Credit Card Purchases:

· The list of Restricted Items for credit card purchases along with more detailed rules and information (SBMS Procedure) can be found on the Procurement and Property Management (PPM) web site: http://www.bnl.gov/ppm/, under credit card information.  

· All credit card holders must maintain their own bank statements and receipts.  These records must be kept for three (3) years.  (In accordance with the BNL SBMS section on Credit Cards, Procurement, #3 – Documenting & Reconciling Credit Card Statements, Step 8).
· Each purchase transaction will default to your pre-established default activity and project number.

· The monthly billing date is the 23rd of each month.  You may change an activity and project number for selected transactions.  Please make sure that you make these changes online before the billing date of each month.

· Below are detailed instructions to view credit card transactions, change activity and project numbers, split accounts, and dispute an item.

From your internet browser, type in URL address www.paymentnet.com.

This will bring you to the JPMorgan Chase PaymentNet screen.  You will then need to fill in the following fields:

Organization ID:  us63451
User ID:  your last name and first initial

Pass Phrase:  your first and last initials and your life #

Then click the “Login Now” button

*Note: everything is typed in lower case with no spacing.
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Then click “PaymentNet” to view your transactions made for the current month.
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From this screen you are able to change your activity and project number for a selected transaction.  Make sure that you change your activity and project number in the correct order on the screen.    After making any changes make sure you click the “Save Accounting Codes”.

**Note: Remember, if the activity & project number are typed incorrectly, the transaction will default back to your original pre-established default activity & project number.
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From your transaction screen, you may also split the activity & project number.  Double click on the transaction line that you wish to split.  Then click “Split” at the top left side of the screen.  From this screen, you may select the number of splits you want and the computer will automatically divide the amount equally between the splits.  You may also change the split by either the amount or the percentage by clicking “Edit Row”.  After making your changes, make sure you click “Save Row” and/or  “Save Split”.
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From your transaction screen, you may also dispute an item.  Double click on the Merchant Name of the item to be disputed.  From this screen click Dispute” and follow the instructions.  Then hit “Save”.  This dispute will go directly to the bank. 
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You may also view transactions from a previous month.  Click “Create Query” from your transactions screen.  From this screen there are drop menus in each column to create your query.

For example: In the first column, under the Accounting Cycle, select “post date”.  In the second column, select “is between” and in the third column & fourth column, select the beginning and end date of any month you select. (eg: 24-Jun-2002 and 23-Jul-2002.)  

Then click “Process Query”.  You will then see your transactions for that period.

**Note: You may not change activity and project numbers for previous months.  A journal voucher (JV) must be done through the Budget & Administration group in order to make these changes for previous months.
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FOR QUESTIONS REGARDING CREDIT CARD INFORMATION AND ANY INFORMATION REGARDING TRANSACTION DISPUTES, PLEASE CONTACT:

JoAnn Reed at Ext. 7009, e-mail address reed@bnl.gov
If you have any further questions, please contact Wendy Morrin at Ext. 4884, e-mail address morrin@bnl.gov
Activity #                  Project #
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