Instructions to Print Monthly P-card Statement

1. Go to Website https://govl.paymentnet.com and login with your Organization ID, User ID and Pass Phrase.

Organization ID is doe0001. User ID and Pass Phrase are unique for each cardholder. Click Go. If you’ve forgotten
your pass phrase, click on “Forgot your Pass Phrase?” to reset your password.
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2. When you login, you will see a similar screen to the one below. You will click on the “My Profile” icon, which is
the 3™ button that looks like a person.
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November 12, 11:00 AM CT- System outages are planned on Saturday, December 13 and Sunday, December 14 for online maintenance. On |
Saturday, December 13 the system will be intermitbently unavallable between the hours of 8:00 AM and 4:00 PM CT. On Sunday, December 14
the system will be intermittently unavailable between the hours of 7:00 AM and 7:00 PM CT. We apologize for any incormvenience.

3. Next, click on the Accounts tab and then click on the statement icon.
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https://gov1.paymentnet.com/

Your recent statement should appear. You can also go to past statements by clicking the drop down list by
Statement Date.

Click on Download Statement. The system will prompt you for a password. This is any password you want to
type in. It’s only temporarily used for this one time download. It has to be at least 6 characters to work. Type in
both places, Password, and Confirm Password, the click OK.
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*“Required Fields MEMO STATEMENT _ T A BTl B
*Password: l:l *Confirm Password: @ Cancel >
Account Number Account Name
Date |11/27/2014 j Credit Limit K
Net Charges Bl $3,667.50 Available Cr it &
Post Tran Reference Description City State/Prov MCC Amount
€ 11/26/2014 11/24/2014 24472684329629151880846 TDI INTERNATIONAL, INC ~ 520-7998000 AZ 5085 $125.05
0 11/24/2014 11/21/2014 24789304327222600009939 MCMASTER-CARR 630-834-9600 IL 5085 £39.99
0 11/24/2014 11/21/2014 24692164325000265709597 AMAZON MKTPLACE PMTS  AMZN.COM/BILL WA 5942 $47.45
© 11/24/2014 11/21/2014 24789304327222600009947 MCMASTER-CARR 630-834-9600 IL 5085 £134.22
0 11/24/2014 11/21/2014 24789304327222600009921 MCMASTER-CARR 630-834-9600 IL 5085 $12.02
© 11/24/2014 11/22/2014 24692164326000435915750 ULINE =SHIP SUPPLIES 800-295-3510 IL 5964 £109.24
0 11/21/2014 11/20/2014 24270744324448000174124 INSTITUTE FOR SUPPLY MG B800-8886276 AZ 8220 $500.00
0 11/21/2014 11/19/2014 24121574324347159417478 AGILENTTECHNOLOGIES 800-2279770 CA 5065 £106.40 3
€ 11/20/2014 11/18/2014 24789304323184400017922 MCMASTER-CARR 630-834-9600 IL 5085 $207.55
0 11/20/2014 11/18/2014 24789304323184400016098 MCMASTER-CARR 630-834-9600 IL 5085 $70.15
11/19/2014 11/19/2014 24692164323000914927584 OERLIKON LEYBOLD VACUU 724-325-6528 PA 5046 $231.67
0 11/17/2014 11/14/2014 24275394319399801305688 KINESIS INC 518-2895817 NY 5047 £35.21
0 11/14/2014 11/12/2014 24789304317120000204435 ACCUCUTTER 717-2412330 PA 7399 £459.81
© 11/12/2014 11/11/2014 24493984315069242804403 EDMUND OPTICS INC 800-362-1992 N] 5085 £152.45
0 11/11/2014 11/10/2014 24275394315390301185849 KINESIS INC 518-2895817 NY 5047 $34.44
€ 11/11/2014 11/10/2014 24435654315200774600022 WESCHLER INSTRUMENTS ~ 440-238-2550 OH 5065 $93.67




6. The next screen will give you your statement. Click on the link. If it doesn’t work right away, you may have to
click on the Refresh button.
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7. A pop-up window will appear, you can open the file and click OK.

8. Your statement will appear as a .pdf file. Type in your temporary password (created in step 6) to access your
statement and click OK.

9. Your statement will appear as .pdf file. Print the statement, sign and route to your approving official for
signature. The original signed copy should be routed to Accounting for further processing.

10. If you will be out of the office, or if you are an approving official who requires access to a statement, please
contact the Purchasing Office. The p-card A/OPC has the ability to access, download and print all cardholder
statements as needed.



