
Transaction Detail Report 
 

In leu of a statement, a transaction detail report will be used for JP Morgan vouchering. 
 

1. Sign into PaymentNet. 
 

2. Hover over the Report tab at the top of your screen.

 
3. Click Report List. 

 
4. There are many reports, but there are filters. 

 
To find the Transaction Detail Report as a PDF (the preferred type of report for our 
accounting department), change Report Category to Transaction and Output Format to 
PDF. 
 

5. Click on the report named Transaction Detail. 
 

6. There are criteria that you can customize to create your report for the month. 

 



7. Click on Post Date in last 30 days. 

 
 
8. Change operation field from “is relative” to “in between.” This will allow you to set the 

dates for your transaction detail report. Unless of a holiday or weekend, all accounts are 
reconciled on the 27th of the month. This means that your reports should usually start 
on the 28th of the prior month and end on the 27th of the current month. 

 
 

9. Once you’ve selected your dates, underneath that it should say, “Transaction Type is not 
equal to “Payment.” This means that this report will only show transactions that have 
not been paid, yet. 
 

10. Then you click to add in your hierarchy ID. The hierarchy ID is usually your campus box 
number (though not always) and allows for only those in a certain hierarchy access to 
their group’s information.  
 



 
 

11. You must click on the hierarchy that pops up for it to register on the report. 
 

12. Once all your information is in, click the run button at the bottom of the page. 

 
 

13. Once you’ve hit the run button, you’ll receive a message that the report has been 
submitted. 



 
 

14. Go back to the Report tab and this time click Downloads. 
 

15. Once in Downloads, your report will be at the top of the list. Once it says Successful, 
your report will become a link you can click to get your Transaction Detail Report. 

 
 

 
 


