Statement of Account Portrait = 121
Go to reports/create










From the drop down menu select: Transaction










[bookmark: _GoBack]Locate the report Statement of Accounts Portrait and click on it.










1. Name your report/select report format
2. Select your date range/from drop down menu select “cycle Is”/choose billing cycle needed
3. Heirarchy: click on + icon and select your agency by clicking on the + sign next to ST of CT. Note if you remember the ID  for your agency you can just key it in.
4. Click on process report.








Available downloads screen will come up showing the status of the report just run.
Once report status is successful  run the report by clicking on report.








At bottom of screen you have the option to either open or save report.










Sample of the report.
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Available Downloads

Dounlosd Adobe® Resder®
Reports and exports (screen view downloads) vill automstically be removed from the list after 7 days. All mappers vill remain on the list for 365 days. To manually delate 2 file, chack the box and click the Delete button.

uome T — e —

] tstornart of Accourt Porait.oaf Report - 09/17/2013 02: e

[F] Central Bill Reconciliation Summarv.odf Report - - 0/17/2013 10; Successful

[ Cantral Bill Reconcilistion Summarv.odf Report | — - 09/17/2013 08: [E——

[F] Central 8ill Reconciliation.pdf Report - 0/17/2013 03 Successful

[F] MasterCard Enhanced Merchant Dat Report - 09/13/2013 02: [E——

[F] MasterCard Socio-Economic.odf Report - 0/13/2013 02; Successful

[l MasterCard Enhanced Merchant Data.odf Report  — - 09/13/2013 02: [E——

[F] Transaction Detail.odf Report - 05/11/2013 01 Successful

[l Statement of Account Portrait.odf Report - 09/11/2013 01 [E——

[F] Transaction Detail.odf Report - 05/11/2013 01 Successful
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Do you want to open or save 20130917143518906-511284002-Statement_of Account_Portrait.pdf (64.1 KB) from www.paymentnetjpmorgan.com? x =
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Statement of Account - PORTRAIT
CTTREAS

Date/Time Printed: 09/17/2013 02:35:47 M

Selection Criteria: Post Date Is Between '07/11/2013' AND '08/10/2013' AND Transaction Type <> ‘Payment’

For Transactions posted between 07/11/2013 to 08/10/2013
KURPIEWSKI, CHRISTINE E Account Number

1202-0SC BUSINESS SERVICES Default COA Name :

SSELMST Default COA Value :
HARTFORD, CT 061061746

R LT

Transaction ID Transaction  PostDate  Merchant Merchant  Merchant  MCC Original ~ Exchange

Date Name city State/ Amount
Province

1084338028001 07222013 07242013 SUBURBAN  SUSAN@S ~ CT $165.13
STATIONER ~ UBURBA
s.1

Rate

$165.13

Purchase Addendum Data

Quantity  Description’

Unit Extension
Price

600 LEAD. SHB.12T
B

100 NOTEPOSTIT.S
UPER 3X3.YEL2
4
STAPLER FULLS
TRIP BK BK
ERASERCLICS
TICK AST.3PK
‘TAPE, 3/4X1000,
18 PACK
STAPLER STND
UP.SFTGRP.BK
MARKER PERM,
SHARPIE FN.BK
MARKER PERM,
SHARPIE FN,

0.00 38014

0.00 65424SSCP

65648
ZE21BP3K6
S$10K18CP
73070
30001
30002
‘Action Center

- 250PM
= b}

9/17/2013
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Report List
A ~ T
Tl =
Description.
My Saved Reports. Tvpe
Custom Thiz raport can be uzed o analyes purchases mads from 1055 marchants, Tha report s NCC, HEC
1055 erchd sdministration Merchant  Description, Marchant Name, Marchant City, Marchant State/Province, Marchant ZIP/Postal, Merchant DBA Name,
rccounte Tax Payer D, Total Number of Transactions and Total Transaction Amount.
Transacion The report can be used to monitor dalinquancies as it identifies accounts that are 30 and 60 days past due. The
0andsogMerchant | Accounts  report lsts: Account Numbr, Cardholder Name, Status, 30 Days Past Due Amount, 60 Days Past Dus Amotint,
Hiumber of Days Past Dus, Last Transaction Date and Current Balance.
This raport can be used to track all account limit information, including but not imited to: Account fiame, Account
~ACCOUNT LIMIT - us ExceL Accounts  Status, Open Date, various account limits (e.g., credit, cash advances, monthly, etc.) and MCCG speciic amount
limits. This report vill be sorted by default in an ascending order by Account Numbar. OPTIMIZED FOR WS EXCEL. =
This report provides ail card changss mada over = sslsctad dats rangs. This raport lists: Aczount Number,
— Accounts  Change Date, Change Time, Field Name, Previous Value, New Value and Modified By.
This report provides ail card changss made over = sslscted dats range. This raport lists: Aczount Number,
Change Date, Change Time, Fisld Name, Pravious Value, New Valus and Modified By. This rapot wil be sorted
Account Audit - S EXCEL Accounts by default in an ascending order by Account Number and Field Name and descending order by Change Date and
‘Change Time. OPTIMIZED FOR MS EXCEL.
This report can be used to monitor past dus accounts per cardhaldar. Subtotals are provided for sach hisrarchy
P unte 12vel, 25 vell 25 grand totals for the sntire report. The raport lsts: Hierarchy, Accoun Number, Account flame,

Employee ID, Past Due Amounts in each of the folloving categories: 1-30 Day, 31-60 Day, 61-90 Day, 91-120
Day, 121-150 Day, 151-180 Day, Charge-off Amount, and Current Balance.

The report identifies accounts that are suspandad or cancelled. The report lists: Hierarchy, Cardholdar Name,
Account Suspenzion/Cancsllation ACCOUNS  Account Numbar, Status, Account Status Reason and Currant Balance.

This raport shovs the account, employes and rals hisrarchiss for all amployses - both cardholdars and non-
cardholdars. The report lists: User D, Last Name, First Nama, Employee Hierarchy, Account Numbar, Account
Hierarchy, Account Status, Role Hierarchy, and Scope. Please note that If the report is run using Hierarchy ID as a
criterion, that criterion will apply to the employee and not the accounts that belong to the amployee.

This report shovs the account, employee and role hierarchiss for all employees - both cardholdars and non-
cardholders. The report lists: User 1D, Last flame, First Name, Employaa Hierarchy,Role, Hierarchy - Role, Scope,
Account snd Emploves Hisrarchy - MS EXCEL Accounts  Account Numbar, Account Hisrarchy and Account Status. This repart vill be sarted by dafault in an ascanding ordar
by User ID and Account Number. Plaase note: f the report is run using Hisrarchy ID as 3 criterion, that critarion
will 3pply to the amployes and not the sccounts that belong to the smaloyes. OPTIMIZED FOR MS EXCEL.

This report can be used to help monitor cardholders who have a low available cradit and dstermine if their credit

Account snd Emploves Hisrarchy Accounts.

ccounts uith Low Available Cradit Accounts  lines are sufficient. The reportlists: Cardholder Name, Actaunt Number, Current Balance, Date Effactive,
Available Credtt, Credit Limit and Cash Advance Limit.
This report vl be used to snalyze the dollars spent on air travel for each account vithin each hierarchy level. -
« i ] v
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Name ~ Tvpe Description Schedule -

This raport can be used to review transactions that occurred outside of the United States. The currancy and exchangs
rate information i= 3lso displayed for the transaction. Subtotals ars provided for sach sccount number 2= vell 22 5
arand total for the antire report. The report lists: Cardnolder Name, Account lumber, Transaction Date, Post Dats,
NCC, Merchant iame, Transaction Amount, Foreign Amount, Exchange Rate and Currency Description.

This report can be used to evaluate fuel purchasas. The report ists: Account Nlame, Transaction Date, Transaction
Eusl Purchaze Detsil Summary Transaction Time, Post Date, Merchant lame, Merchant City, Merchant State/Province, Transaction Amount, Quantity, Description,

Price, Tax, Odomatar Reading, Fiest 1D=, Purchase Day and Fusl Service Type.

This report can be used to evaluate fuel purchases. The report ists: Account Nlame, Transaction Date, Transaction
Time, Post Date, Merchant lame, Marchant City, Merchant State/Province, Transaction Amount, Quantity, Description,

Eorsian Currsney Transaction

Euel Purchaze Detall Summany - MSEXCEL  Transaction pyicg, Tay, Odometer Reading, Fleet 1D%, Purchase Day and Fuel Service Type. This report will not be sorted by &
dfault ordar. OPTIMIZED FOR MS EXCEL.
This report can be used to analyze information from temporary services. Total transactions are provided for sach
upervizor 2 well 52 2 grand total for tha entire raport. Tha report lists: Transaction ID, Transaction Date, Past Dats,
ool 11t Temporary Servies ransaction Merchant liame, Marchant City, Merchant State/Province and Transaction Amount. It also includes Source ID, Job
—— Description, Temporary Employes Name and Social Sacurity Number, Requestor, Job Code and Supervisor Name.
Finally, time shast information is displayed on the report such as Start Date, Week Ending, Hours, Overtime, Rate,
Subtotal, Message 1D, and Customer Cade. Contents of this rapart are bast viewed in PDF format.
The Receipt Imaging Velume Report summarizes the total number of raceipt image files sttached to transactions in
Receiot Imsging Volume. ransaction YoUr organization. It is arouped by hierarchy. The report lists: Total Number of Transactions vith Uploaded Recaipts.

‘2nd Total Number of Transactions vith Faxad Raceipts. The report also gives 3 sub-total of lumber of Transactions.
“ith raceipts by hisrarchy and 2 Grand Total Number of Transactions vith raceipts for the Org.
This report provides 2 listing of the pravious cycle transaction information and vhen available; Accounting Code
Allocations, Transaction llotas, Custom Fields and Transaction Addandum Datail. The report lists: Account Name,
‘Account Nlumber, Account Address, Custom Field Name/Values, Transaction 1D, Transaction Date, Post Dats, Merchant
Statement of Account Landscape Transaction Name, Merchant City, Merchant State/Province, MCC, Original Amount, Sales Tax, and Transaction Amount. The
report includas signsture lines st the bottom of the statemant for the cardholder and supervisar, o azsist in the
review and reconcliation process. This statemant iz not an official bank biling statamant and cannot be usad for
remittance. File prints in landscape orientation.
This report provides  listing of the pravious cycle transaction information and WHEN available; Accounting Code
Allocations, Transaction llotas, Custom Fields and Transaction Addandum Datail. The raport lists: Account Name,
‘Account Nlumber, Account Address, Custom Field Name/Valuss, Transaction 1D, Transaction Date, Post Dats, Merchant
it B RSB B Transaction Name, Merchant City, Merchant State/Province, MCC, Original Amount, Sales Tax, and Transaction Amount. The
report includes signsture lines st the bottom of the statemant for the cardholder and supervisar, o assist in the
review and reconclistion process. This Statemant iz not an official bank biling statamant and cannot be used for
remittance. File prints in portrat orientation.
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“Name  Statement of Account Portrat Report Format Adobe POF ~
Compress Output? []
[DateRange
wm 2 Operation Value
Siing Cycle -
1 * PostDate v Cycle Is - 19 Cvel
07/11/13 08/10/13 3ul - 2013 -
=
Field Operation @ value
1 Transaction Type - Is Not Equal To ¥ Payment : @] [+
= 1
+ erarchyID Offoeofhe Compucier
[OrderBy
Field Order Sequence
1 Cardholder Name/Account Concatenation ¥ Ascending ¥ @]+
2 Account Number - Ascending ¥ @]+
3 Transaction Date - Ascending ¥ @]+
4 Transaction 1D - Ascending ¥ @]+
Schedule to Run Automatically ]
= Reauired Fislds
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Available Downloads

Dounlosd Adobe® Resder®
Reports and exports (screen view downloads) vill automstically be removed from the list after 7 days. All mappers vill remain on the list for 365 days. To manually delate 2 file, chack the box and click the Delete button.
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] Statement of Account Portrait Report - 09/17/2013 02:35:15 PM_ Submitted
[F] Central Bill Reconciliation Summarv.odf Report - - 05/17/2013 10:20:35 AM  Succassful
[ Cantral Bill Reconcilistion Summarv.odf Report | — - 09/17/2013 03:27:07 AM  Successful
[F] Central 8ill Reconciliation.pdf Report - 05/17/2013 09:01:53 AM  Succassful
[ MasterCard Enhanced Merchant Dataxls Report | — - 09/13/2013 02:17:21 PM _ Successful
[F] MasterCard Socio-Economic.odf Report - 05/13/2013 02:15:35 PM_ Succassful
[l MasterCard Enhanced Merchant Data.odf Report  — - 09/13/2013 02:14:27 PM_ Successful
(@) et e Report - 09/11/2013 01:2:00 PM _ Successful
[F] Statement of Account Portrait.od Report - 09/11/2013 01:27:25 PM _ Successful
[E] Transaction Detail.odf Report - 09/11/2013 01:22:26 PM _ Successful
. .
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