Travel Manager Tool

Overview – This application takes standard text formatted Paymentnet reports and merges Direct Access (DA) employee data to produce excel file outputs which include information on the employee and their organizational placement.  These instructions explain how to setup and use this tool.

Step 1 – Execute the batch file below.  This file will create a new directory/folder called u:\TravelManagerTool, create blank text files to provide template names for the downloads in the latter steps, and download a copy of the Travel Manager Tool to this new directory/folder.


Step 2 – Log into Paymentnet using your Travel Manager Userid. https://gov1.paymentnet.com/.

Step 3 – The next part of the process is to standardize the account display information within paymentnet.  This is critical for the imports to work.  If the imports into the TravelManagementTool do not work, it is probably due to your profile setup being wrong.  Follow the steps in the attached guide to configure your Paymentnet profile:


Step 4 – Open the database file DA_PAYMENTNET_TM_TOOL.accdb by double clicking on the file from within the U:\TravelManagerTool folder (Note – the U: Drive is you’re my documents folder)..  

Step 5 – When the database opens, if you see the SECURITY WARNING as shown below, then click on options and select ENABLE THIS CONTENT.  You will only see this if you do not have your U: drive as a trusted location.
[image: ]

Step 6 – Click on the RUN FIRST – ACCOUNT IMPORT and then following the instructions displayed to run an account query, create an export download, and save the downloaded file to the u:\TravelManagerTool folder.  When you save the file ensure you select the file name “Accounts-Export.txt” that is located in the folder and overwrite the file.  

The attached file provides screen shot of the various Paymentnet download steps.


Step 7 – For each report, select the appropriate report button, follow the instructions for preparing the report, and ensure you save the downloaded report to the matching file name located in the u:\TravelManagerTool folder (CRITICAL – if you don’t name the file exactly as shown the tool will not work!!!):
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TravelManagerTool-Setup.bat




echo This batch file will create a new directory (i.e. folder) 

echo called U:\TravelManagerTool and create empty text files

echo for saving Paymentnet downloads with the correct file names.

echo

echo



pause



md\ u:\TravelManagerTool

cd\ u:\TravelManagerTool

echo. 2>u:\travelManagerTool\Accounts-Export.txt

echo. 2>u:\travelManagerTool\45-Day.txt

echo. 2>u:\travelManagerTool\Cash-Advance-Report.txt

echo. 2>u:\travelManagerTool\Declines.txt

echo. 2>u:\travelManagerTool\Delinquencies-with-Current-Balance.txt

echo. 2>u:\travelManagerTool\Transactions-Detail-Report.txt

echo. 2>u:\travelManagerTool\Unusual-Activity-Report.txt

echo. 2>u:\travelManagerTool\Cardholder-Profile-less-closed-lost-stolen.txt

echo. 2>U:\TravelManagerTool\Account-Cycle-Activity-with-High-Balance.txt



Copy \\HQS-FS-STE-006\users1\mtruckert\public\DA_PAYMENTNET_TM_TOOL.accdb u:\travelManagerTool\DA_PAYMENTNET_TM_TOOL.accdb



Echo

Echo Folder and files created and TravelManagerTool successfully copied.

Echo



pause



exit
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Profile Update Process.doc
Updating your Profile

When creating imports into payment net, the system requires a standard “template for import”. To aid in the process of exporting data and then importing the data back into the payment net system, we recommend that the user standardize their profile screen views to match the “Template for import” and to obtain the proper information from PaymentNet when exporting information into an external data sheet. To properly standardize the export/import data follow these steps:

Step 1:

To Begin Sign in to Payment Net and Locate your user profile tab located on the right Hand Side of the Payment Net Tool bar.
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Choose your user Profile Tab among the four other icons and double click.
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You will come to a screen labeled as your profile and should look like this
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Click on 
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While on the Screen views tab, pick Account List from the Screen to Configure


drop down list [image: image5.png]) i  screen views,
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Now your profile is ready to update. 
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Now compare the selected columns list with the list below to determine if any are missing or in the wrong order.  The Required Column List and their required order for your account list is as follows: 


User ID (Required)


Employee ID 


First Name (Required)


Middle Initial


Last Name (Required)


Suffix (Required)


Email Address


Account Number (Required)


Status (Required)


Status Reason (Required)


Birth Date (Required)


SSN/ID (Required)


Hierarchy ID (Required)


Hierarchy Description (Required)


Transaction Defaulting Accounting Code (Required)


Open Date


Credit Limit (Required)


Current Balance (Required)


Cycle Amount Limit (Required)


Daily Transaction Limit (Required)


Cash Advance Limit (Required)


ConvenienceCheck (Required)


Card Delivery (Required)

Central Bill Account (Required)


Restricted Card (Required)


Second Row Embossing (Required)


Second Row Embossing (Required)


How to Add Columns (example):
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The above example shows how to select (multiple columns can be selected by holding down CTRL, selecting the desired columns to add to your list and then Clicking on [image: image8.png]



.  

You have now added those columns to your Selected Columns listing – note that the added columns are placed at the bottom of your current list.  
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We need to put these listings in the correct order; we do this by choosing one of the columns added like Email Address in our example and then clicking the 


move up button until the selected column is in the right order per the above 



listing of required fields.
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Now put any added columns in the correct order by repeating the process until your Selected Column List matches the Required Columns List in both the fields list and the specific order.  .  

You have now updated your user profile for Account List


Ensure you push the SAVE button!


Finished!!!
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