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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.

Report List

Page ofql««»m
Type Description Schedule

The 1093 Marchant repert can bs used to anslyze purchases mads
from 1099 Merchants, The repart lists: MGG Code and Cescription,
Marchant Name and Addrass, Merchant DBA Namma, Contact, Taxpayar
Custom 1D, Count (Nurnber of Transactions) and Dallar Amount.
Audit The 45 Day report can be used to monitor delinquencies as it
Merchant |dent\f\es accounts o 10 et 10 ] 20 da\,ls past e, The
drninistration A Accoun ts epart lists: Account Number, Account Mame, 30 Days Past Due
Amount, su Days Past Dus Amount, Number of Days Past Due, Bill
Date and Balance.

Transact\or\
Crde

Merchant

The Gard and Manager Hierarchy report shows all individuals with their
card hierarchy and their manager hierarchy. It includes individus!
names induding non-cardholders and shaws card account numbers
whers appropriste. Roles are also displayed.

Account and Employes Hierarchy Accounts

Any changes made to a credit card uzing Paymentiet can be queried
using a date range. The report vill demonstrate all card changes
Account Audit Audit msde avar the raquestad perlod of tima. This report contains cradit
card number, change date, a description of the field changed, original
data, e duka ard User I that mada the changa

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  [reportoerai st
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 e P ceport Format
desired, enter and confirm a Password to be given to the G T
downloaded report. e

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

4. If you wish to run the report on your entire organizational —
hierarchy without specifying criteria, click Process Report. B schedule 0 run automaticatly?

5. To enter a new row of Report Criteria, click [*+]. Py

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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step three - viewing 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 Transactions Orders Repors Accounts Employees Payments Administration Help
All, Export, Mapper, and Report.
2. Click on the desired report title to view the report.

Available Downloads

| Refrezh | | Delete Selected |
PaymentNet reporting allows reports to be run in Al v
three formats: Select Name Cateqory Created Status
D Hierarchy List by Level,pdf Report 11/12/2005 1:42:3228 PM Successful
MicrOSOft Excel - thls IS an Ideal format for D Transaction Detail with Page Breaks, pdf Report 11/9¢200% 10:27:51 PM Successful

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.

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



PaymentNet”

1:: accounts

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.

Copyright © 2006 JPMorgan Chase & Co. All rights reserved.

accounts

a:: cardholder/account
information reporting

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

b:: suspended &
cancelled accounts

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.

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.

Reporting “How to..."” Help Guide PAGE 1
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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 information
Cardholder Information
Company Name The Cardholder Information report

T o i L prowde_s a listing of card accounts. The
Carduolder Name Account Number [ City, Sate Postal Codte Phoue Number report lists: Account Name, Account
DISKEY. WALT 4804330874435213 SLC, UT 84107 801-300-0999 .

| e— eossoss0ss 1.7 san s 50999 Number, Address, Business Phone, and
DAVINCIL LEONAEDO 480453 0643083444 SLC, UT 84107 801-500-9999 Tota | N um ber of ACCOU nts
CHURCHILL, WINSTOMN 4504330396215000 SLC,UT 84107 000-000-0000 '
ROOSEVELT, FRANELIN 4804330778891032 SLC, UT 84107 000-000-0000
RENG, JANET 4504330234062586 SLC, UT 84107 000-000-0000
BELAFONTE, HARRY 4304530400028715 SLC, UT 84107 201-380-0200
MIGHIDNGALE, FLORELICE 4304530172046473 SLC, UT 84107 000-000-0000
REAGAN, RONALD 4804530421213170 SLC, UT 84107 B801-380-5000
ANTHONY, SUSAN 4804330730778145 SLC, UT 84107 B801-380-5000
ALCOTT, LOUISA 48043305101 82872 SLC, UT 84107 000-000-0000

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.
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Cardholder Listing by Hierarchy Cel rd hOIder I IStI ng by
Company Name h |era rChy
DaeTae rated. 1032007 55420 2 : _ _ _ =— The Cardholder Listing by Hierarchy
Hierarchy Account Name Account Number Limit Cash Limit Single Tran Limit Status .
Irmmm ARGELU TR TR T % Vel G report can be used to monitor the
EINSTEDN, ALBERT 4304330810006220 $5,000.00 50.00 ToLimit Cpen H
S RO oo o . - number and status of accounts in each
ARC, 108 4504530774139083 $5.00000 5000 NoLinit opes cost center. The report lists: Hierarchy,
CHARLES, RAY 4304530330816410 $5,000.00 50.00 MoLimit Cpen -
ALL MUHAMNMAD e $5.00000 5000 N open Account Name, Account Number, Credit
CE o s i T e Limit, Cash Limit, Single Transaction
BOCELLL ANDREA 4304530802444803 §5,000.00 $0.00 MoLimit Open. L.
DICEDNSOMN, EMILY 4304530223501278 $5,000.00 50.00 ToLimit Cpen lelt, and Status-
HEFBURN, EATHERINE 4304530216411906 $5.000.00 50.00 ToLimit Crpen
JOMES, JAMES 4304330493713602 35.000.00 50,00 oLt Cpen
CRONEITE, WALTER. 4304530285 184450 $5,000.00 50.00 ToLimit Cpen
TUBMAM, HARRIET 4304330878700720 $5.000.00 50.00 ToLimit Crpen
WOOLF, VIRGINIA 4304530T38346759 35.000.00 50.00 ToLimit Open
ANWDERSEN, HANS 4804530875037513 §5,000.00 50.00 ToLimit Cpen
PARKS FOSA 4804330753171343 $5.000.00 50.00 ToLimit Cpen
ERONTE, CHAFLOTIE 4304530789483173 $5.000.00 50.00 ToLimit Crpen
ADAMS, ABAGAIL 4204530521214813 §5,000.00 50.00 TeoLimit Cpen
CHRISTIE, AGATHA 4304330853576050 §5,000.00 50.00 MoLimit Cipen
EEEVE, CHRISTOFHEFR. 4204330312170109 $5.000.00 50.00 ToLimit Crpen
WONDEER. STEVIE 4804530940703552 35.000.00 50.00 ToLimit Open
Headquarters Total: £0 accounts
Grand Total: 50 accounts
For each hierarchy node presented, the report - The report lists the account name, account
totals the number of accounts that are located in number, credit limit, cash limit, & the current
that node. status of the card.

Hierarchy ID and description or
department the employee belongs to.
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cardholder listing with
Cardholder Listing with Addresses g
Company Name a d d resses
The Cardholder Listing with Addresses

Date/Time Printed: 10/5,2005 $:57-45 BM Orientation: Landsespa ) . i
Accoust Name Accouut prve St _zp Cote | Buinesss ExpDate report provides a list of accounts in each
E‘E:;Y}%;t;“ms 4804330874435213 3040 5 T00 E| SLC UT  s07 NA 11282999 department or diViSion Of the company
BURNS, GEORGE 4304530567470550 30405 T00F) SLC UT 8407 MA 1282809 along Wlth the Cardholder’s address
DAVINCI, LEDNARDO 4804530643083444 30405700 B SLC UT  sh07 NA 11282890 A K
CHURCHILL, WINSTON 4204530306216000 30405 T00 E| SLC UT eH7 MA 11282999 and Card eXpII‘atlon date. The report
ROOSEVELT, FRANKLIN 4804530778801032 30405700 B SLC UT  sh07 NA 11282890 : AN
RENQ, JANET 4B04530234062566 3949 S TO0 E| SLC UT 84107 NA 1/282999 IIStS' HIerarChy’ Account Name’ Account
BELAFONTE, HARRY 4804530400928715 30405 T00E| SLC UT 84107 NA 11282909 Number, AddreSS, Business Phone, and
NIGHTINGALE, FLORENCE 4804330172046473 3940 5 T00 E| SLC UT  eho7 NA 11282999 . .
REAGAN, RONALD 4804530421213170 30405700 B SLC UT  sh07 NA 11282890 Card EXplraUOn Date.
ANTHONY, SUSAN 4804330730778143 3940 5 T00 E| SLC UT  eho7 NA 112872999
ALCOTT, LOUTSA 4804530510182872 30405700 B SLC UT  sh07 NA 11282890
BELL, ALEXANDER 4804330153272980 3940 5 T00 E| SLC UT  eho7 NA 112872999
STEWART, MARTHA 4804530251644478 3040 5700 E| SLC UT  sh07 NA 11282890
WILSON, WOODROW 4804330153549692 3940 5 700 E| SLC UT  s407 NA 11282999
ASHE, ARTHUR 4804530805708276 3040 5700 B sLC UT  sh7 NA 112872990
MOZART, WOLFANG 4804330400836991 3940 5 700 E| SLC UT  s407 NA 11282999

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.
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Cardholder Status Report ca rd holder Status
Company Name
e e B 05 2005 55554 At omemsin. Ladscpe The Cardholder Status report can be
Cordolder Name Acount # Open Date Limit Single Limit aiable Limit Satus used to identify account limits and
ANGELOU, MAYA 4B02530083704656 09/19/2005 5,000.00 08 000 000 00 - -
E]NSTE.H\',.M.BERT 4802530819906222 09/19/2005 :5,000.00 xmmmm : status (l-e-, Closed, Not ACt|Vated,
S HeassiTTaResl S R et ete = Active, etc.). The report, which is sorted
ARC, JOAN 4804530774130063 08/19/2005 $5,000.90 $69.899,999,999.00 Gpe
CHaRLES, RAY sEDs530330816410 09192005 350000 $99.999.999,999.00 Ogen and sub-totaled by account status,
e s wwmes o - e lists the following: Cardholder Name,
PARKS, ROSA 445307 0971912005 $5,000.00 $09.009.999.999.00 Open Account Number, Open Date, Credit
CHABLOTTE 4B04530788483175 02/19/2005 35.000.00 599,999 000 000 00 - . . - . . .
s smacan p— s saom S o Limit, Single Transaction Limit, Available
CHRISTIE, AGATHA 4804530863576050 00/19/2005 35.000.00 $00, 000 000 000.00 Open lelt and Status
REEVE, CHEISTOPHER, 4B04530312170109 09/16/2005 $5,000.00 508,000 000 000.00 Open ! '
WONDER, STEVIE 4B04530040703552 09/19/2005 35,000.00 $99,000,099,009.00 Open
Total of Open Cards 20
Total Cardholders 50

Ca rd hOIder Status Wlth Cardholder Status Report
H C F N
hierarchy and closed date i

This report can be used to identify Date Tame Prized: 1052005 55926 BT Oriemion: Landscape
account limits and status (i.e., Closed, o LA e e e ey e o e
Not Activated, Active, etc_)_ The report DISNEY, WALT 00001 Headouaners 45045308T4435213 0192005 $5.000.00 MiA $5,000.00 Open 01010001
. . BURNS, GEORGE 00001 Headguarters 2004530567470550 081192005 $5,000.00 NiA $5,000.00 Open  0L0LW001
which is sorted and sub-totaled by DAVINCL LEONARDO 00001 Hedmarars 4804530643083444 0010/2005 55.000.00 MA $5.000.00 Open  OLOLAOODI
H P . CHURCHILL, WINSTON 00001 Headguarters 4B04530396216000 0919/2005 $5.000.00 Nia 55,000.00 Open 0101001
Account Status’ II_StS the fOHOWIng' ROOSEVELT, FRANKLIN 00001 Headcuartars 4804530778301032 081192005 $5,000.00 NiA $5,000.00 Open  010LW001
Account Name, HlerarChy, Account RENO, JANET 00001 Headguarters 4804530234062566 0911912005 §5.000.00 NiA 55.000.00 Open  0LD1N001
. .. . BELAFONTE, HARRY 00001 Headquariers 4804530400828715 0919/2005 $5,000.00 Nia $3,000.00 Open 0101001
Number, Open Date, Credlt lelt, Slngle MIGHTINGALE, FLORENCE 00001 Headquarters 4004530172046473 081192005 £5,000.00 NiA $5.000.00 Open  010LW001
Transaction L|m|t’ Availab|e L|m|t’ REAGAN, RONALD 00001 Headguarters 4804530421213170 09/19/2005 £5,000.00 NA $5,000.00 Open 010140001

Status, and Closed Date.

Copyright © 2006 JPMorgan Chase & Co. All rights reserved. Reporting “How to...” Help Guide PAGE 6



PaymentNet”

accounts

Cardholders with Default Account Codes cardholders with default
Company Name
pany account codes
Date/Time Printed: 10/25/2005 11:38:18 AM Orientation: Portrait The Cardholders with Default Account
Cardholder Name CardNumber  DailyTran  Monthly Tran Single Tran Daily Tran  Monthly Limit Card Codes report shows all Cardholder
Count Limit Count Limit Limit Limit Status
- Names, Account Numbers, and up to
‘negy . .
T eight Account Codes. This report does
AccPForRoot. Binn 4055119630085000 1 10 $38.00 $38.00 $1.000.00 Temporaril not apply to non-cardholders.
%eac‘l:ivated
Account Code Label Default Code
Segment? 533009
Segment3 1831231020
Segmentd 136140926349
account and employee Account and Employee Hierarchy
= Company Name
hierarchy
The Account and Employee Hierarchy DreTine ined 032003 dee S0 Critaios Landcage
. - . . Name Card NumberUser Id Card-Al: t Hierarchy Le Rale Status
report_shows all |nd|V|d_uaIs with their — —_— — — —
card hlerarChy and their manager BURNS, GEORGE 4B04530567470550 00001- Headquarsers Headquariess Everyone Active
hierarchy. It includes individual DAVIN, LEONARDO smsssossonsan 00001 Hondguares Hondares ey acie
names including non-cardholders and CHPRCHIL W I S Fre A
ROOSEVELT, FRANELIN 4504530778391032 00001-Headquarers Headquarters Everyone Active
shows card account numbers where - ©ensssmangasas S _ e
appropriate. Roles are also displayed. BELATONTE, HARRY 4504530400928715 00001-Headquarsers Headguarters Everyone Active
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available limit by low

available balance
The Available Limit by Low Available
Balance report can be used to help

, — accounts renewin
Accounts Renewing Within Three Months e g
Company Name within three months
The Accounts Renewing within Three
Date Time Printed: 10/25/2005 11:38:13 AM Orientation: Portrait Months report |dent|ﬁes accounts that
ount Name Account Number usiness Numhber ate . . . .
Ao Secou T 2 o = Do will expire within three months of the
1 SAND, KATHLEEN 5403394000000000 0 121282005
2 ROBINSON, KENNY 4715630001000000 0 12282005 report date, and can be used to help
3 HARRISBURG-DIVISION, ENG 5405394000330000 0 10/28/2005 monitor card renewals. Subtotals are
s DEMENO, M 3405304000200000 0 10282005 provided for each hierarchy level, as well
5 CENTRAL-DIVISION, ENG 5405394000330000 0 10/28:2005 as grand totals for the entire report. The
6 [LLINOIS-DIVISION, ENG 5405304000333333 0 10/282005 report lists: Hierarchv. Account Name
7 GREEN. DAVID 4715630001233333 0 10/28/2005 P ' y{ !
8 HARRISEURG-DIVISION, ENG 5405394000000000 0 10/28/2005 Account Number, Business Phone, and
9 CLARK DARRENR 4715634000800000 0 121282005 Expiration Date.
10 CORLETTO.ID 5405394000290000 0 10/28:2005

Available Limit by Low Available Balance

Company Name

Date/Time Printed: 10/5/2005 5:49:14 PM

Orientation: Portrait

H H Account Name Account Number Current Balance  Date Effective Credit Limit Cash Limit Available Balance
mOI.'“tOI’ (_:ardho_ldgrs who are n?ar”j]g "DISNEY, WALT 48045308 74433213 $638.52 $5.000.00 S0.00 $5.000.00
their available limit and determine if BURNS, GEORGE 4804530567470550 $1.279.04 $3.000.00 $0.00 $5.000.00
their credit lines are sufficient. The DAVINCL LEONARDO 4804530643983444 $1444.49 $3.000.00 $0.00 $5.000.00

; . CHURCHILL, WINSTON 4804530396216000 $365.73 $3.000.00 $0.00 $5.000.00
report includes: Account Name, Account ROOSEVELT, FRANKLIN 4804530778891032 $36.69 $3.000.00 $0.00 $5.000.00
Number, Current Balance, Date balance RENO, JANET 4804530234062366 $175.00 $3.000.00 $0.00 $5.000.00
was effective, Credit Limit, Cash Limit, BELAFONTE, HARRY 4804530400928715 5265421 $5.000.00 $0.00 $5.000.00

NIGHTINGALE, FLORENCE 4804530172046473 $23284 $3.000.00 $0.00 $5.000.00

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.

Copyright © 2006 JPMorgan Chase & Co. All rights reserved. Reporting “How to...” Help Guide PAGE 9



PaymentNet”

accounts

Suspension/Cancellation Report

Company Name

Date/Time Printed: 1001120035 7:36:26 AM

suspension-cancellation

The Suspension-Cancellation report
identifies accounts that have been
suspended or cancelled. The report lists:

Orientation: Portrait

Cardholder Name Account # Status Account Balance Ca rd h (0] I der N am e, ACCO unt N um ber,
WOOLE, VICTORIA 4804530000033000 Overlimit $10.804 41 Status, and Account Balance.
Grand Tortals : 1 Accounts $10,804.41

— —
Copyright JPMorganChasze 2005

suspension-cancellation
by hierarchy

The Suspension-Cancellation by Hierarchy

report provides the same information listed [ =< e e 1012003 T7I6 AN

Suspension/Cancellation Report
Company Name

Orientation: Portrait

in the Suspension/Cancellation report. The |
difference is the addition and listing of Aceount Name Aceount# Status N
information by hierarchy. 00001 Headquarters

WOOLF, VICTORIA 4804530000033000 Overlimit $10.804.41

00001 Headguarters
Grand Totals:

Accounts : 1

Accounts = 1

Copyright JPMorganChaze 2005
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C:: reporting for
individual liability
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

VvV V V V

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.

Copyright © 2006 JPMorgan Chase & Co. All rights reserved. Reporting “How to...” Help Guide PAGE 11
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45 Day Report 45 Day
Company Name The 45 Day report can be used to
monitor delinquencies as it identifies
Date Time Printed: 10/11/2005 6:42:32 AM Orientation: Portrait accounts that are between 30 and 60
Account # Cardholder Name 30 Days 60 Days Days Past Eill Date Balance days past due_ The report I|sts: Account
IOOOOO088R033000 WOOLF, VICTORIA $0.00 50.00 i) /192005 $10.804.41 Number, Account Name, 30 Days PaSt
Grand Totals: Cardholders 1 S0.00 S0.00 $10,804.41 Due Amount, 60 Days Past Due Amount’
Copyright TPAorzanChase 2008 Number of Days Past Due, Bill Date, and
Balance.
al
charge off Charge Off
Company Name
The Charge Off report can be used to Date/Time Printed: 3/6/2006 4:30:31 PM Orientation: Portrait
monitor bad debts. The report lists: Account Name Account Number Amount Date Past Due Current Balance
Account Name, Account Number, Charge PAIMER, JEFFREY 4788000000000300 $3,481.25 10/25/2001 $3.481.25 $3.481.25
Off Amount, Charge Off Date, Past Due RODRIQUEZ, JOHN 4788000000000000 $423.03 04/25/2002 $423.03 §423.05
Amount, and Balance. BRIDGE, JOSEPH 4788000000000000 $478.21 04/25/2002 $47821 $478.21
GERBER, JAMES 4788000000000000 $121.09 05/24/2002 $121.08 $121.00
HUSTON, JEFF 4788000000000000 $5.848.07 11/25/2003 $0.00 $0.00
GARCIA, JULIANN 4788000000000000 $4.010.54 12/26/2000 $4.010.54 $4.010.54
Grand Totals # of Accounts: 6 $14,362.21 58,514.14 $8.514.14
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delinquencies with

Delinquencies with Current Balance
Company Name current balance
Dot i Pisd: 10792005 11:39:35 AN el The Delinquencies with Current Balance
Account# Account Name Say  Day  GDay  SDay 10Day  lDay  I0Dm  ChweOF  Baamce report can be used to monitor past due
715634000000000 CANPBELL, LT 000 000 S000  s000  s0a0 S0.00 S0.00 S0.00 SE15.08 accounts per cardholder. Subtotals are
5405389000000 ENTERPRISE EAST s00 000 S000 500D 5000 5000 5000 50.00 §70,842.10 provided for each hierarchy |eV€|, as well
4756340000000 PARKS, TERESA 000 SO0 SBOD 00D SO0 50.00 s0.00 5000 $1,47238 d totals for the entire report. The
4755300010000 BARRETT, ROMA 3815 000 5000 5000 50.0 5000 se0 S0 sE246 as gran_ Y a_s port.
5405399000000000 ENTERPRISE BUSIVESS SERVICES 5000 000 5000 S000 500 50.00 s0.00 000 SEILSSTES report lists: HlerarChy, Account Number,
4715630001040000 SMITEL TO 50.00 $0.00 $0.00 $0.00 50.00 $0.00 50.00 $0.00 51,756.05 Account Namel Past Due Amounts in
4715634710300000 BLASER. CONNE 000 000 S000 5000 50.00 5000 s0.00 50.00 5318 : P
4715630001200000 BAGAW, TROY 000 SO0 SROD S0OD SO0 30.00 50.00 5000 111754 each of the fO”OWIng Categorles' > day’
30 day, 60 day, 90 day, 120 day, 180
day, Charge-off Amount, and Balance.

write-off Write-Off Report
The Write-Off report can be used to Company Name
monitor bad debits. The report lists:
Cardholder Name’ Account Number’ Date/Time Printed: 10/11/2005 7:38:09 AM Orientation: Portrait
Write-off Amount, Write-off Date, Past i
Due Amountl and Balance. Cardholder Name Account Number Amount Date Past Due Balance

WOOLF. VICTORIA 4804530888000000 $0.00 $0.00 $10.804.41

Grand Total: 1 Accounts $0.00 $0.00 $10,804.41

Copyright J?Hnrgan(?luse 2008
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PaymentNet®

2.t ti a:: transaction reporting
e ra nsac |On Reconciliation can be accomplished by a number

of transaction detail reports listed in this section.

The Transaction category of reports in PaymentNet offers Also, transaction dispute reports can be found
a quick and detailed reconciling tool for all procurement ann’g with central bill reports, diversion accounts
programs. Matching total spend with total outflows is a and foreign currency reports., '

daunting task for any corporation. The Transaction
category provides a means for Program Administrators .
to track and control spending for their programs. All the b:: travel and expense reporting
transaction reports are divided into two sections. The
reports that provide transaction detail reporting and travel
and expense reporting.

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

Copyright © 2006 JPMorgan Chase & Co. All rights reserved. Reporting “How to...” Help Guide PAGE 14



a.: transaction reporting

PaymentNet®

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

VvV VV V V V V V V VYV
V V.V V V V V V VYV

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

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

Central Bill Reconciliation
Company Name

DiteTime Printed: 10v252005 11:44:28 AM Orientation: Landscaps
Tran Date Fost Date Reference Number Merchant Name MCC City State Amount
— I

Billed to Account: 4000917767943758

AccPForRoot, Binu Card Account: 4000917T6T043758 Central Bill Account: 4715638000016397
020872005 0210972005 24323015030118907010039 HYATT HOTELS 3640 CHICAGO, I 00000 520.50
020872005 0210972005 T471563503 1600050232873 HYATT HOTELS 3640 CHICAGO, I 00000 520.50
Totals for AccPForRoot, Binu 1 Tranzactions $41.00
AccPForRoot, Binu Card Account: 4072940254 700400 Central Bill Account: 4715638000016397
03/0472003 03/05/20035 24602165020000867127508 HYATT HOTELS 3540 CHICAGO. IL 00000 S16.00
Totals for AccPForRoot, Binn 1 Transactions $16.00
AccPForRoot, Binu Card Account: 456134556 7764511 Central Bill Account: 4715638000016397
02062005 040720035 55457375020285488300104 HYATT HOTELS 3540 CHICAGO. IL 00000 352000
02062003 04072005 55536075029262000009202 HYATT HOTELS 3640 CHICAGO, I 00000 5100.00
Totals for AccPForRoot, Binu 1 Tranzactions 362000
AccPForRoot, Binu Card Account: 4495901261995234 Central Bill Account: 4715639000016397
03/0872003 031072005 24610435030004054191677 HYATT HOTELS 3540 CHICAGO. IL 00000 310250
030972003 031072005 154220250281 54509812069 HYATT HOTELS 3640 CHICAGO, I 00000 510250
Totals for AccPForRoot, Binn 2 Transactions 320500

Copyright © 2006 JPMorgan Chase & Co. All rights reserved.
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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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PaymentNet®

Central Bill Reconciliation Summary centra I bl I I reconci I Iatlon
Compauy Naine summary

DreHime P L2000 31T ] Oresaion: Enadicags The Central Bill Reconciliation Summary
Billed To Account Name Central Bill Account £ of Trans Total Amount
TEO00000000001S BRU DG TR T ey T o report can be used to analyze the
sz00000000000837 FRLITLOOP - 4800000000000987 Jr— 26 se754 account activity for cardholders that are
4700000000000455 ADMDY, GROUPIS - 4700000000000456 4T15639121022210 15 $214.76 H _
4809999995999912 FCV UYTAIDFTELS PC CBA 1 - 4308000009900012  4715639111111111 1 51079 attached to a (':entral bill accpur‘]t'_ Sub
4809000208200012 EIURYQOIU YTHIGAZUH - 4809900008000012 4715630111111 2 5250 totals are pr0V|ded for eaCh |nd|V|dua|
Grand Total: 2181 $433,506.62

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 Report

Company Name

Date/ Time Printed: 3/1/2006 11:10:37 AM Orientation: Portrait

Account Name Account # Amount  Date Time MCC MCC Description

77 Matches Auth Parm Expiration Criteria

WARNER. MICHELLE FEEEEE0000000000 $1,572.00 04/20/2005 12:00 5734 Computer Software Stores

WARNER. MICHELLE FAEEEE0000000090 $786.00 04/20/2005 12:00 5734 Computer Software Stores

JONES, PAUL A FEE 0000009900 $133.53  09/15/2005 12:00 5251 Hardware Stores

JONES, PAUL A FEEEEE0000000090 $133.53  09/15/2005 12:00 5251 Hardware Stores

CAMPOS, CARL M *EEEX20000000000 $26.94  05/27/2003 12:00 7399 Business Services Not
Elsewhere Classified

EROOE. CHAD FEREEE0000000000 $144.00  09/13/2005 12:00 3649 Radisson Hotels

EROOK. CHAD *+E%420000000099 $135.00  09/13/2005 12:00 3649 Radisson Hotels

BROOK. CHAD 4430000000000 $135.00  09/13/2005 12:00 3649 Radisson Hotels

BROOK. CHAD #HE£420000000000 $100.00  09/13/2005 12:00 3649 Radisson Hotels

BROOK, CHAD k440000009000 $50.00  09/13/2003 12:00 3649  Radisson Hotels

BROOK. CHAD #42++20000000000 $130.88  09/23/2005 12:00 7011 Hotels-Lodging (Not Listed
Elsewhere)

Copyright © 2006 JPMorgan Chase & Co. All rights reserved.
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PaymentNet®

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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PaymentNet®

Diversion Detail by Cardholder = = =
Y diversion detail by
Company Name d h Id
caranoidaer

DareTime Printed: 10062005 7:43:15 AM ‘Crisntation: Landscape

Tran Date Post Date Reference Number Merchant Name MCC  City, State Amount The Diversion Deta” by CardhOIder
Diversion Account: 4504530874435213 report can be used to ana|yze the
DISNEY, WALT 4304530874435213 H . _
512372005 Q18,2005 pemst]l 24T1T055143731431053434 HGLIPSCOMB INC 5251 MNASHVILLE, TH £15118 Charges to dlve_rSIon aCCOunts- SUb_
5202005 192005 penrst]  24673505143025400510621 SONESTA HOTELS 3391 3053612021, FL 8613 tOtals are prOVIded for eaCh dlverSI()n
52472005 0/19/2005 penst] 24445005154143628043067 CINTAS #447 TI6 4143290070, WI 52123 aCCOLInt, as We” as grand tOtals fOI'
Total for DISNEY, WALT 4504530874435213 3 Transzactions 3638.82 the entire report_ The report |iStS:
HEMINGWAY, ERNEST 4804520T05520967 . . .
S/2272005 019/2005 pemrst]l 24625125143450062572827 CHEVERON 00212580 5542 ORLANDO, FL 30.70 DlverSIon Account Number’ TransaCtlon
5222005 1982005 pemst] 24246515143255083281203 MATIONAL CAR RENTAL 3383 DALLAS TX $13254 Date[ POSt Date, Reference Number,
$/23/2005 0/19/2005 perst] J4675505143515400681330 WESTIN HOTELS 3313 T02-8360775, NV S108.70 Merchant Name, Merchant Category
Total for HEMINGWAY, ERNEST 4304230705552967 3 Tranzactions $250.94 Code’ Merchant Clty and State’ and

Transaction Amount.
fO I‘eig n cu I‘rency Foreign Currency
- C N

The Foreign Currency report can be used R

to review transactions that occurred on DateTume Prite: 102572005 1:45:18 AM Orieacion: Lasdscape
foreign soil as well as the currency and AccountName sud Number

R R Tran: Date Post Date MCC  Merchant Name US Amonnt Foreign Amount Exch Rate Currency Country

exchange rate information. Subtotals are R s vy R T

provided for each account, as well as grand oo ovmams an na 076

totals for the entire report. The report lists: Totalfor JENSEN, TAVLOR S Tramsactions: 1 Amount a7

. WIGHT, DAVID H 47156340009229999

Account Name, Account Number, Transaction I N - w00 o

Date, Post Date, Merchant Category Code, osaws  ousams 51354 storas s197

Merchant Name and Country’ Us Do”ar Total for WIGHT, DAVID H Tramsactions: 2 Amount: §534.86

. TREVINO, MICHAEL 4715634000000000
Amount, Foreign Amount, Exchange Rate, e ovoras s 5000 s
and Cu rrency Country. Total for TREVINO, MICHAEL Transactions: 1 Amount: $13.45
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PaymentNet®

Level IIT Temp Services Data

Company Name
Date'Time Printed: 11/162005 11:08:30 AM Orientation: Landscape
TransIT¥ Tran Date Post Date Merchant City, State Amount
DISNEY, WALT
178118 05232005 09/19/ 2008 H G LIPSCOMB INC NASHVILLE, TN $151.16
Item Count Source ID Description Temp Name Temp 55N Requestor Job Code Supervisor
Time Sheet= Start Date Week Ending. Hours Overtime Rate Overtime Rate Rate Ind Discount Sub Total Message ID Customer Code
178130 052012005 09/19/ 2008 SONESTA HOTELS 305-3612011, FL $466.13
Item Count Source ID Description Temp Name Temp 55N Requestar Job Code Supervisor
Time Sheet= Start Date Week Ending Hours Overtime Rate Owertime Rate Rate Ind Discount Sub Tetal Message ID Customer Code
178131 05/24/2005 09/19/2005 CINTAS 447 414-328-9370, WI $21.23
Item Count Source ID Description Temp Name Temp 55N Requestar Job Code Supervisor
Time Sheet Start Date Week Ending Hours Owertime Euate Orvertime Rate Rate Ind Discount Sub Total Message ID Customer Code

Copyright © 2006 JPMorgan Chase & Co. All rights reserved.
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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. 