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Background Info

 WIU’s Procurement Card (P-Card) program 
was implemented in 2004

 JP Morgan Chase has been the card 
provider since implementation

 WIU P-Cards are MasterCard 



What’s New? 

 Chip Cards 





Receipt Imaging

 Allows cardholders to manage receipts 
electronically and provide quick reference 
point for approvers and auditors

 Ways to attach receipts:
 Upload scanned receipt (jpg, gif, pdf)
 Fax receipt with PaymentNet generated 

cover sheet

 Images available in PaymentNet within a few 
hours 
 Paperclip icon will appear on transaction list 

in PaymentNet once available



Receipt Imaging (cont.)

 Only P-Card Administrators can delete 
receipts

 NEW REQUIREMENT:
 Receipts must be attached in PaymentNet 

for charges with a transaction date of 
10/1/17 and newer, or they will not be 
audited



Receipt Imaging (cont.)

 Sample fax sheet:



Receipt Imaging (cont.)

 What should be attached?
 Itemized receipt 
 VP Approval (if required)
 Other Approvals as applicable
 Any additional backup paperwork
 Signed Affidavit for Lost Receipts form (if 

applicable)



Receipt Imaging (cont.)

 Helpful Hints/Tips:
 Small receipts can be taped to a sheet 

of paper.
 Avoid taping over any print as it 

makes the print disappear over time.  
 Avoid highlighting as it doesn’t scan 

well.
 A lettering system works well to 

match up receipts to the statement.  
 See section 21 of the user manual for 

components of a “good” receipt.



Statement Download

 Beginning November 2017, paper statements will no 
longer be mailed to cardholders

 All statements must be downloaded by the cardholder 
in PaymentNet and printed
 On the PaymentNet menu bar, click Statements.
 To view the statement for a billing cycle other 

than the current cycle, select a date from the 
Billing Date drop-down list.

 To download a copy of the statement, click View 
Statement.  Then click Download Statement to 
open the statement in your Adobe PDF viewer, 
from which you can save or print it.







P-Card Statements & Receipts

 Cardholders are responsible for maintaining itemized 
receipts and any supporting documentation (VP 
approvals, etc.) for every transaction, attaching to 
PaymentNet via receipt imaging, attaching to the 
monthly downloaded statement, and sending to Business 
Services for scanning into laserfiche

 Use bright blue inter-department envelope
 Do NOT submit statement/receipts until ALL 

receipts and back-up documentation are attached
 Statements received after the next billing cycle 

are considered late and will be audited 100%



Transaction Review - General

 Transaction notes need to include enough detailed 
information to answer the 5 W’s (who, what, when, 
why, and where).  

 Equipment purchases to include unit cost

 If VP approval is required (currently transactions 
$200 and above or for policy-related approvals), add 
to the transaction notes when approval was received

 Back-up documentation of VP approval is 
required in receipt imaging and with the 
monthly statement and receipts



Transaction Review - Travel

 The following information is necessary in the 
Transaction Custom Fields for any transaction that 
has a travel subcode (3940, 3945, 3950, 3955 and 
4825), which will also include registrations:
 Traveler’s Last Name
 Traveler’s First Name
 Destination (City, State)
 Travel Begin Date and Travel End Date 

(MMDDYYYY)
 Transaction Notes must state the purpose of 

travel
 If the transaction is for multiple travelers the 

transaction will need to be split
 Fields (except Transaction Notes) should be left 

blank if not for travel 



Transaction Approvals

 Approver is typically a supervisor
 Cardholder can not approve their own
 Approver can’t be a direct report

 Approver verifies all of the selected 
transaction details and checks the Approval 
box before saving

 Approver has access to change any 
information as necessary (Ex: account 
number)



Transaction Approvals (cont.)

 Approver can reject a transaction 
 Select reason for rejecting
 Additional information can be added





User Manual References



Questions?


