
JPMorgan PaymentNet Credit Card 
Transactions Portal 

Updated 11/21/23 

The website to manage your transactions is www.paymentnet.jpmorgan.com 

The mobile website to manage your transactions is https://m.jpmorgan.com/card 

 

I. Procedures, Monthly Cycle and Payment Due 
a. Must follow credit card policy 
b. Must follow purchasing policy 
c. PO’s must be under JPMorgan Chase vendor (#2375) and should be fully approved prior 

to completing a credit card transaction 
d. Should not be paying sales tax 
e. Preference continues to be to receive vendor invoices and pay with check or ACH 
f. Using the credit card should be a last resort or when it is the only option 
g. Each Dept Head may elect to have an employee assist them in managing the portal, but 

it still requires review and approval from the Dept Head 
h. Receipts, GL Codes, Notes, and Approvals must all be completed within 7 business days 

of the transaction date 
i. Avoid charging equipment items that are considered a capital asset ($5k and up) 
j. The credit cards are on a calendar month cycle 
k. The due date for the prior month statement is the 25th of the next month 
l. To avoid the possibility of a late payment because we issue payments only on 

Wednesdays, our goal is to issue payment on the 2nd Wednesday of each month 
m. Scanned in receipt does not need physical signature approval; the DH is approving the 

transaction by checking the “Review” box in the system and moving it to Accounting 
n. After a Dept Head completes the appropriate steps it moves to Accounts Payable and 

then to the Treasurer  

http://www.paymentnet.jpmorgan.com/
https://m.jpmorgan.com/card


II. My Profile Settings 
a. You may receive notifications when there are transactions that are waiting for you to 

complete a process. You can control your email notifications by clicking on the “My 
Profile” link in the upper right of the home page.  There are multiple options for you to 
receive notifications or none at all. 

 

b. You may want to customize your Screen View of your Transaction List; some are 
required fields.  I put Approval Status and Receipt Uploaded first in my view. 

 

 



III. Home Page 
a. After logging in you should see a screen similar to this. In the upper left it will show 

items that are awaiting your action.  Click that link to take you to the Transactions. 
b. You may also get to the Transaction List by clicking on the Transaction dropdown menu 

and then click on either Manage or Approve. 
c. Also, please pay attention to the Messages section.  This is where they will announce 

times that the site will be down for maintenance. 

 

 

 

 

 

 

 

 

 

 

 

 



IV. Transaction List 
a. The Transaction List shows all of your charges that are waiting for something from you. 

It will look similar to this, but will only be for your specific card. 
b. You can check the box next to a transaction, then click the button at the bottom that 

says Upload Receipts.  Or, you can click on the transaction line, then the Receipts tab, 
and then click Attach Receipt. 

 

c. If you notice a dollar sign ($), a building icon, or other icons they can be ignored. There 
are certain Merchant Categories that when used it automatically generates an 
Addendum document and these icons. 

d. Approval Status column 
i. New – New transaction with either partial or no actions taken yet 

ii. Reviewed – Cardholder/Dept Head has reviewed transaction 
iii. InProcess – Accounts Payable has reviewed transaction 
iv. Approved – Treasurer has approved transaction for payment 

 



V. Uploading Receipts 
a. This is where you will point to wherever you saved the image of the receipt at. You will 

be required to name the receipt. We suggest using the name of the vendor. The other 
fields are not required.  

b. Transactions that have a receipt uploaded will have a paperclip icon in the transaction 
list. We have seen some delays in how quickly this icon shows up after uploading.  

c. Every transaction must have a receipt uploaded. 

 

 



VI. General Information 
a. After uploading the receipt, click on the General Information tab within the transaction.  

This is where you will fill in the rest of the required information.   
b. Select the Fund/Activity 
c. Select the GL Account (filtered based on Fund/Activity selection) 

i. If you have multiple GL’s to charge see next page 
d. Check the box for Receipt Uploaded (because you uploaded it in an earlier step) 
e. Enter a description of the transaction in the Transaction Notes; this would be the same 

as what you would have manually written on a paper receipt describing what was 
purchased 

i. When we import into New World Accounts Payable to pay the monthly 
statement, the Merchant name and the Transaction Notes will be what shows 
up as the invoice item description.  New World limits that combined field to 64 
characters, keep that in mind when entering your Transaction Notes. 

f. Cardholder/Dept Head ONLY - Check the box at the top called “Review”; this is putting 
your approval on it and moves it to the next person in the approval hierarchy 

g. Click the Save button at the top or bottom of the screen 
 

 

 

 

 

Cardholder/DH only 

Please limit Transaction Notes 
to 50 characters or less 



VII. Multiple GL Distribution 
a. If you have a transaction that should be charged to multiple GL accounts then you will 

skip the dropdown boxes described above and go to the bottom of the screen where it 
says “Split Transaction”.  Enter the number of lines you will need.  All of the other steps 
remain the same. 

 

 

b. Below is a two-line GL distribution with the detail shown by clicking Expand All. 

 

 



VIII. Dispute 
a. Cardholders have the ability to Dispute a transaction: 

i. If the transaction is not recognized (fraudulent) 
ii. If the Merchant billed the wrong amount 

b. There is a button at the top and bottom of the screen when viewing a Transaction 
c. This is another reason to review and process your transactions on a regular basis 

 

 

 

IX. Review by Accounts Payable and Treasurer 
a. A transaction could be rejected and returned to you for the following reasons: 

i. Missing a receipt 
ii. Missing GL codes 

iii. Missing transaction notes 
iv. Not checking required boxes 

b. If Accounts Payable corrects/updates the GL codes, you might be notified 

 

X. Support 
a. The Treasurer and Finance Director are program administrators 

i. We should be notified or copied when there are issues 
b. Contacts you may want: 

i. Cardholder Inquiries/Changes:   800-316-6056 
ii. Program Administrator Inquiries:  800-207-5359 

iii. Cardholder Support   800-270-7760 
iv. Technical Support:   877-967-1100 
v. Email:   ccs.cas.support@jpmchase.com 


