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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 
Electronic Statement & 
Payment. 

1) After Logging In, your most 
recent statement will appear. If 
you have more than one account 
number, use the Account 
Number drop-down box to view 
other statements. 

2) To view historical statements, 
select a date from the Billing 
Date drop-down box. 

 
 

 
1) Click  or 

. 
2) Once the statement is ready, click 

the  button in the upper right-
hand corner of your screen. 

3) To save the PDF file, click . 
4) To print the PDF file, click . 

 
1) Click .  
2) Once the Export File is ready, click 

the  button in the upper right-
hand corner of your screen. 

3) Follow the prompts to save the 
password-protected WinZip file. 

4) The password is your User ID 
(uppercase) and the last four digits 
of the exported statement’s 
account number. 

 
If you have additional questions, 
please contact your Program 
Administrator. Additional 
documentation on PaymentNet™ 
Electronic Statement & Payment is 
available from the Documents drop-
down menu on the PaymentNet 
Welcome Screen. 

 


