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Working Example
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What Is a uPay Site?
Allows you to configure online payment pages 
for an existing campus Web application
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Request a uPay Site
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Marketplace Request Form

Departmental Contact Information
Contact Information for Site and Reconciliation Issues

Requested Go-Live Date

Name of uPay Site
This name will appear on the signature line of the 
confirmation e-mailed to customers and on their credit 
card statement.
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Chartfield for uPay Site
Only one funding source can be associated with a uPay 
site.
Fund, Department, Account, Project, Program
Accounting Code Name Field

Recommend a Naming Convention Be Set up
Prefix and the Actual Fund Number to Be Used (Example: 
UNDEERC20425)

Must confirm that chartfield has been loaded into 
Touchnet Marketplace.

If receive error when setting up accounting code, notify 
Emily/Lisa to request remedy ticket be submitted for 
load.
Chartfield loads are done once/week, but only if CND has 
received a ticket/request to do so.
Allow a minimum of 5 working days for load to be 
processed by CND and Touchnet.

Marketplace Request Form (contd.)



8

Chartfield to Charge for Merchant ID Number 
Fee and Merchant Fees

Generally, this would be the same chartfield that is 
identified for the uPay site.

External Transaction ID Prefix
This helps to identify which site the transactions are 
associated with (example: Bio09xxxxxx)
Generally, we use four alpha characters, but can use 
additional ones.

Merchant Managers and uPay Site Managers

Marketplace Request Form (contd.)
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Payment Methods Accepted
WebCheck

NSFs’ and transactions with incorrect banking 
information will be returned as unpaid.  
SAS Records on a Journal Entry
Department is required to notify the customer to 
request payment. Contact information is included 
on registration form or application. 

Credit Cards (MasterCard, VISA, Discover, American 
Express)

Payment by Mail (does not go through Marketplace)
Registration information is passed to database.
No information goes through Marketplace.

Marketplace Request Form (contd.)
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Possible Options for uPay Site
NOTE:  Answering “Yes” to some of these questions may reduce your 

merchant fees, but requiring too many steps may frustrate your 
customer.

Address verification for credit cards?
Credit card verification value? 
Bank account number to be entered twice? 
Address for ACH payment?
Show e-mail address prompt?
Require e-mail address?

Marketplace Request Form (contd.)



11

Marketplace Request Form (cont.)

Department completes form

Submit to Emily/Lisa (Student Account Services)

Approved form sent to department 

Web addresses for setting up uPay site for test and 
production provided
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Merchant ID Number Setup
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Merchant Credit Card Processing 
Application

SAS obtains form from Bank of North Dakota.

SAS works with department to complete the form.

May have one merchant ID for multiple uPay sites or one 
for each uPay site

UND has one merchant ID per department, each 
having multiple uPay sites attached.

Each Merchant ID Number for MC/VISA costs $10 per 
month.

Student Account Services submits completed form to Bank 
of North Dakota.
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Merchant Credit Card Processing 
Application
Required Information

Physical Address
Type of Business
Seasonal Business (yes or no)
Credit Cards Offered

MasterCard, VISA, Discover
American Express – BND does not obtain Merchant ID Number 
from American Express; must obtain directly from American 
Express and provide to BND

Estimated Annual Sales Amount
Estimated Average Ticket Amount
Type of Merchandise Sold or Services Rendered
Estimated Percentage of Transactions to Be Processed by:

Internet
Mail Order
Telephone Order
Swiped
Other
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Third-Party Data Setup 
Worksheet
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Third-Party Data Setup Worksheet
Worksheet is received from Bank of North 
Dakota after the Merchant Credit Card 
Processing Application is submitted.
Worksheet is submitted to CND (Dee) via e-mail 
request.
Worksheet provides Merchant ID Number.
CND sets up Merchant ID Number in Touchnet
Payment Gateway.

Test and Production Environments
For UND, test sites are set up under one merchant,  
“UND Merchant.”
CND submits request to Touchnet Client Services to 
have Payment Gateway restarted so that the changes 
take effect; should allow 3-5 days.
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Access Roles and Request 
Forms

Merchant Manager
uPay Site Manager
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Merchant Manager Access

Role includes the following:
Manage the Merchant’s Settings
Add uPay site manager users. UND 
departments should not use this role, as SAS 
will set up access for uPay Site Managers.
Add uPay Site(s) under the Merchant ID
Review Marketplace reports 
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Merchant Manager Access (cont.)

Access Form (form No. NDUS-CND-011)
Located at http://www.und.edu/dept/connectndsecurity/Forms.html
under Touchnet.  
A separate access form is required for each staffer requesting the 
Merchant Manager Role.
Access forms should be completed and submitted electronically by the 
employee’s supervisor.
Submit form to campus Touchnet Access Control Officer.
Indicate the uPay site (uPay site name) that you are requesting access 
for.
Touchnet Access Control Officer approves and submits a Remedy Ticket. 
The Requester Signature is to be the Assistant Controller (for UND’s
process only).
Access must be requested for both the Test Site and the Production Site 
(check appropriate boxes).
Departments should allow 3-5 days for the access request to be 
processed
You will receive notification from Connect ND when your access request 
has been approved and processed. 
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uPay Site Manager Access

Role includes the following:
Manage departmental uPay site’s 
settings
Search for Payments
Cancel/refund payments
Review Marketplace reports
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uPay Site Manager Access (cont.)

Access Forms:
Form is obtained from Emily, Student Account Services
A separate access form is required for each staff requesting 
uPay Site Manager access.
Access must be submitted for both the Test Site and the 
Production Site (check appropriate boxes).
Access form should be completed and submitted electronically 
by the employee’s supervisor.
Access form is submitted electronically to Emily Goodoien, 
Student Finance Accountant and a copied to Lisa Heher, 
Assistant Controller.
Student Finance Accountant processes the access request once 
accountant is emailed that uPay Site is created.
Merchant Managers should not set up their uPay Site Managers, 
even though that role is available to Merchant Mangers.
Departments should allow 3-5 days for access request to be 
processed.
You will receive an e-mail notification from Emily when your 
access request has been processed. 
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Deleting Access

Each access form has a “delete” access 
option.
Complete the form and submit 
electronically under the same procedures  
used when requesting access.
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Setting Up a uPay Site
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Get Your Ducks in a Row!
Who will create the uPay site?

Who will do the refunds?

How are you going to deal with payments 
that have multiple funds?

How will you deal with walk-ins and phone 
registrations?

Reusing previous accounting codes



28



29

Create uPay Site

Log in to TouchNet Operations Center
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Naming Convention:

• UNDEERC41000 (Univ-Dept- 
Fund Number)

• UNDEERCBio09 (Univ-Dept-Site 
Name)

Error! Notify 
Emily/Lisa!
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Signature line 
for e-mail 
confirmation 
sent by uPay
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Posting Script

Catch the parameters sent back from 
TouchNet

Account Info – Name, Address, Card Type, 
Bank Name
Payment Amount, Status, Date, Receipt 
Number
System tracking ID
External transaction ID 

Conferences – Bio0912345, H2Works433232
Education Training Inst – LEAD43433, MISC543232
Admissions – Jane Doe323232, John Smith532121
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Posting Script (cont.)

Must be in a secure server (https://).
Department sends Posting Script URL to 
Emily/Lisa and they will submit to 
Touchnet.
Can be used to:

Update your database with payment 
information.
Send confirmation e-mail.
Send error messages.
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Once you leave your Web site to complete the online payment, you 
need a way to get back
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Posting Status Report
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Posting Status Report
Complete – The transaction was completed successfully.
Cancelled – The user cancelled the transaction.
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Posting Status Report
Error 

Errors in the Script 
Script Doesn’t Exist 
Server is Down
Errors at the uPay Site During Payment Submittal
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Example: E-Mail Generated by uPay
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Example: E-Mail Generated by the EERC
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Onsite Registrations
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Testing Process
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Testing Process
Testing is required prior to go-live.
Allow a minimum of 2 weeks
Electronic spreadsheet of test transactions 
should be submitted to SAS prior to testing.

Ensures input equals output
Should include a minimum of two transactions per 
payment method
Should include full refund and partial refund 
transactions for each type of payment method offered

Refund test transactions are done a minimum of 1 day 
after the original test transaction is completed

Test credit card and ACH numbers available.
Contact SAS when all test transactions have 
been processed.
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uPay Site in Production
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Department Responsibilities
Recreate the uPay site in production.
Process transaction in production using a 
real credit card.
Reconcile on a daily basis.
Issue refunds via their uPay site.
Respond to questions from their 
customers.
Follow up on NSF/incorrect banking 
information for returned items 
(WebCheck transactions).
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Reconciliation of 
Transactions
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Reconciliation Process
Department needs to develop its business 
process for its daily reconciling

Marketplace to Database
Database to General Ledger

Student Account Services reconciles on a daily 
basis:

Marketplace  to Payment Gateway
Payment Gateway to the General Ledger
General Ledger to the Bank Account
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Marketplace to Payment Gateway
Marketplace:

Merchant Revenue Report for Each Merchant 
(exported to Excel)
uPay Site Revenue Report (exported to Excel)

Payment Gateway:
Credit Card Batch Detail Report
ACH File Detail Report

Reconciliation Spreadsheet
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Click Marketplace Reports to get the menu below.
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Continuation 
of previous 
page…

Site ID

Number of 
Credit Card 
Transactions

Number of 
ACH 
Transactions

Total Number 
of uPay 
Transactions
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This is what the Merchant Revenue report looks like once it 
is exported and formatted. It will list all of the uPay Sites; 
this report has been shortened to show the last site and its 
transactions.

Merchant Revenue Report
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Going back to 
Marketplace, we will 
scroll down to the 
uPay site that has the 
day’s transactions and 
click on the Revenue 
Report.
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This is the uPay Revenue Report after it’s been exported, 
formatted, and sorted by Payment Method.

Revenue Report
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Next, reports 
are run from 
Payment 
Gateway.  
Select 
Reports, 
Credit Card, 
Batch Details, 
the Date 
Range, and 
the Individual 
Merchants.  
Export to 
CSV.
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Here is the CSV Report.  When exported to CSV, the Upay Site comes 
over as a Sub_Trans_CD number.  If you are working with multiple sites, 
this report could be subtotaled on the Sub_Trans_CD, or each Upay Site. 
In this case, the Site Biomass09, has been assigned the number 15.

CSV Report
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If there were any eChecks accepted, the same steps 
would be taken, only selecting ACH and ACH File 
Details. Export to CSV

ACH File Details
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Notice multiple tabs on workbook.
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Feb Summary
(Total of ALL Merchants)

UND EERC Merch Revenue Report
(Merchant A)

UNDCE Merch Revenue Report
(Merchant B)

Air Quality
(Upay Site 1)

Cert App
(Upay Site 1)

Hydrogen
(Upay Site 2)

Biomass09
(Upay Site 3)

Others
(Upay Site 2)

The totals from Air Quality, 
Hydrogen and Biomass09 roll up to 
UND EERC Merch Rev Report tab.

The totals from Cert App and 
others (not pictured), roll up to 

UNDCE Merch Rev Report tab.

The totals from UND EERC Merch Rev Report 
and UNDCE Merch Rev Report roll up to the 

Feb Summary tab.
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The totals from Air Quality, 
Hydrogen and Biomass09 roll up to 
UND EERC Merch Rev Report tab.

The totals from Cert App 
and others (not pictured), 
roll up to UNDCE Merch 

Rev Report tab.

The totals from UND EERC Merch Rev 
Report and UNDCE Merch Rev Report roll 

up to the Feb Summary tab.
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Formula of all uPay 
sites under this 

merchant.  In this 
case, there’s only 

one uPay Site.

From 
Merchant 
Revenue 
Reports

From Payment Gateway 
– Total of Credit Cards 

and ACH Payments

Formula
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Formula from 
Previous 
Merchant 

Revenue Tab

Taken from uPay 
Revenue Reports

Formula of 
Merchant 
Revenue 

Report Less 
Payment 
Methods
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Payment Gateway to General Ledger

Payment Gateway:
Credit Card Batch Detail Report
ACH File Detail Report

General Ledger:
Cash by Source Report (source code = MKP)

Reconciliation Spreadsheet
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This is an example of the journal that is generated and posted. Once 
transactions are created in Marketplace, it will take 2 days for the journals 
to post in the General Ledger.  

A PeopleSoft Cash by Source report (source code = MKP) is needed for reconciling.
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General Ledger to Bank Account

General Ledger:
Cash by Source (CBS) Report (source code = 
MKP)

Bank Account:
BND Direct (current day transactions)

Reconciliation Spreadsheet
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Formula from 
Each uPay 

Revenue Report

Obtained from 
BND Current 

Daily 
Transactions

Formula of 
All Payment 

Methods

Formula from 
Each MKP 
Merchant 
Revenue 
Reports

Formula from 
Each Merchant 

Tabs Listing 
Payment 
Gateway

Obtained from 
CBS Report
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Site name specified will show up as the 
signature line for uPay correspondence.
Multiple funds cannot be used for a single 
uPay site.
Posting Script has to be on a secured server.
External Transaction ID is the link to your 
database.
Complete the required forms well in advance 
of creating a site.

Things to Remember!
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Questions?
Connect ND Contact Information

Deidre Holth, Student Financial Business Analyst
Phone:  777-3590
E-mail:  deidre.holth@ndus.edu

UND Contact Information
NonTechnical Areas

Lisa Heher, Assistant Controller
Phone:  777-4131
Email:  lisaheher@mail.und.nodak.edu

Emily Goodoien, Student Finance Accountant
Phone:  777-2967
Email:  emilygoodoien@mail.und.nodak.edu

Technical Areas
Madhavi Marasinghe, Project Manager/Web Administrator

Phone:  777-2805
Email:  mmarasinghe@undeerc.org

mailto:mmarasinghe@undeerc.org
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