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Main Page 
 
Help & Assistance  
 
Contact GovPayNet 
Are you having problems with a transaction? Click on the “Contact GovPayNet” link to pull up the 
“GovPayNet Notes” Form. With this form you can contact a GovPayNet representative and inform 
GovPayNet about a problem you are having.  

Choose the type of issue you are having along with a brief message about the problem. Insert your PLC 
and a reference number (if there is one for your problem). If you would like a representative to contact 
you about the issue, you can leave your e-mail address and they will contact you about the problem.  
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Download Tutorial  
Download the ProviewEXP Version 1.6 tutorial by clicking this link.  

Order Fact Sheets, F lyers or Signs  
By clicking on this link you can email UPOS@govpaynet.comU if you would like GovPayNet to send you 
additional marketing materials or if you have any questions regarding your current materials.  

Service Request Information 
Information is provided to contact GovPayNet via phone or email 24/7.  
 
Main Menu  
 
Approve Open  
View and approve open transactions (this includes transactions not yet paid to you).  

View Complete  
View transactions that have been approved and paid. 

Reports & Statements  
View and print transaction, reconciliation and payment statements or run summary reports.  

Edit PLC Information  
Edit all of your Pay Location Code information.  

 
 

mailto:POS@govpaynet.com�
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Approve Open Transactions  

In this folder you will have the ability to review, approve and edit open transactions from the last 365 
days.  

The search bar located on the top left of the screen will allow you to search a transaction by its 
reference number or Pay Location Code (PLC). Clicking on the U(Advanced Search) Ulink next to the 
search bar will allow you to search by the Reference Number, PLC and Date Range you desire.  

Next to the search bar you will find three boxes that will regulate the transactions you see within the 
folder. The default setting in this folder will be set to “Show Unpaid” which will only show the open 
transactions (transactions that have not been approved or paid out yet). By clicking the “Show Paid” 
ProviewEXP will show all of the completed transactions (those that have been paid). Clicking “Show 
All” will bring up all of the transactions in that PLC(s): both open transactions and completed 
transactions.  

 
 
 
 
 
 
Columns in Which You May Sort  
1. Accept: By clicking on the “Accept” column, you will sort those transactions that have been 

accepted and those that have yet to be accepted.  
2. Reference: By clicking on “Reference #” you will sort the reference numbers in numerical order.  
3. PLC: Clicking on “PLC” will sort the PLCs in numerical order. (Some agencies have multiple 

PLCs. If you only have one PLC, this is all you will be able to view.) 
4. Transaction Date: Clicking on this column will sort the dates of the transactions allowing you to 

easily find a transaction by its date. 
5. Payout Date: This column will sort by anticipated payment date once you have approved a 

transaction. 
 
Accepting a Payment  
To accept a payment you may either: 

1. Click the box(s) left of the reference number and then click, “Approve Checked” on the 
bottom right of the page. 

Or 
 

2. Click on the transaction reference number which will open the transaction details and from 
there you can accept the payment by clicking “Approve”.  

Transaction Details Box  
Clicking on a transaction reference number will pull up its transaction details box. Within this box you 
will find all of the information associated with that transaction. By clicking on (Uedit) Uyou can change 
certain transaction information (i.e.: Name, Case #) as well as the credit card information (i.e.: Name, 
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Address, Phone). You can NOT view/change the credit card numbers within this function. Please note 
that you can go to the reports section and re-create a reconciliation statement and it will contain the 
corrected information.  

If there is a problem with the transaction (i.e. wrong PLC, incorrect amount) you can click on the 
“Add/View Notes” button and complete that information. See more about the GovPayNet Notes Form 
on page 7.  
 

 
 

View Complete Transactions  

The View Complete Transactions folder stores all of the transactions that have been completed (been 
paid out) in the last 365 days.  

Just like the “Approve Open” transactions folder, you have the ability to search for a transaction by 
using the search bar and the U(Advanced Search) Ulink. You may also filter the transactions using the 
“Show Unpaid”, “Show Paid” and “Show All” checkboxes.  

Sorting options are the same in this folder as they are in the “Approve Open” folder.  

Payout Date Column  
This column will provide the date that the ACH or Check was issued. By clicking on the date, an ACH or 
Check Confirmation will appear showing the Confirmation Report for that day. You can print this page 
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for your records showing what funds were transferred on that particular day. To print your reports select 
“File”  in your browser, then choose “Print” .  

If there is a transaction error (wrong citation #, incomplete information) on the ACH/Check 
Confirmation report you may go back to that transaction, open the transaction by clicking on its 
reference number, and make the change in the transaction details (see page3). Once you have made 
that correction, you can click on the ACH/Check Confirmation link again and the transaction will be 
updated with the new information.  
 

 
 

Transaction History and Recon/Payment Repor ts  

In this folder you can generate and print Summary Reports and Reconciliation and Payment 
Statements. To print your reports select “File”  in your browser, then choose “Print” .  

Transaction History 
Choosing “Get History” allows you to generate a report showing the transactions for a certain time 
period. By choosing a date range you can create a report broken down in Daily, Weekly, or Monthly 
increments. Furthermore, you have the option of looking at all of the transactions, web payments, or 
call center payments within the desired time frame. Simply choose all of your desired fields and click 
“Get History” to see your report.  

Recon/Payment Reports 
The “Generate Report” function can generate Reconciliation Reports and Payment Reports for any day 
and any PLC. Choose the day, choose the PLC, choose which type of report you would like to see and 
click “Generate Report”.  Just like the ACH/Check Confirmation report, this information is editable. If 
there is incorrect information (wrong citation #, DOB, etc) you can go back to the transaction details box 
and make the correction. When you generate another report, whether it’s a Reconciliation Report or 
Payment Report, you will be able to see the change you have made.  


