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1) Open your Internet Browser. 
2) Enter the following in your 

address bar: 
www.paymentnet.com 

3) Enter the following on the 
PaymentNet Login Screen: 
 Organization ID: US###### 
 User ID: <Enter ID> 
 Pass Phrase: < Pass Phrase> 

4) Click . 
5) On the left-hand side toolbar of 

the Welcome Screen, select 
Cardholder Online 
Maintenance. 

1) Enter cardholder account in the 
Card box OR 

2) Select Cardholder Search from 
the Menu drop-down list; enter 
the first few letters of the 
cardholder’s last name and click 

. Select the correct 
account from the drop-down box. 

3) The screen will automatically 
refresh to the Change Name / 
Issue New Card screen. 

 
You need to first pull up any existing 

account—a Template Card—this will pre-
populate all settings, including Merchant 



 

 

Monthly Credit/Cash Advance 
Limit— 
1) Follow instructions of “Looking 

Up Names/Cards.” 
2) Select Monthly Credit/Cash Limit 

Change from the Menu drop-
down list. 

3) Enter new limit for either 
category. 

4) If a Reset Credit Limit date is 
entered, the new limit entered will 
revert back to the previously 
saved limit on that date. 

Individual Liability accounts can only 
have a one-time 10% increase. 

5) Click . 
Single Transaction or Daily 
Spending Limit— 
1) Follow instructions of “Looking 

Up Names/Cards.” 
2) Select Single/Daily Trans Limit 

Change from the Menu drop-
down list. 

3) Modify the Single Transaction or 
Daily Spending limit. 

4) If dates are entered, the new limits 
will revert back to the saved limits 
on that date. 

5) Click . 

 
1) Follow instructions of “Looking Up 

Names/Cards.” 
2) Select Close/Suspend Account 

from the Menu drop-down list. 
3) Choose a reason for account 

closure. 
4) Click . 

 
1) Follow instructions of “Looking Up 

Names/Cards.” 
2) Select Lost/Stolen from the menu. 
3) Click . 

Card will be immediately deactivated! We 
recommend contacting your Account 

Manager so they can watch further account 
activity. 

 
1) Select Reports from the menu. 
2) Choose a report: 
� Change History Report 
� Reset Schedule Audit Report 
� Declines Report 
3) Enter a date range. 
4) Select appropriate criteria in the 

Look For drop-down box. 
5) Click . 

 
If you have additional questions, 
please contact your Account Manager. 
Additional documentation on 
PaymentNet™ Cardholder Online 
Maintenance is available directly from 
your Account Manager.  

 

 


