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Quick Reference Card Online Help

Why use PaymentNet Help? Locating Content in Help » Search: Click Search and enter keywords by which

you want to search, then click GO. You can also

search directly from the top of each screen.
There are three primary ways by which you can locate -

content in the PaymentNet online help system:

You should use PaymentNet® online help because it is:

JPMorgan

» [Easy to access. You can access and view help from o
any screen in PaymentNet. « Contents: The table of contents is the default search o i

o Complete. Online help includes simple, step-by-step option that displays when you open PaymentNet help. <o b b b e o v o e i
instructions for PaymentNet tasks. Main help topics are listed on the left side of the

e Accurate. The help system is updated regularly so the screen. Click the topic in which you are interested to By default, search results are highlighted. If you do
content can always be trusted. display help content.

not want the search results highlighted, clear the
Highlight search results option before clicking GO.

Contents Index |Seardh| Glossary

o Always available. With the exception of scheduled
maintenance outages, PaymentNet help is available
24 hours a day, seven days a week.

Accessing PaymentNet Help

You can access the PaymentNet online help system from
any screen within PaymentNet.

JPMorgan

Paymenthiet Online Help

Ball| Paymenthiet Heip » Managing Employees » Managing an £

Help systen

LRy yis

in which you are worki ide you with rel

Searching for an Employee

You can conduct a search, or query, for an employee. For =
Transaction Approver role and madify their hierarchy ==

Title

Searching for an .
About the Help System Employee search
The Help zytem iz dvided inta two min sactions: Phletd_Liser_Guide.p 2

you ing in Payantilat. About fil ks to help files
ffc instructions about tasks you can perform on that screen. In some cases, additionl ks to related help files

1. Log on to PaymentNet.
2. To access online help, do one of the following:
context-sensitive help for the screen you are on. are interested by entering a keyword or by scrolling

R iicn oo through the list of keywords.
o G e ETwm—> JPMorgan

Help Index

— Items Awaiting Your Action

Paymenther Online Help

« Select Help > Help Index to access the online
help welcome screen.

& Administration  Help

This topic explains the following:

Help For This Page
(| Helpindex

Items Awaiting Your Action

-, About the Help System
o

s The Help system is dvided into two m

Copyright © 2012 JPMorgan Chase & Co. All rights reserved. JPMorgan Chase Bank, N.A. Member FDIC.

All services are subject to applicable laws and regulations and service terms. PN4 20120612 J.P Morgan



o 5 ®
Commercial Card Clients FapmEie

Quick Reference Card

Using the Glossary Obtaining Related Files Printing a Help Topic

The glossary can help you understand terminology used in The PaymentNet online help system contains additional You can print a help topic within online help.
PaymentNet and is available from two locations in help: files and documents you can view or download directly
from within help. Related files include: 1. Click the Print Topic icon (i) located at the top of
« Glossary: Click Glossary and then select the glossary the topic you want to print.
term from the list to view the definition. e User Documentation: The following user 2. In the Print window, click Print.
s o JPMorga documentation is available in PDF format:
onrs = « Logging On Quick Reference Card Emai hng d Help TOPIC
e e v « Program Administrator Quick Reference Card
- ki , « Cardholder Quick Reference Card Each help topic within online help can be saved as a PDF
« Import File Templates: The following Microsoft® file and emailed as an attachment.
Excel® import file templates are available:
« Accounts 1. Click the Print Topic icon () located at the top of
« Chart of Accounts the topic you want to save as a PDF file.
T P « Employee 2. In the Select Printer section of the Print window,
i o « Hierarchy select a PDF distiller option (e.g., Adobe PDF,
« Merchant Category Code PDFCreator, etc.).
. . « Merchant 3. Click Print.
e Table of Con.tents: Click Contents an.d then click the « Transaction Defaults 4. Enter a name and specify a location for the PDF file.
Glossary qulc. The glossary help topic lists all terms 5. Click Save.
and definitions. To access related files: 6. Attach the saved PDF to an email message.

s  JPMorgan

Paymentlist Help > Glossary

o823 1. Click Contents.
) Shorns 2. Click Related Files.
Glossary
Char
ABA Routing Number
an Bankers Association (ABA) routing number is anine digit bank code used in the.
tifies the financial intitution on which the check was a PaymentNiet Help » Related Files
2 Eaueniiiet® Hel
e OB
Introduction
: ar tr, or srammeric st deerin el comprie, dpurinnt | ceting startes
hisions, and genral ledger account codes for a company. Accounting codes are comrised of a :
value (e.¢. 12345) and an alpha description (e.g. Marketing). They can be assigned or allocated to Confi ! S:jgz'wa Related Files
%) dossary ne. 0 new transac tions based on set Ca o including the PaymentNet User Guide, and download impo
cess. Employees

@ Exports and Imports B . B .
&5 Fex Happers This topic explains the following:

A poo of Single-Use Account numbers assigned to a specific hierarchy node within an organization. @ Queries ® User Documentation

Only one Account Pool s allowed per hierarchy node, and cansists of at least one Account Pool @ Transactions -
[ Reports

and Payments
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