
City and State, Debit Amount, Credit 
Amount, and Tax.

transaction detail with 
page breaks
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transaction detail with 
payments
The Transaction Detail with Payments 
report can be used to monitor the 
purchases and payments for each 
account. The report lists: Account 
Name, Transaction Date, Post Date, 
Transaction Amount, Merchant Name, 
Merchant City and State, and Merchant 
Category Code.
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transaction disputes by 
status
The Transaction Disputes by Status 
report lists the status of disputed 
transactions. The report lists: Hierarchy, 
Account Name, Account Number, 
Merchant Name, Transaction Date, 
Transaction Amount, Date Disputed, and 
Date Resolved.

transaction disputes by 
hierarchy
The Transaction Disputes by Hierarchy 
report can be used to monitor the status 
of disputed transactions. The report 
lists: Account Name, Account Number, 
Merchant Name, Transaction Date, 
Transaction Amount, Date Disputed, and 
Date Resolved.
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The Transaction Summary report 
summarizes the number of transactions 
and total dollar amount for each 
account. The report lists: Account 
Name, Account Number, Number of 
Debit Transactions and Dollar Amount, 
Number of Credit Transactions and 
Dollar Amount, Total Number of 
Transactions and Dollar Amount.

transaction summary
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transaction summary 
by hierarchy
The Transaction Summary report 
summarizes the number of transactions 
and total dollar amount for each account 
by Hierarchy.  The report lists: Account 
Name, Account Number, Number of 
Debit Transactions and Dollar Amount, 
Number of Credit Transactions and 
Dollar Amount, Total Number of 
Transactions and Dollar Amount.



PaymentNet

transaction

PAGE 30

®

Copyright © 2006 JPMorgan Chase & Co.  All rights reserved.   Reporting “How to...”  Help Guide

transaction summary by 
merchant
Breaking down total dollar amounts 
per merchant is made easy with the 
Transaction Summary by Merchant 
report.  Total transactions for each 
merchant are listed along with the number 
of debits and credits summarized for each 
merchant.  The Transaction Summary by 
Merchant summarizes the Number of Credit 
Transactions and Amount, the Number 
of Debit Transactions and Amount, Total 
Number of Transactions, Total Amount
per Merchant.
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b:: travel and expense reporting
PaymentNet offers a full array of reports that help Program Administrators reconcile and track travel and 
expense spending. PaymentNet also allows Program Administrators to highlight certain merchants and define 
whether that merchant is airline, car, lodging, mass transportation, transportation, restaurant, cash, or other 
type of expenditure.  Some of the reports in this section use these criteria to provide detail on dollars spent 
(where and with whom).  Other reports use Merchant Category Codes (MCC) to provide detailed information.  
The reports provided in this section include:

> air travel activity
> air travel summary by hierarchy
> air travel summary for CTA
> airline ticket credit summary
> cash advance detail by hierarchy

> purchase detail summary
> t & e expense activity
> t & e expense activity by cardholder
> t & e transaction activity report
> t & e transactions by industry/vendor

A Program Administrators understanding and familiarity of these reports will assist in reconciliation and 
decision making about their travel and entertainment programs.
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The Air Travel Activity report can be 
used to analyze 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 grand 
totals for the entire report. The report 
lists: Hierarchy, Account Name, Account 
Number, Traveler Name, Depart Date, 
Transaction Date, Legs of Travel, Ticket 
Number, and Transaction Amount.

air travel activity 
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The Air Travel Summary by Hierarchy 
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 grand totals for the entire report. The 
report lists: Hierarchy, Account Number, 
Account Name, and Dollar Amount. 

air travel summary by 
hierarchy

The Air Travel Summary for CTA report 
can be used to analyze the charges to 
Central Travel Accounts (CTA). Sub-
totals are provided for each Central 
Travel Account, as well as grand 
totals for the entire report. The report 
lists: Central Travel Account Number, 
Transaction Date, Merchant Name, 
Ticket Number, Passenger, Travel Date, 
Transaction Amount. 

air travel summary 
for cta
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The Airline Ticket Credit Summary report 
can be used to monitor airline credits. 
The report lists: Ticket Number, Depart 
Date, Passenger, Carrier, Transaction 
Date, Post Date, Travel Agency and 
Credit Amount. 

airline ticket credit 
summary

The Cash Advance Detail by Hierarchy 
report is used to analyze only cash 
advance charges from the cardholders. It 
groups the transactions by Hierarchy ID 
and then by cardholder. The report shows 
the transaction date, post date, merchant 
name, merchant city, merchant state, 
Merchant Category Code, debit amount, 
credit amount and merchant sales tax.

cash advance detail 
by hierarchy
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The Purchase Detail Summary can be 
used to evaluate fuel purchases. The 
report lists: Account Name, Transaction 
Date, Merchant Name, Merchant 
Location, Purchase Amount, Purchase 
Time, Quantity, Grade, Price, and Tax.

purchase detail summary
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The T&E Expense Activity report can be 
used to monitor travel type purchases at 
the account level. Subtotals are provided 
for each account for the following 
travel types of purchases: Airlines, 
Lodging, Car, Mass Transportation, 
Transportation, Restaurant, Cash, and 
Other.

The report lists: Cardholder Name, 
Account Number, Transaction Date, 
Merchant Name, Number of Debit 
Transactions and Dollar Amount, 
Number of Credit Transactions and 
Dollar Amount.The type of transaction is read from the 

Merchant Category Code profile screen and is 
designated by the Program Administrator.

The average is an average 
amount per transaction, thus, 
amount $44,489.11 divided by 
count 86 = average $517.32.

t & e expense activity
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The T&E Expense Activity by 
Cardholder report can be used analyze 
at the account level, the total and 
average dollar amount spent on 
each of the following travel types of 
purchases: Airlines, Lodging, Car, 
Mass Transportation, Transportation, 
Restaurant, Cash, and Other. Subtotals 
are provided for each account, as well 
as grand totals for the entire report. 
The report lists: Account Name, Type of 
Travel Activity, Number of Transactions 
for the Activity Type, Total Dollar 
Amount, and Average Dollar Amount. 

t & e expense activity 
by cardholder
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The T&E Transaction Activity Report 
lists transactions for Airlines, Lodging, 
Car-Rental, Mass Transportation, 
Transportation, Restaurant, Cash, and 
Other, grouped by cardholder. The 
report also displays the Transaction 
Date, Merchant Name, Debit Count, 
Debit Amount, Credit Count and Credit 
Amount. 

The credit amounts allow Program Administrators 
to monitor any credits for cardholders by the total 
dollar amount total and credit count.

t & e transaction activity 
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The Transactions by Industry/Vendor 
report can be used to analyze account 
usage with each Merchant within the 
following T&E industries: Airlines, 
Lodging, Car Rental, Transportation, 
Restaurants, Cash, and Other. Subtotals 
are provided for each type of industry. 
The report lists: Industry, Merchant 
Name, Merchant City and State, Number 
of Transactions per Merchant, and Total 
Dollar Spent per Merchant.

t & e transactions by 
industry/vendor
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3:: orders reporting
Order reports are organized to provide information regarding payments,
authorizations and declines as well as monitor spending for each order account.  These
reports are good tools to use in identifying spending trends.

The report contained in this section is:
> order transaction detail
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The Order Transaction Detail report can 
be used to monitor the purchases for 
each account. (Payments are excluded 
from this report.) Subtotals are provided 
for each account, as well as Grand 
Totals for the entire report. The report 
lists: Account Number, Transaction ID, 
Merchant Name, Merchant City and 
State, Merchant Zip, Expense Type, 
Merchant Category Code, Merchant 
Category Code Description, Post Date, 
Transaction Date, Transaction Amount, 
Currency Code and Original Amount.

order transaction detail
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4:: audit reporting
Audit reports are created to provide information by displaying any changes made to credit 
card accounts or transactions using PaymentNet.  These reports can be defined using a 
date range, original value, new value, and User ID and will demonstrate all card changes 
made over the requested period of time.

The reports contained in this section include:

> account audit
> transaction audit
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The Account Audit report lists any 
changes made to a credit card using 
PaymentNet and can be queried using a 
date range. The report will demonstrate 
all card changes made over the 
requested period of time. This report 
contains credit card number, change  
date, a description of the field changed, 
original data, new data and User ID that 
made the change.

account audit
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transaction audit
The Transaction Audit report is used 
to review the audit trail for employees’ 
changes to transactions.  It includes 
the Employee’s Name, Date/Time of 
the Change, Transaction ID, the Field 
Changed, the Field’s Previous Value and 
the Field’s New Value.
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The merchant section of reporting in PaymentNet 
provides information Program Administrators can use for 
detailed spend analysis.  Section One of PaymentNet’s 
merchant reporting provides detail spend analysis for 
travel and entertainment programs.  Section Two of 
PaymentNet’s merchant reports tracks information 
by transaction detail, summary of transactions per 
merchant and ranking spend by merchants.  Section 
three of merchant reporting contains merchant profile 
reports or, in other words, any socioeconomic data, 
1099 information and other data that may be required 
to track in a purchasing program. A merchants profile can be set to display a wide 

range of information.  Many procurement programs 
need to track different types of data associated with 
different merchants. The merchant profile reports are 
a Program Administrator’s tool to keep track of the 
spend that happens with these merchants.

c:: merchant profile reports

b:: merchant information
The merchant information section gives a good 
count and dollar reconciliation for spend with 
merchants.  This information then can be used for 
decision making and price negotiations.

a:: spending analysis reports
Spending analysis reports quickly show dollar amounts 
and spend frequency of merchants used within travel 
and entertainment programs.5:: merchant reporting
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a:: spending analysis reports
PaymentNet offers seven different spending analysis reports.  These reports analyze spend from merchants 
that belong to merchant category codes that fall under travel and entertainment classes. These classes are 
distinguished by the headings of airline carriers, car rental agencies, hotel and lodging chains, restaurants, 
transportation carriers, and distinguishing lodging between different cities. 
The analysis reports available in PaymentNet are:

> airline city pairs summary by carrier-top pair
> airline spending analysis by top carrier
> car rental spending analysis by top agency
> lodging spending analysis by city
> lodging spending analysis by top chain
> restaurant spending analysis by top restaurant
>  transportation spending analysis by top carrier
>  spending analysis by tax ID

These reports are all similar, if not identical, in their structure and setup.  Therefore, if there is an analysis report 
that is not provided in this document the information class will differ but the setup and view will match what is 
provided.
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The Airline City Pairs Summary by 
Carrier/Top Pair report can be used to 
identify the most traveled routes for 
negotiations with airlines. The report 
is sorted by Carrier name followed 
by number of segments per Carrier 
(with the most frequently traveled legs 
listed first). The report lists: Carrier, 
Origination City, Destination City, and 
Number of Segments.

airline city pairs summary 
by carrier/top pair
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The Airline Spending Analysis by Top 
Carrier report identifies the Airlines used 
most frequently and can be used for 
negotiations with Airlines. The report 
is sorted by Dollar Amount (with the 
largest amount listed first). The report 
lists: Carrier, Dollar Amount, Number 
of Charge Transactions, Average 
Transaction Amount, and Grand Totals.

Travel and entertainment reporting 
with regard to merchant information 
becomes a valuable tool for managers 
and Program Administrators who use 
the reports to monitor budget targets 
or restraints.  By viewing the company’s 
spend categorized by merchants of a 
specific industry (airline, rental cars, 
restaurants, etc.) quick informed 
decisions can be made.

The amount list the total dollar amount 
that  has been charged at the merchant.

The average transaction amount 
is provided for each merchant.

The spending analysis reports classify the 
industry then list every merchant coded 
with an Merchant Category Code in that 
industry.

airline spending analysis 
by top carrier
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The Car Rental Spending Analysis by 
Top Agency report identifies Car Rental 
Agencies where the accounts are being 
used, and the amount spent, and can 
be used for rate negotiations. The 
report is sorted by Rental Agency, and 
lists largest dollar amounts first. The 
report includes Rental Agency, Total 
Transaction Dollar Amount, Number of 
Transactions, Average Transaction Dollar 
Amount, and Grand Totals.

car rental spending 
analysis by top agency
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The Lodging Spending Analysis By 
City identifies the cities and lodging 
establishments where the accounts 
are being used, and can be used for 
rate negotiations. The report lists: city, 
lodging establishment, transaction date, 
transaction amount, total amount spent 
per merchant, number of transactions 
per merchant, average transaction 
amount per merchant, and grand totals. 

lodging spending 
analysis by city

The Lodging Spending Analysis By 
Top Chain identifies the lodging 
establishments where the accounts are 
being used, and can be used for rate 
negotiations. The report is sorted in order 
of largest dollar amounts first and lists: 
lodging establishment, total amount spent 
per merchant, number of transactions per 
merchant, average transaction amount 
per merchant, and grand totals.

lodging spending 
analysis by top chain
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The Restaurant Spending Analysis 
by Top Restaurant report identifies 
Restaurants where the accounts are 
being used, and can be used for 
negotiations for events, etc. The report 
is sorted in order of largest dollar 
amounts first and lists Restaurant, Total 
Transaction Dollar Amount, Number of 
Transactions, Average Transaction Dollar 
Amount, and Grand Totals.

restaurant spending 
analysis by top restaurant

The Transportation Spending Analysis 
by Top Carrier can be used for rate 
negotiations with transportation 
providers. The report is sorted in order 
of largest dollar amount first and lists 
Carrier, Total Dollar Amount, Number 
of Transactions, Average Transaction 
Amount, and Grand Totals.

transportation spending 
analysis by top carrier
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The Spending Analysis by Tax ID 
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. The report 
lists: Merchant Classification, Merchant 
Name, Address, City, State, Zip, Tax ID, 
Merchant Category Code, Current Month 
Spend, and Year-to-date Spend.

spending analysis by 
tax id
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b:: merchant information
Merchant information reports are organized to provide information by vendor and industry (merchant name or 
Merchant Category Code). When Program Administrators need to track transactions by merchant, the transaction 
detail by merchant report and the merchant ranking report provide information by merchants in alphabetical 
order.  These reports are excellent decision making tools for managers and rate negotiation with vendors.
PaymentNet also provides three reports that detail spending by Merchant Category Codes (MCC).  These reports 
provide a detail listing by industry category. These reports are good tools to use in determining spend allocation 
among different merchant classes. 

The merchant section of reporting offers three reports that provide information about all the spending incurred 
by industry or merchant:

> merchant ranking
> summary quarterly merchant 
> summary quarterly vendor analysis
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merchant ranking
The Merchant Ranking report identifies 
the merchants where the accounts are 
being used, the dollar amount spent 
per merchant, and can be used for 
negotiations. Subtotals are provided for 
each of the following industries: Airlines, 
Car Rental, Lodging, Restaurants, and 
Transportation. The report is sorted 
by largest net dollar amount within 
each industry, and lists the following 
information: Industry, Merchant 
Name, Net Dollar Amount, Number of 
Transactions, and Average Transaction 
Dollar Amount. 

The report lists the merchant name 
and dollar amounts within that 
industry. 

A total transaction count and average 
transaction dollar amount is shown for 
each industry.

The merchant ranking report 
will display company spending 
by industry.  
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The Summary Quarterly Merchant 
report summarizes the total number 
of transactions, total dollar amounts, 
and average dollar amounts spent per 
quarter for each merchant category 
code. The report lists: Quarter, Merchant 
Category Code, Merchant Category Code 
Description, Number of Transactions, 
Total Dollar Amount, and Average Dollar 
Amount. 

summary quarterly 
merchant
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Along with industry totals PaymentNet 
can provide a more specific merchant 
detail in the Summary Quarterly Vendor 
Analysis report.  Along with industry 
dollar totals, the Summary Quarterly 
Vendor Analysis summarizes the total 
number of transactions and dollar 
amounts spent per Quarter with each 
Merchant. Subtotals are provided for 
each Merchant Category. The report 
lists: Quarter, Merchant Category Code, 
Merchant Category Code Description, 
Merchant Name and Address, Number of 
Transactions, and Dollar Amount.

summary quarterly 
vendor analysis
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c:: merchant profile reports
Procurement programs often times need to track specific information about certain merchants. The merchant 
profile reports allow program administrators to track information that they may need about particular 
merchants.  This information would include 1099 info, socioeconomic data, accounting code defaults, or any 
information that is specific to meeting a corporation’s spending goals.  The eleven reports in the merchant 
profile section of reporting include:

 
> 1099 merchant
> MCC with default account codes
> merchants with default accounting codes
> merchants profile with custom fields
> MasterCard 1099 transaction detail
> MasterCard enhanced merchant data

> MasterCard socioeconomic 
> MasterCard vendor information
> Visa 1099 transaction detail
> Visa merchant
> Visa socioeconomic 
> Visa vendor information
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The 1099 Merchant report can be used 
to analyze purchases made from 1099 
merchants. The report lists: Merchant 
Category Codes and Description, 
Merchant Name and Address, Merchant 
D.B.A. Name, Contact, Taxpayer ID, 
Count (number of transactions) and 
Dollar Amount. 

1099 merchant
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The Merchant Category Code with 
Default Account Codes report shows 
all default Merchant Category Codes 
and description. It includes individual 
Merchant Category Codes and 
shows default account codes where 
appropriate. 

MCC with default 
account codes

The Merchants with Default Account 
Codes report shows Merchant Name, 
Merchant City, Merchant State, 
Merchant Category Code, Merchant 
Default Account Codes. The report 
shows default account codes where 
appropriate.

merchants with default 
account codes
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The Merchant Profile with Custom 
Fields report displays all merchants 
by Name, City, Street, ZIP, Merchant 
Category Code, Minority Code, 
Incorporated Status, Tax Payer ID, 
1099 Indicator along with their 
classification labels, types, and 
values.  These labels and types are 
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 profile with 
custom fields
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Use the MasterCard 1099 Transaction 
Detail report to review transactions at 
merchants to understand whether or not 
to include each specific transaction in 
the total spent for 1099 MISC reporting. 
Most clients will not need this level of 
detail except when there are questions 
as to whether all transactions at a 
specific merchant need to be included 
for 1099 reporting purposes. To keep 
the information reported from getting 
to large only review merchants that 
may have both merchandise and service 
transactions.

MasterCard 1099 
Transaction Detail
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The MasterCard Enhanced Merchant 
Data report is used to support 1099 
and socioeconomic reporting needs.  
It includes the most current merchant 
information provided by MasterCard. 
Contents of this report are best viewed 
in Microsoft Excel format.

MasterCard enhanced 
merchant data

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

MasterCard socio- 
economic
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The MasterCard Vendor Information 
report is used to support 1099-MISC 
and socioeconomic (Form 1057) 
reporting needs. It includes the 
most current merchant information 
provided by MasterCard. The report 
should be created in Excel format 
as it will not fit on a standard size 
page. The report includes merchant 
name and address information, MCC, 
Taxpayer Identification Number (TIN), 
incorporation status, socio-economic 
status indicators, PaymentNet Preferred 
Vendor indicators, and both PaymentNet 
1099 indicator and the MasterCard 
1099able using MCC procedure indicator. 
Contents of the report are best viewed 
in Microsoft Excel format.

MasterCard vendor 
information



PaymentNet

merchant

PAGE 64

®

Copyright © 2006 JPMorgan Chase & Co.  All rights reserved.   Reporting “How to...”  Help Guide

Use the Visa 1099 Transaction Detail 
report to review transactions at 
merchants to understand whether or not 
to include each specific transaction in 
the total spent for 1099 MISC reporting. 
Most clients will not need this level of 
detail except when there are questions 
as to whether all transactions at a 
specific merchant need to be included 
for 1099 reporting purposes. To keep 
the information reported from getting 
to large only review merchants that 
may have both merchandise and service 
transactions.

Visa 1099 transaction 
detail
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The Visa Merchant Report is used 
to support 1099 and socioeconomic 
reporting needs. It includes the most 
current merchant information provided 
by Visa.  Contents of this report are 
best viewed in Microsoft Excel format.

Visa merchant



PaymentNet

merchant

PAGE 66

®

Copyright © 2006 JPMorgan Chase & Co.  All rights reserved.   Reporting “How to...”  Help Guide

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

Visa socioeconomic
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Visa vendor
The Visa Vendor report is used to 
support 1099-MISC and socio-economic 
(Form 1057) reporting needs. It includes 
the most current merchant information 
provided by Visa. The report should be 
created in Excel format as it will not fit 
on a standard size page.
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The Administration section of reporting is an all-purpose section 
with the common thread of giving Program Administrators more 
tools to help them better run their procurement programs.  The 
Administration section contains two reports:

> hierarchy list by level
> unusual activity analysis

6:: administration reports
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hierarchy list by level
The Hierarchy List by Level 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. The report displays the 
Hierarchy Level, ID and description.
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unusual activity analysis
The Unusual Activity Analysis 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 Grand Totals for the entire 
report. The report lists: Merchant 
Category Code, Merchant Category 
Code Description, Account Name, 
Merchant Name, Transaction Date, and 
Transaction Amount. 
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