Reviewer Instructions — reviewing a transaction

After logging into PaymentNet, change your role to Transaction Approver then click the blue hyperlink under Items Awaiting Your
Action
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Welcome

Items Awaiting Your Action Messages

Transactions for Approval

Reminder: Scheduled System Mai e Events - Occurring Next 2 Weeks
1. Friday, May 19th to Sunday, May 21st

Impact Area: PaymentNet Log In (5/19 at 10pm to 5/20 at 12pm CST)
Users will be unable to log into the piatform; & system maintenance message will display.

Impact Area: Virtual Card (SUA) Payables Management (5/19 at 10pm to 5721 2am CST)
Payable creation and maintenance through the SUA Payables module will be unavailable; a system maintenance page message will display.

Norning scheduled mappers and reports for Saturday and Sunday will be held and processed later each day. Additionally, moming transmitted files may be
deliverad [ater in the day than typically observed.

Impact Area: H2H File Tr ission for Imports (5/19 ai 10pm to 5/21 at 4am CST)
Inbound file import transmissions will be held during the outage and will process once the event concludes.
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Change the Filter By drop down to Waiting for my approval then click the first transaction in the list (do not check the box)
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Transaction List

Filter By [ Warting For My Approval - Last 60 Days (All Accounts) | \ Set as Default Query]

Save View Statement
O

Account Number S Cardholder FirstName <  Cardholder Last Name <
0 g s TR )72

0 of 1 Selected

Customize Columns
Transaction Amount = PostDate ¢ Transaction Date & MerchantName $ MCC & MCC Descriptien $  TransactionID
ALISON VINCENT $53.97 05/17/12023 05/17/2023 AMZN MKTP US 5942 BOOK STORES

4079425534001

Mass Update Review Approve Reject Upload Receipts FAX Receipts Export All
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Click the Receipts tab
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Transaction Detail - General Information

General Information Receipts

* Required Fields
Transaction Information
Settlement Method
Transaction Type
Cardholder Name
Account Number
Transaction Date
Post Date
MCC
Merchant

Merchant Location

Original Merchant

Parent Merchant

Customer Code

Wicro Reference

Addendum History

Commercial Card

Purchase

ALISON VINCENT

BTy L]

05/17/23

05/17/23

5942

AMZN MKTP US

AMZN.COM/BILL, WA, US

AMZN MKTP US"CG3V48IP3

AMZN MKTP US

111-8601996-86826

24692163137109516667205

Approval Status — Reviewed
Reviewed Mahan, April
Approval 1 Mahan, April

Update Approval Status (O Approve (O Reject

Approval 2 ANGEVINE, CHRISTY

Approval 3

Accounting Codes

Chart of Accounts | SVVSD COA

Location-Role™ | FIN-Admin Office - -

Clear Selection

[+]

Account Code™  10.606.00.0090.0640.000.000¢ E

\I Add as Favorite | [PDSISIE FaVoNie

Transaction Custom Fields
Receipt Attached *
Transaction Descrip * | Books for CRMS

Transaction Notes

Return to Transaction List



Click the blue hyperlink to open the receipt, review the receipt then click the General Information tab to return to the transaction detail
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Transaction Detail - Receipts Return to Transaction List

General Information  Receipts |~ Addendum  History 10f1 M 4 p M

To upload receipt image, pm your computer, select "Attach Receipt”. The acceptable file formats are PDF, JPG, GIF, TIFF or PNG, and each file cannot exceed SMB.

To fax receipts, select "P|

fax Cover Sheet” to open a document that you must print, be sure to turn off any pop-up blocker on your browser. Once printed, fax the bar-coded cover sheet with your receipts to the number
on the cover sheet. Within & few hours, your faxed documents will be attached to the transaction

[‘Prnt Fax Cover sheet | (e

[] Receipt Name File Type File Size Description Receipt Amount ReceiptCurrency ReceiptDate Upload Date Action

[0 Transaction Approver Quick Reference Card PDF 0.630MB

05/18/2023
0 of 1 Selected ﬁ

Download Selected Delete Selected

10f1 M4 P M
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You are not responsible for ensuring the receipt is sufficient, your job is just to make sure a receipt is attached and understand what was
purchased so that you can check the account code is correct. In the Transaction Detail screen, click the approve button, check the account code
(change the account if it is not correct), and then click the blue Save button. Do not click the save button until you are sure you want to
approve the transaction. You have the ability to choose to reject the transaction but that should only be done if you see the receipt is not for
that transaction.
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> Dispue

* Required Fields

Transaction Information Approval Status — Reviewed
Settlement Method Commercial Card Reviewed Mahan, April
Transaction Type Purchase Approval 1 Mahan, April
Cardholder Name ALISON VINCENT Update Approval Status (O Approve O Reject |[CIEar SElection @

Account Number 1072 Approval 2 ANGEVINE, CHRISTY

Transaction Date 05/17/23 Approval 3

Post Date 05/17/23 Accounting Codes

MCC 5942 Chart of Accounts | SVVSD COA v

Merchant AMZN MKTP US Location-Role™ | FIN-Admin Office - - E
IMerchant Location AMZN.COM/BILL, WA, US Account Code” | 10.606.00.0090.0640.000.000( w @

(A as Favortte | ([DSIEIEIEaVONS
COriginal Merchant AMZN MKTP US*CG3V48IP3 N .
Transaction Custom Fields
Parent Merchant AMZN MKTP US
Receipt Attached *

Customer Code 111-8601996-86826 Transaction Descrip *  Books for CRMS

Micro Reference 24662163137109516667205 Transaction Notes
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You can now return to the Transaction List (top right-hand corner) to review the next transaction in the list.



