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What Is a uPay Site?

Allows you to configure online payment pages
for an existing campus Web application



Request a uPay Site




MARKETFLACE REQUEST FORM

Diepartieant completas form and submits to:

enulyveoodoien mmail und podak. edu and lisabebernimail und rodak.edn

Deparmusnt:

Deparmmental Contact Mamea:

Departmental Contact Phone Stop #:

Fequested Stz Go-Live Date:

Purpose of uPay Site:
(ype of goods/services sold)

Mame of nPay Site:
(name will show on confinmation and
customar’s cradic card statement)

Charefield for uPay Site (for revenus):

(limited to one chartfiald)

Accountng Code Mame for uPay Site
(UNDdept mtiais fund)

Exampie UNDCEIGE3 2 would be
Continuing Educ fund 20432)

Chartfield for uPay Site expensas:
(cradit card merchant fees)

External Transaction [T Prefix
(4 alpka char to idennfy sita or deprt)

Aderchant Managen(sh

nPay Site Mansger(s):

Payment Mathods Accepted:
(circle all that apply)

WebChack MastarCard VISA Dizcover
Amearican Express
Pay by Mail (oot reconumended for most sites)

Crptions for uPay Site Set Up:

Feguire address verification for credit cards? YES
Fequire credit card venficamon value? YES
Fequire bavk acconnt munber sprered twice? TES
Fequired addrass for ACH payvment? TES
Shorar emeanl address prompe? TES

Emzil address required? YES

B
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Marketplace Request Form

0 Departmental Contact Information
= Contact Information for Site and Reconciliation Issues

0 Requested Go-Live Date

o 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.



—!
Marketplace Request Form (contd.)

o Chartfield for uPay Site

Only one funding source can be associated with a uPay
site.

Fund, Department, Account, Project, Program

Accounting Code Name Field
o Recommend a Naming Convention Be Set up

o Prefix and the Actual Fund Number to Be Used (Example:
UNDEERC20425)

Must confirm that chartfield has been loaded into
Touchnet Marketplace.
o If receive error when setting up accounting code, notify

Emily/Lisa to request remedy ticket be submitted for
load.

o Chartfield loads are done once/week, but only if CND has
received a ticket/request to do so.

o Allow a minimum of 5 working days for load to be
processed by CND and Touchnet.
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Marketplace Request Form (contd.)

0o 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.

O External Transaction ID Prefix

This helps to identify which site the transactions are
associated with (example: BioO9XXXXXX)

Generally, we use four alpha characters, but can use
additional ones.

0o Merchant Managers and uPay Site Managers
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Marketplace Request Form (contd.)

o Payment Methods Accepted
WebCheck

o NSFs’ and transactions with incorrect banking
iInformation will be returned as unpaid.

o SAS Records on a Journal Entry

o 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)
o Registration information is passed to database.
o No information goes through Marketplace.
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Marketplace Request Form (contd.)

0 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?
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Marketplace Request Form (cont.)

0 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

11



Merchant ID Number Setup
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Merchant Credit Card Processing
Application

0 SAS obtains form from Bank of North Dakota.
o SAS works with department to complete the form.

o 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.

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

0o 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
O MasterCard, VISA, Discover

o 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:

O Internet

O Mail Order

o  Telephone Order
o  Swiped

O Other

14



—
B N D — MERCHANT CREDIT CARD PROCESSING APPLICATION
Bank of Horth Dakote

Legal Business Name Dafie Business Acquired
DBA [If appiicabie) Number of Locallons
Fhysical AdOress Ty Slae Zip Code
Waling Adaress (IT GiTerent) Ciy Slae Zip Code
Tax IO Mumber ‘Caniact Name Telephane Mumber Fax Number ACCESE COOE - B 07
g
Type of Business Sagsonal
ves [ ] No []

Credt Cards Offerad

[ ]visa [ ]|MasterCard [ | Discover || American Express: Merchant IO

Annual S3les Amount Average Ticket BAMD Account Number Sattiement will Deposit imo

Equipment Informiaticn
[[] Credit Card Machine [] 2rdParty Vendar

Mame of 3rd Party Vendor [Paymeni Gateway - A system thal provides elecironic commerte services i Merchanis for the Aulhorizalion and Clearing of
Electronic Commerce transactions)

Hame of Payment Application [A s0TWare appiicalion coniEinad within a Chip inal defines Me paramelers for ProcEEsing @ | VETEion of Fayment Appication
credit card transaction )

Sate type of merchandlse soid andfor services rendered

Percentage of Transactons
Swiped _ 000 0% Mail Order _ % Telephone Order__~ %
Intermet k] Orther %

| cerify that everything | have stated in this application and on any attachments is comect. Bank of North
Dakota may keep this application whether or not it is approved.

Signature Taie

15



Third-Party Data Setup
Worksheet
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Third-Party Data Setup Worksheet

O Worksheet is received from Bank of North
Dakota after the Merchant Credit Card
Processing Application is submitted.

0 Worksheet is submitted to CND (Dee) via e-mail
request.

0 Worksheet provides Merchant ID Number.

0 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. v



Access Roles and Request
Forms

0 Merchant Manager
0 uPay Site Manager
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Merchant Manager Access

0 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

19
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Merchant Manager Access (cont.)

Access Form (form No. NDUS-CND-011)

O Located at http://www.und.edu/dept/connectndsecurity/Forms.html
under Touchnet.

O A separate access form is required for each staffer requesting the
Merchant Manager Role.

O Access forms should be completed and submitted electronically by the
employee’s supervisor.

O Submit form to campus Touchnet Access Control Officer.

O Indicate the uPay site (uPay site name) that you are requesting access
for.

O Touchnet Access Control Officer approves and submits a Remedy Ticket.

O The Requester Signature is to be the Assistant Controller (for UND’s
process only).

O Access must be requested for both the Test Site and the Production Site
(check appropriate boxes).

O Departments should allow 3-5 days for the access request to be
processed

O You will receive notification from Connect ND when your access request
has been approved and processed.

20



HDU=-CHD-011
narndi0:
CON HEC_:]- ConnectlD Access Request for TouchHet:

Environment : |l

I oalten

Request Type: I Hea I Chaner I oetelr | Request Dake:

Requestor's Full Name:

Requestar's Phon |

Requestor's E-ma

Requestor's Mailing Address:

Addresz 1

Address 2
City: Frake: Zip
Requestar's Emplayes [£apue] 3
Inzkitutior
Requestor's ConnectMD UserlD), afeer: Requested Completion Dl

FPagyment Gateway Holes

Accaunkant El TES El y[u]
Cashier O e [ we
Bursar El TEE El MO

Administrator [ Functionsd Techwicatand Secuity Lsars onp ) []] ves [ mo

Bill-Fagment Suite Roles

TEP Support O e [ we

TEF Administratar [ Fumeaion Toc.hw}:afaﬁd&\cwa?y{f:«:@l TES D e]

Marketplace Suite Roles

Mlerchant Manager El TEE El '[u]

Perchantf=]:

Chiat Adminictrator | Functionat Tachvicatand Socuritp tisers S]] €8 []] MO

Required For All Requests:

EEANEITHE L SICHATHERE: DATE:

Approval Section:

CAHFEI TEECHENEET AFTIIHET CESNF EEFREEIFETATITE: DRTE:

Cpnma st Security Siaff Liss-nipe
|

FASSn kD

ECURITY ADHIHISTRATOR: DATE:
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uPay Site Manager Access

0 Role includes the following:

= Manage departmental uPay site’s
settings

= Search for Payments
= Cancel/refund payments
= Review Marketplace reports

22
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uPay Site Manager Access (cont.)

Access Forms:
o  Form is obtained from Emily, Student Account Services

o A separate access form is required for each staff requesting
uPay Site Manager access.

o  Access must be submitted for both the Test Site and the
Production Site (check appropriate boxes).

o Access form should be completed and submitted electronically
by the employee’s supervisor.

o  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.

o  Merchant Managers should not set up their uPay Site Managers,
even though that role is available to Merchant Mangers.

o  Departments should allow 3-5 days for access request to be
processed.

o You will receive an e-mail notification from Emily when your
access request has been processed.

23



LN)THE MNIVERSITY ?F 2/2EIZ005
MNORTH DAKOTA
Access Request for Marketplace uPay Site Manager

Environment : [ Production [ @Test

Request Type: [ Mew [ Change [ Delete |Reqguest Date:

Requestors Full Mame:

Requestors Phone |

Requestors E-mail

Reguestor's Mailing Address:

Address 1:
Address 2:

City: State: Zip:

Requestors ConnectMD Userid:

Requested Completion Date

uPay Site Manager Access for:

uPay Site

Additional site(s)

Required For All Requests:

REQUESTOR'S SIGHNATURE: DATE:

Approval Section:

Requestor's Supervisor Signature OATE:

Srudent Account Services use only

USER ID: FASSWORD

SECURITY aDMMIMMISTRATOR:
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Deleting Access

0 Each access form has a “delete” access
option.

0 Complete the form and submit
electronically under the same procedures

used when requesting access.

25



Setting Up a uPay Site




Get Your Ducks in a Row!

O

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

27



MARKETPLACE REQUEST FOREM
Department completes form and submits to:

Department:

EERC

Departmental Contact Name:

Madhavi Marasinghe

Departmental Contact Phone/Stop :

T77-2805 Stop 5018

Requested Site Go-Live Date:

May 15, 2009

Purpose of uPay Site:
(tvpe of goods/services sold)

Biomass 09 Conference—take registrations for conference

Name of uPay Site:
(name will show on confirmation and
customer’s credit card statement)

Biomass0%

Chartfield foruPay Site (for revenue):

41000-1120-452010-UNDPO14651

(limited to one chartfield
Accounting Code Name for uPay Site | UND EERC-Biomass09
UNDdept initials fund)

Example UNDCE2043 2 would be
Continuing Edug fund 20432)

Chartfield foruPay Site expenses:
(credit card merchant fees)

621071-21518-1120

External Transaction ID Prefix
(4 alpha char to identify site or dept)

Biol%

Merchant Manager(s):

uPav Site Manager(s):

Pavment Methods Accepted:
(circle all that applv)

WebCheck MasterCard VISA

Discover

American Express

Pav by Mail (not recommended for most sites)

Options foruPay Site Set Up:

Require address verification for credit cards? YES

Require credit card verification value?

Require bank account number entered twice?

Required address for ACH payment?
Show email address prompt?

Email address required?

YES

YES

YES
YES

YES

NO

NO

NO

NO

NO

NO

28



Create uPay Site

Log in to TouchNet Operations Center

29






Error! Notify
Emily/Lisa!

- >

Naming Convention:

« UNDEERC41000 (Univ-Dept-
Fund Number)

« UNDEERCBI0o09 (Univ-Dept-Site
Name)

31



( B Signature line
for e-maill
confirmation
sent by uPay
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Posting Script

0 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

o Conferences — Bio0912345, H2Works433232

o Education Training Inst — LEAD43433, MISC543232
o Admissions — Jane D0e323232, John Smith5321214

0
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Posting Script (cont.)

O Must be In a secure server (https://).

0 Department sends Posting Script URL to
Emily/Lisa and they will submit to
Touchnet.

O Can be used to:

Update your database with payment
Information.

Send confirmation e-mail.
Send error messages.

41



Once you leave your Web site to complete the online payment, you
need a way to get back

OM App
CE PDE Workshop The Success Link you define here appears after a successful payment.
CE PDE Reg It is used to navigate the user's browser back to your application.

CE Primary Care Text For Success Link:
Geography

al Forum Success Link URL:
Exam Req
CE PDE Ext
CEHR The Error Link is used only for system failures.
£ For payment method entry errors, the user ma

ank you for your payment. Click here to continue prin

http:/fwwwiest undeerc.orgfjean/Biomassi9/registratiol

Text For Error Link: |We're sorry, an error has occurred. Please try again Ia|

Error Link URL: |hﬂp:vawﬂestundeerc.orgfjean,‘BiomassDE}registratiod

The text entered below is used for the alternate text for the Cancel Button.
The Cancel Link is used to navigate the user's browsep ubspetipmaesne salEuiion

+w EERC Biomas Text For Cancel Link: |Cance|this paymentiransaction.
Layout 5 )
Image Management Cancel Link URL:

|hﬂp:ﬂwwwtestundeerc.org,fjean,fBiomassDE}registratim

yment Settings

r:z;meters: The Privacy Link appears at the bottom of your uPay Site.
TTEIE Text For Privacy Link: |F‘rivacy Policy |
Privacy Link URL: | |

p EERC Hydrogen ;
Training Cours ¢ -0OR -

Marketplace Reports Privacy Text:

42




————————————————————
Posting Status Report




Posting Status Report

0 Complete — The transaction was completed successfully.
o Cancelled — The user cancelled the transaction.

?ﬂ‘c‘g%‘zﬂﬁ 60268559686044135820099 | 1361 |Success | hittps:/fwww. undeerc.org/testproducts/confreg/BM09F ostBac I{é Complete
2009-01-26 _
14-58-32 0 B60268589686040076382915 Cancel https:{fwww_undeerc.orgftestproducts/confreg/BM09PostBack asp Cancelled
2009-01-26 .
15-05-15.0 60268589686031950198035 | 1362 |Success | hitps:/fwww.undeerc_orgftestproducts/confreg/BM09PostBack asp | Complete
2009-01-28 _
15-04-44 0 602685689684 306363837395 Cancel https:{fwww_undeerc.orgftestproducts/confreg/BM09PostBack asp Cancelled
2009-01-28 .
15-15-44 0 60268589684303761166179 | 1363 | Success |httpsz/www.undeerc orgitestproducts/confreg/BM09PostBack.asp  Complete
2009-01-28 _
16-56-06.0 B60268589684236653970771 1364  Success  https:/fwww.undeerc orgftestproducts/confreg/BM09FostBack.asp Complete
2009-01-29 .
09-25-22 0 60268559683643776218563 Cancel https-/fwww_undeerc. org/testproducts/confreg/BMO09FPostBack. Cancelled

44



————————————————————
Posting Status Report

o Error
=  Errors in the Script
=  Script Doesn’t Exist
= Server is Down
=  Errors at the uPay Site During Payment Submittal

20058-01-30  A117099- _ @
159751 S0-AQ 51 SUCCess https.ﬂmwx.undeern:.|:|rgftestprnductsfwhpcfpnsthack.

2008-01-30 | A117101-
20355320 30-A0

Srmmm dd Tim nA44=F4m5 hil-a

Cancel https: /A undeerc. argftestproductsiwhpc/posthack. asp | Error

45



Example: E-Mal

Subject:  RE: Matification of scheduled payment

Frow: mwarsasinghefundeerc.oryg [mwailto:immarasinghefundeerc. org]
Jent: Thursday, January 24, 2008 12:43 FPH

To: Garwvin, Barry (Denver)

Subiject: Notification of scheduled pavyment

Thizs i= an automsted message to inform you that your scheduled payment has been completed successfully.
Payvment details are liszted below.
Please note that all payments are subject to approval and final wverification.

======== PAYHENT DETAILS ========
HName: Barry Garwvin

Paymwent Type: Visa

Credit Card Number: XMEXXXMNXMNHEXXIISE
Credit Card Expiration Date: 01/10
Credit Card Authorization Code: 069465
Credit Card Merchant Id: 553614614000

*%% Card Not Present *%7%

Total Paid: § 500.00

Date/Time: 01/24/2008 at 13:43:02 CST

External Transaction Id: A117015-A0-A117016-A0-A0-A0-X37194-30

System Tracking ID: 46

Payment Gateway Reference MNwber: Z0080124000004 =========================s========
#Thank you,

WillistonEasinds

™ —

ol o o o ol o ol e ol ol ol ol ol el ol e ol ol ol ol o ol

IMPORTLNT WOTICE: This message is intended for the individual or entity to which it iz addressed and may

contain information that is privileged, confidential, and/or exempt from disclosure under applicable law. If

vou are not the intended recipient, vou are hereby notified that copyving, forwarding or other dissemination

or distribution of this message iz prohibited and that taking any action in reliance on the content of this

message is to be avoided. Should you receliwve this e-mall in error, please notify the sender inmediately via

e-mail or call (403) &699-4000 and delete this message from your system. Thank you. 46




T
Example: E-Malil Generated by the EERC

Subject:  H2wWorks Conference Registration

Fegistered at: 3:44:13 PM 272372009

Payment EBy:Minnie MHouse

HiWorks Registration

Transaction nuwber: 6025358966151 7266610176
FPayment Receipt Number: Z20020223000004

Amount Charged To Credit Card/E-Check: 795.00
Lttendes: M=. Minnie Mouse
Position:

Organization: Disnevland
bddress: 301Cheddar Land
City: Los Angeles, CL S5558
Email: Minnief@Disnewy.com
TEL:

Phone: [(444) 555-8588

Fax:

Affiliation: Industry

Dietary Needs: False
Aooess Needs: False
Zpecial Redquirements:

Regular Registration (Through January 16): §795

Total Cost §: 795

Payment Type: Credit Card

Payment Date: Z/2Z3/2009 3:44:00 PM
Receipt Number: Z20090223000004
Transaction ID: 6025858966181 7266610176

47




—————————————
Onsite Registrations

UPay Test Page
(Additional parameters are passed)
TPAY SITE ID UPay Site 1d: | |
EXT TRANS ID LABEL Extternal Trans Id Label: |Ext Trans Id |
EXT_TRANS_ID External Trans Id: | |
AT External Amount Passed In : § |1E.35 |
Rt shared Secret Value: |1 980 |
say PROMET shared Secret Value Prompt: |Enterthe wear of your hirth |
somePassThruParam Pass-Thru Parameter: |SDmeF"a55ThruF"aram‘v’alue |
[ Click Here to start the uFay process and postthe values shown abowve ]

48



Testing Process
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Testing Process

O Testing is required prior to go-live.
Allow a minimum of 2 weeks

0 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

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

O Test credit card and ACH numbers available.

O Contact SAS when all test transactions have
been processed. 0

O
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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 guestions from their
customers.

0 Follow up on NSF/incorrect banking
Information for returned items
(WebCheck transactions).

O O

O O O
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Reconciliation of
Transactions
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Reconciliation Process

0 Department needs to develop its business
process for its daily reconciling
Marketplace to Database
Database to General Ledger

O Student Account Services reconciles on a daily
basis:
Marketplace to Payment Gateway
Payment Gateway to the General Ledger
General Ledger to the Bank Account

54
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Marketplace to Payment Gateway

0 Marketplace:

Merchant Revenue Report for Each Merchant
(exported to Excel)

uPay Site Revenue Report (exported to Excel)

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

0 Reconciliation Spreadsheet

55



Click Marketplace Reports to get the menu below.

/

56






Continuation
of previous

page...

Site ID

ol
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58

59

60

61

62

63

65

66

67

]

69

70

App

UNDCE
FDE
Workshop

UNDCE
PDE Reg

UNDCE
Primary
Care
UNDCE
Geography
UNDCE

Clinical
Forum

UNDCE
Exam Req

UNDCE
PDE Ext

UNDCE HR

UNDCE
Alcohol
Surnmit

EERC ETI

EERC
Enrollment
Senices

UNDCE
JFK

UNDCE
Beyaond
Boundaries

=]

=]

=

UL

50.00

50.00

50.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

50.00

50.00

EERC
Conference
Registration

ETl Course

Registration

Number of
Credit Card
Transactions

50.00

50.00

EERC

Biomassil9

A

50.00

LS LT

50.00

§0.00

$0.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

50.00

$0.00

Number of
ACH
Tran;actions

0

/

$0.00

LS LT

50.00

§0.00

$0.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

$0.00

50.00

50.00

$0.00

Total Number
of uPay
Transactions

/ $0.00

72

EERC
Hydraogen
Warks
Training
Course
2009

$4.930.0

50.00

$4.930.00
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e —————————————————————
Merchant Revenue Report

Merchant Revenue Report

Merchant Mame |# of Upay Transactions
| ]

LMD

uPay Site ID uPay Site Name

# Of Credit Card
Transactions

Upay Transaction

4.930.00

# of lterns Sold
0

Store Sales Tax
Totals Shipping Totals Collected
0 0
Total # Of

Total Credit Card # Of ACH Total ACH
Transactions

Transactions Transactions

Total Merchant
Revenue

4,930.00

Transactions Total Revenue

69|ETI Course Registration 0 0 0

70|EERC Biomass09 0 - 0 0 -

T2|EERC Hydrogen Works Training Course 2009 7 4.930.00 P 9 4.930.00
Total 7 4.,930.00 2 g 4.,930.00

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.
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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.

UMNDCE Exam Req

Revenue Report

Posting Status Report
UNDCE PDE Ext

Revenue Report

Posting Status Report
UNDCE HR

Revenue Report

Posting Status Report
UNDCE Alcohol Summit

Revenue Report

Posting Status Report
EERC ETI

Revenue Report

Posting Status Report
GL Exception Report(1)

EERC Enrollment Services

Revenue Report

Posting Status Report

GL Exception Report(12)
UNDCE JFK

Revenue Report

Posting Status Report
UNDCE Beyond Boundaries

Revenue Report

Posting Status Report
EERC Conference Registration

Revenue Report

Posting Status Report
GL Exception Report(2)

ETI Course Registration
Revenue Report
Posting Status Report

EERC Biomass09
Revenue Report

Posting Status Report
GL Exception Report(1)

60






———————————
Revenue Report

uPay Revenue Report for EERC Hydrogen Works Training Course 2009

TPG Reference  One FPayment
Payment Date 1System Tracking ID External Trans ID Payment Method MName Mumber Time/Recurring Amount
2/23/2009 15:51 1388 60258589661813500000000 Bank Account Doogie Howser 497 One Time 795.00
212372009 16:12 1388 B0258589661813500000000 Bank Account Doogie Howser 497 One Time (795.00)
Bank Account Total -
2/23/2009 15:45 1387 G0258589661817200000000 Discover Minnie Mouse  20090223000004 One Time 795.00
Discover Total 79500
2/23/2009 9:06 1383 602585589662057500000000 MasterCard ad asdfssd 20090223000000 One Time 795.00
2/23/2009 15:34 1385 G02555896615825500000000 MasterCard Mary 20090223000002 One Time 925.00
2/23/2009 15:39 1386 60258589661820300000000 MasterCard Mickey Mouse 20090223000003 One Time 925.00
MasterCard Total 2.645.00
212372009 15:24 1384 B0258589661829500000000 Visa Testor 20080223000001 One Time 795.00
2/23/2009 16:03 1389 602555589661806900000000 Visa Mary Poppins  20090223000005 One Time 795.00
2/23/2009 16:11 1389 602585589661806900000000 Visa Mary Poppins  20090223000005 One Time (100.00)
\/isa Total 1,490.00
Grand Total 4.930.00

This is the uPay Revenue Report after it’s been exported,
formatted, and sorted by Payment Method.
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Next, reports v
are run from
Payment
Gateway.
Select
Reports,
Credit Card,
Batch Detalils,
the Date
Range, and
the Individual
Merchants.
Export to
CSV.
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—
CSV Report

SUB_TRANS_CD PAY_TYPE REC_TYPE TRANS_TYPE TRANS_DATE_STR TRANS_TIME CREDIT_FLAG CARD_MBR CARD_EXPIR_DATE CARD_TYPE AMOUNT REFERENCE_ID APPROVAL_COI

] 0CcD PUR 2/25/2009 11:03:14 5 5454 309 MC 795.00 20090223000000 SIMO090561103

15 0CD PUR 2/25/2009 11:03:14 5 2222 813 VISA 795.00 20090223000001 SIMO90561103

15 0CD PUR 2/25/2009 11:03:14 5 5454 31 MC 925.00 20090223000002 SIMO90561103

15 0CcD PUR 2/25/2009 11:03:14 5 5454 31 MC 925.00 20090223000003 SIMO090561103

15 0CD PUR 2/25/2009 11:03:14 5 6666 610 DISC 795.00 20090223000004 SIMO90561103

15 0CD PUR 2/25/2009 11:03:14 5 1111 1010 VISA 695.00 20090223000005 SIMO90561103
4.930.00

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.
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e
ACH File Detalls

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

Bank Bank
Deposit Deposit

Bank
Deposit

Bank

Visa/MC Date Amex  Deposit  Date Discover Date Echeck Date

Total

Pymt Methods Upay

Payment
Gateway

Difference bhw Upay
and Pymnt Methods

CBS
Journals

Diff bhev CBS
and Pymt Ghwy

2/1/2009

2/2/2009

2/3/2009

2/4/2009

2/5/2009

2/6/2009

2/7/2009

2/8/2009

2/9/2009

2/10/2009

2/11/2009

2012/2009

2/13/2009

2/14/2008

2/15/2009

2/16/2009

2M17/2009

2/18/2009

2/19/2009

2/20/2009

2/21/2009

2/22/2009

2/23/2009

5 413500 | $4.135.00 | 2/25/2009 5 79500 |5 795.00 | 2/26/2009

L)

5 4.930.00

§ 4.930.00

L)

5 4.930.00

)

2/24/2009

4.930.00

2/25/2009

2/26/2009

2/27/2009

2/28/2009

en(en(en|en|en|en|en|en|en|en|en|ea|ea|en|en|en |enfen(ea (e |ea|en|en |en(en (e (en|ea|en|en|en

Totals

5 4135.00]54.135.00 IS -~ [s BN 5 79500(5 795.00 5

4.930.00 [ $4.930.00[5 4930005

| 5 4.930.00

Notice multiple tabs on workbook.

$ 4,930.00
5 -
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Feb Summary

(Total of ALL Merchants)

A

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

Feb Summary tab.

UND EERC Merch Revenue Report
(Merchant A)

UNDCE Merch Revenue Report
(Merchant B)

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

Air Quality Biomass09
(Upay Site 1) (Upay Site 3)

Hydrogen
(Upay Site 2)

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

Cert App Others
(Upay Site 1) (Upay Site 2)
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A B | C | D | E F G | H | | J | K
: February 2009 Market,
2] Bank Bank Bank
3 Yisa/MC Deposit Date Amex Deposit Date Discover Deposit Date Echs
4 | 2112009 $ 218404 | $ 2219.04 2/3/2009|$ 3500 |$ 3416 | 2/6/2008|$ 10000 $ 10000 | 2/4/2009] $
5 | 2/2/2009) % 9,593.56 | $ 9.593.96 2/4/2009| % 3500 |§ 3416 | 2/6/2009|$ 13500 | $ 13500 | 242009 § !
6 | 2/3/2009) % 718372 |$ 7.153.72 2/5/2009] $ - $  3500|% 3500 2/6/2009)% (15
7 | 24/2009) § 752260 | $ 7,522.60 2/6/2009| % 3500 |§ 3416 | 2/9/2009| $ 275808 | $2.758.08 | 2/9/2009] §
8 | 2/5/2009) % 5,22808 | $ 3.225.08 2/9/2009| $ (3,000.00) s | 2/9/2009| $  270.00 $ f
9 | 2/6/2009) % 4,278.88 $ - $  250.00 $
10| 2/7/2009] $ 4,112.44 $ - $ 13500 | $ 655.00 | 2/10/2009] %
11| 2/8/2009] $ 3,767.92 | $ 11,244.85 2/10/2009| % 3500 |§ 8416 | 2412/2009| & - $
12 | 2/9/2009] $ 1444988 | $ 15,314.24 2/11/2009] § - $ 80000 | $ 500.00 | 2/12/2009| %
13 | 2110/2009] $ 6,75340 | $ 6,503.40 2/12/2009| § - $ 69452 | $ 69452 | 2/13/2009| % 1
14 | 2411/2009] $ 663148 | $ 663148 2/13/2009] § - $  3500|% 3500 2/17/2009] %
15| 212/2009] $ 424404 | $ 4,244.04 452 | $ 74452 | 2/18/2009] § 3
16 | 2/13/2009] % 424952 | $ 4,249.52 The totals from UND EERC Merch Rev |- 3
17 | 2142009 $ 74500 | ¢ 74580= = Report and UNDCE Merch Rev Report roll |- %
19 | 2416/2009] $ 3,11388 | $ 3,113.56 000 % 5000 219/2009] §
20 | 2/17/2009] $ 425880 |$ 4,053.80 2119/2009| $ 35 m 2/23/2009|$ 000 |$ 5000 | 220/20080 8
21| 2i18/2009| % LA08404 [ $ 408404 EIEDIQDDBMETS?$ 3416 008|$ 27000 | $ 270.00 | 2/23/2009] $
22| 219/2009|$ 4 657704 | 657704 223 $ - 8500 | $ 8500 | 2/24/2009] $
23 | 2/20/2009| % 4 472308 /Z.BW $ - N $ ;
24 | 221/2009|$ W 234356 -~ $ 55.00(% 3416 2/25/2009)|$ 35007, 105.00 | 2/24/2009) §
25 | 2/22/200 804 T 0 390 A6 071 % - |3 LA99052 ] & £50.57 {20351 &
M 4 » AUND EEERC Merch Rev Air Quality  / Hydroger / Biomass09 Yo Ui Ble= R Cert Apn

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
Rev Report tab.
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UND EERC

Merchant

Site 15

Merch Rev vs

Rev Repurts Biomass09 Pymt Gtwy

Pymt Gt'n."..rynr

2/1/2009

21272009

2/3/2008

2/4/2009

2/5/2009

2/6/2009

21772009

2/8/2008

| o | R | R | R | B | 0 | R

2/0/2009

From

Merchant
Revenue
Reports

Formula of all uPay
sites under this
merchant. In this
case, there’s only
one uPay Site.

~2715/2000 | TN

2/19/2009 | § \\
2/20/2009 | § .

22172009 | $

oF | R | R | O | O | O | 6RO | OR (O | OR | OF | O | O | OF | O | O | O | OF | O O

22/2009, | §

212372 4,930.00) { 4,930.00

4,930.00

2/24/2009 $V

2/25/2009

2i26/2009

212772009

2/28/2009

$
$
$
$
$
$
$
$

Totals

4930 00| % 4,930.00

$

,930.00

o | O | 6 | o | O | O | R | O B

From Payment Gateway
— Total of Credit Cards
and ACH Payments

YR Feh Summan

=~ _UND EEERC Merch Bev Rep

Biormass0d

Formula
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EERC

Biomass(09  Upay Revenue Report

2/1/2008

Merch Rev Rep Visa/MIC Discover AmExp Echeck Difference

2212009

2/3/2008

2/4/2009

2/5/2009

2/6/2009

272009

2/8/2009

2/9/2009

210420098

2M11/2009

2M12/2008

2M13/20098

2M14/2009

2/15/2008

Formula from
Previous
Merchant

Revenue Tab

2M16/2008

21772009

2M18/2009

2192009

i
Rl R = R Rl R el R N R A=l Ry R R =l R R = A E= = R s R R N ool R =]

-

LA |ea |ea|eh|en |eaen | en |ea o |en er e en|en ea |ea | eh en ea ea |en

Formula of
Merchant
Revenue

Report Less
Payment
Methods

2/23/2009 | 8 § 795.00 5 S
2/24/2009 | 5
2/25/2009 | § - $
2/26/2009 | 5 - pd 5
202712009 | § - 3
2/28/2009
20200 .8 Taken from uPay -
2 Revenue Reports :
Totals [ § 4.930.00 [ 5413500 [$ 795.00[5 - 18 - |8
(BSR( Feb Sl 1= ~UND-EEERC Merch-Rev-Rep— Biomass09 - ¥
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—!
Payment Gateway to General Ledger

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

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

0 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.

Header Lines Totals Errars Approval

Unit  UNDO1 JoumnallD: 0000729196 Date:  02/23/2009 *Process: | EditJournal v [ Process |

Template List  Search Criteria Errors Only Line: W

¥ Lines Customize | Find |

[select [Line  |Unit  |Account  |Fund  |Dept  |Prooram |PCBus Unit |Proiect  |AnTvpe |Amount  |Suspended line |Reference | i
1 UNDD1 452010 41000 1120 UNDO1  UNDP014331 GLE -795.00 1383 Marketplace asdfssd
2 UNDD1 452010 41000 1120 UNDO1  UNDP014331 GLE -795.00 1384 Marketplace Testor
3 UNDO1 452010 41000 1120 UNDO1  UNDPO14331 GLE -925.00 1385 Marketplace Mary
4 UNDD1 452010 41000 1120 UNDO1  UNDPO14331 GLE -925.00 1386 Marketplace Mouse
5 UNDO1 452010 41000 1120 UNDO1  UNDPO14331 GLE -795.00 1387 Marketplace Mouse
B UNDD1 452010 41000 1120 UNDO1  UNDP014331 GLE -795.00 1388 Marketplace Howser
7 UNDO1 452010 41000 1120 UNDO1  UNDPO14331 GLE -795.00 1389 Marketplace Poppins
8 UNDD1 452010 41000 1120 UNDO1  UNDPO14331 GLE 100.00 1389 Marketplace Poppins
9 UNDO1 452010 41000 1120 UNDO1  UNDPO14331 GLE 795.00 1388 Marketplace Howser
10 UNDO1 105251 41000 UNDP014331 4930.00 10 Cash - in BND

~ Totals Customize | Find | View HIII First E 101 [ Last

Total Lines Total Debits Total Credits | Journal Status | Budget Status

UNDO‘1 10 5,825.00 5,825.00 B

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

0 General Ledger:

Cash by Source (CBS) Report (source code =
MKP)

0 Bank Account:
BND Direct (current day transactions)

0 Reconciliation Spreadsheet



—!

Bank
Deposit

Bank
Deposit

Bank

Visa/MC Date Amex Date Discover Deposit

Date

Marketplace Summary

Bank
Deposit

Total

Echeck Date

Upay

Payment pifference biw Upay

CBS Diff biw CBS

Gateway and Pymnt Methods  Journals  and Pymt Gtwy

2/1/2009

Pymt Methods

2/2/2009

2/3/2009

2/4/2009

b e [en | en|en

2/5/2009

2/6/2009

2/7/2009

Formula from

2/8/2009

2/9/2009

Formula from

2/10/2009

Each MKP

2/11/2009

2012/2009

Each uPay

Merchant

2/13/2009

2/14/2008

Revenue Report

2/15/2009

Revenue

2/16/2009

2M17/2009

2/18/2009

2/19/2009

Obtained from

CBS Report

2/20/2009

Reports

2/21/2009
2/22/200),

—

2/23/208 5 4.135.00 54.135.00 $ T795.005 795.00

2/26/2009

5 4.930.00

' 4

2/24/2009

2/25/2009

4.930.00

4.930.00

K

2/26/2009

2/27/2009

>
"N\
A\

2/28/2009

y 4
y 4
V4
y

/|

N\
Totals 5413500(s54 30 N N - B #0005 950

Obtained from
BND Current
Daily
Transactions

4.930.00 [ $4.930.00[5 4930005

\
\
\
\
N\

- |s 493000 §

Formula of
All Payment
Methods

$

$ 4,930.00

Formula from
Each Merchant

Tabs Listing
Payment
Gateway




>

®)

Things to Remember!

O Site name specified will show up as the
signature line for uPay correspondence.

0 Multiple funds cannot be used for a single
uPay site.

0 Posting Script has to be on a secured server.

0 External Transaction ID is the link to your
database.

0 Complete the required forms well in advance
of creating a site.
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Questions?

O Connect ND Contact Information

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

O UND Contact Information

= NonTechnical Areas
o Lisa Heher, Assistant Controller
m Phone: 777-4131
= Email: lisaheher@mail.und.nodak.edu
o Emily Goodoien, Student Finance Accountant
m Phone: 777-2967
= Email: emilygoodoien@mail.und.nodak.edu
m Technical Areas
o Madhavi Marasinghe, Project Manager/Web Administrator
m Phone: 777-2805
. Email: mmarasinghe@undeerc.org
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