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Processing Application Fees — Credit Card Payment

Concept

Admissions uses Student Financials functionalitgrtmcess payment of application fees. On the
Application Data page you can process check, cash and credit egrdgmts. The process

allows you to enter full or partial payments aratk the current status of a payment. This lesson
covers how to process a full credit card payment.

The credit card industry has established a Pay@ard Industry Data Security Standard that
establishes common processes and precautionsrfdlimg, processing, storing and transmitting
credit card data. These standards subject the téitiyéo annual compliance reviews and
potential fines in the event of a security bredauchNet was acquired for the purpose of
providing a credit card payment solution that woelichinate the storage of credit card numbers
by the University, either electronically or in haropy form.

After you add or lookup an application, click om thpplication Data tab to open that page and
process the payment.
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Procedure

MaineStreet

'# MaineStreet

(=

Biographical Details

Academic Institution:  |msio

1 prior Application
Additional Information

Housing Interest:

Regional Application Program Data

*Application Method:

File Information

Application Data

NEW

[ Financial Aid Interest

Application Fee Information

Ccomplete [ Date: Calc. Status: Pending Calculate Application Fees
External Application Nbr: Fee Status  Pending Transaction Summary
Fee Type: standard  w Display Errors / Warnings
Fost APayment ‘ TouchMet Waive Fee

Hard Copy |

Application SchooliRecruiting [

ME@

Academic Career: Undergraduate Application Number: 00000000
Application Data
*Application Center: WQ *Admit Type: ’WQ First-Year
*Application Date: ’W [ Academic Level:
*Created On: !W@ *Notification Plan:

Transfer To; [Eoucatan

B save | [Snotify | 4 Refresn

v‘ Go

B Add

Add to Favorites

New Window | Customize Paqe | B

Bioaraphical Cetails | Regional | Application Program Cata | Application Data | Application School/Recruiting | Residency Data

& Local intranet F 100% <

Step

Action

Application fee payments are processed fromApglication Data page. If you are
processing a payment for a previously entered egiidin, review and verify
information previously entered on the page andyapiphnges if necessary. If you ar
processing a payment while adding an application, must first enter data in the
required fields in thé\pplication Data section.

You will process the payment from tig@plication Fee I nformation section of the
page. What initially appears in tkalc. Status andFee Status fields will depend on
the application status.

Click theTouchNet button to start the payment process.

[¢]

Touchhet
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'# MaineStreet

Add to Favorites

lew Window | Customize Paas | o

STEP: [-{=]-{z1

1. E-Payment Institution

VWelcome to your payment processing page. Select the employee and institution you want to process a payment
against and then click the Mext button. This will take you to the employees payment account summary page
where you will continue to enter payment infarmation before linking to the TouchMet® site for payment process

Select the student for payment processing... 0613955 O, Julie Student

Select the Institution for payment...

MNEXT>

Dione

%J Local intranst F 100% v

Step | Action

2. There are four steps in the TouchNet credit cagongmt process. During steps one

through three you will enter information that Wik sent over to thEouchNet
system in Step four.

For STEP 1, you will verify the applicant's name in tiSelect the student for
payment processing field.

In the Select the I nstitution for payment field, click on the drop-down arrow and
select the appropriate Institutiddote - If you are a campus employee, only your
Institution will appear in the listing.
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# MaimeStreet

Add to Favorites

=
New Window | Customize Page | (B

sTEP: [-{=l-{z1H1!

1. E-Payment Institution

VWelcome to your payment processing page. Select the employee and institution you want to process a payment
against and then click the Mext button. This will take you to the employees payment account summary page
where you will continue to enter payment infarmation before linking to the TouchMet® site for payment process.

Select the student for payment processing... 0513355 , Julie Student

Select the Institution for payment...

HEXT>

Done %J Local intranst F 100% -

Step | Action

3. Click theNext> button to advance {8TEP 2.
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'# MaineStreet

sTep: [{E-{=1-=1

2. E-Payment Allocation

Below is a list of items owed for Julie Student  for the institution selected. Once you have completed entering
payment information, click on the Mext button to continue your process

Total Amount Due -—------------ > £40.00 PAY ALL CLEAR Au:l

-z 50.00

Payment Amount---
Remainin g Amount -=----=--== > $40.00

Payment Insfitution

University of Maine at Farmington

Items | Owe...
Item Description Term Due Amount Payment

1 Application Fas 2008 Fall $40.00

<PREVIOUS| HEXT>

%J Local intranst F 100% -

Step

Action

For STEP 2, you will enter information about the payment amo&Vhen full
amount in thdayment Amount field.

If a partial payment was received, enter the amoer#ived in théayment field
located in thétems | Owe... section of the page.

For this example, click theay All button.

Click theNext> button to advance t8TEP 3.

NEXT=
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'# MaineStreet

Add to Favorites

-
New Window | Customize page | §, &

sTEP: []-{E-E

3. E-Payment Confirmation

The University of Maine System uses TouchNet® to process on-ine credit card or electronic check payments
Validate the information below for Julie Student and click the Previous button to make any changes. Once you
are satisfied. click the Start Payment Process button below and you will be taken to the TouchMet® site to
complete the payment process

0 Once the process begins, you must wait until the process is complete before lzaving this session. If you
lzave, your account in your Student System might not update immediately from your TouchNet®
transaction. You will receive a message when your process is complete and your account updated.

£40.00
$40.00
50.00
Selected Payments
Due Amount Payment Amount
University of Maine st Farmington Application Fee 40.00 40.00

@ Make sure you validate all the information above for Julie Student  before submitting your payment
request. Once verified. click the Start Payment Process button below

Start Payment Process
< PREVIOUS

%J Locsl intranst F100% v

Step | Action

6. For STEP 3, validate the payment amount. This is your lagtasfunity to apply a
correction before going to TouchNet's site. If aection is necessary, click the
Previous button.

For this example, click th&tart Payment Process button to advance t8TEP 4 and
go to TouchNet's sitdote: Asthe warning messagein red text indicates, after you
click the Start Payment Process button, you must compl ete the process before leaving
the session.

| Start Payment Process |
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'# MaineStreet

[E3

=] UNIVERSITY OF MAINE

LXyy On-line Payments
Gmi FARMINGTON

Please select a payment method and verify the amount

Payment Method: | Bank Account (checking/savings) v

Verify payment ameount. $ 40.00

CANCEL CONTINUE

Click here to view the University of Maine System'’s privacy policy

Dione

& Internat 0%

Step

Action

You are now aSTEP 4 in the process and ifouchNet'ssystem. Your Institution's

logo will appear in the top-left corner of the page

At this point, click on the drop-down arrow in tRayment Method field to select the

type of payment you are processing.
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[# MaineStreet —
ﬁxmf NGTON On-line Payments
Please select a payment method and verify the amount
Payment Methad Bank Account (checking/savings) |v!
Verify payment ameount. § m (checking/savings)
Click here to view the University of Maine System's privacy policy
v
& Internat HAO0% T

Step | Action

8. Click on the appropriate payment method to setect i

select it.
[Credit Card |

In this example, you are processing a credit casohent so click oCredit Card to
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'# MaineStreet

[E3

7| UNIVERSITY OF MAINE

b On-line Payments
FARMINGTON

Please select a payment method and verify the amount

Payment Metnod A

Verify payment ameount. $ 40.00

CANCEL CONTINUE

Click here to view the University of Maine System's privacy policy

& Internat HAO0% T

Step | Action

9. Verify the payment amount.

Click thecontinue button to advance to the next pag& auchNet's system.

CONTINUE
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'# MaineStreet -

=] UNIVERSITY OF MAINE

LXyy On-line Payments
Gmi FARMINGTON

Please enter your credit card information

Credit Card Type: | Visa v

Account Number. l:|
Expiration Date '
Card Verification Value: I:l What is this?
Name on Card l:l

CANCEL CONTINUE

Click here to view the University of Maine System'’s privacy policy

Dane & Internat HA00%

Step | Action

10. | On this page you will enter the required informatabout the credit card being used
for this payment.

Click on the drop-down arrow in théredit Card Typefield.
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[# MaineStreet =
ol FXW“I‘NGTON On-line Payments
Please enter your credit card information
Credit Card Type: | Visa v
A Visa
ccount Number:
Expiration Date
Card Verification Value: I:l What is this?
Name on Card l:l
Click here to view the University of Maine System's privacy palicy
v
€D Internat HAO0% T

Step

Action

11.

Visa andMasterCard are the only credit card options.

Click on the appropriate credit card to select it.
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[# MaineStreet o
UNIVERSITY OF MAINE I
{ On-line Payments
== FARMINGTON -
Please enter your credit card information
Credit Card Type:
Account Number: l:|
Expiration Date
Card Verification Value: I:l What is this?
Name on Card l:l
Click here to view the University of Maine System's privacy palicy
v
Done & Internat 00 T

Step

Action

12.

Enter the credit card account number inAteount Number field.
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[# MaineStreet o
UNIVERSITY OF MAINE I
{ On-line Payments
FARMINGTON -
Please enter your credit card information
Credit Card Type:
Account Number:
Expiration Date
Card Verification Value: I:l What is this?
Name on Card l:l
Click here to view the University of Maine System's privacy palicy
v
& Internat HAO0% T

Step | Action

13. | Enter the credit card expiration date in Ebgiration Date Fields.
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[# MaineStreet o
ﬁxmf NGTON On-line Payments

Please enter your credit card information

Credit Card Type:
Account Number:

Expiration Date

Card Verification Value: I:l What is this?
Name on Card l:l
Click here to view the University of Maine System's privacy palicy
v
& Inkernet H00%

Step

Action

14.

In theCard Verification Value field, enter the card's CVV number.

15.

Enter the card holder's name in ti@me on Card field.

Page 14 of 24
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'# MaineStreet

7| UNVERSTTY OF MAINE

; FARMINGTON

MA

Please enter your credit card information

Credit Card Type: | MasterCard »

Account Number: |5454545454545454

Expiration Date
Card Verification Value:

CANCEL

What is this?

Name on Card: |Card Holder's Name

~
On-line Payments
iz -3 B
echect
CONTINUE
Click here to view the University of Maine System's privacy policy
@
& Internat HAO0% T

Step

Action

16.

CONTINUE

When finished, click theontinue button.

Last changed on: 7/3/2008 12:28 PM
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7 B y ~
# MaineStreet W
=] UNIVERSITY OF MAINE .
' FARMINGTON Py
Please verify your payment information
Name on Card: Card Holder Name
Account Number:  xeocoocoocoxS454

Expiration Date: 1008

Amount Paying: $40.00

Date and Time: 10/23/2007 at 09:38:16 CDT

CANCEL CONTINUE
Click here to view the University of Maine System's privacy policy
v
& Internat HA00%

Step | Action

17. | At this point, verify that the information on thage is correct.

Click thecontinue button.

CONTINUE
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[E3

'# MaineStreet

=] UNIVERSITY OF MAINE

On-line Payments
FARMINGTON

Please click here to complete the payment process
Name on Card:  Card Haolder Name
Account Number: ocoocooooex5454
Expiration Date: 1008
Amount Paid: 54000
Date and Time: 10/23/2007 at 08:38:23 COT
Reference Number:  20071023000000
External Transaction ID: TPSFT0206199553
System Tracking ID: 928

Click here to complete the pavment process

Dane & Internat 0%

Step | Action

18. | The page displays information about the paymentthed ouchNeReference
Number, External Transaction ID andSystem Tracking I D. These identifiers will be
sent back to PeopleSoft and can be used for trgakid/or reporting purposes.

Click theClick here to complete the payment procedink.

[Click here to complete the pavment process |
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'# MaineStreet

Add to Favorites

Search:

& | 4. E-Payment Applyving Payments
[ My Favorites
E gs;}’gzt‘y’;f TSRS Your payments are being applied and could take a few seconds. Please wait!
> Campus Coemmunity
> Student Recruiting
[ Student Admissions
[» Records and Enraliment
(> Curriculum Management
[ Student Financials
[> Set Up SACR
> Reporting Teals
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Applying your payments ...

Dione

% Local intranst F 100% -

Step | Action

19. | This page informs you the payment is being appleseries of blue dots will appea
to indicate the process is running.
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Add to Favorites

Search: New Window | Help | &,
|:||> 1y Favorites Maintain Applications
[ University of Maine Systems Enter any infermation vou have and click Search. Leave fields blank for a list of all values.
[> Self Service
[ Campus Community Find an Existing Value
> Student Recruiting
= Student Admissions
I» Application Entry Application Nbr: begins with vH]DXXXXX Q
<7 Application Maintenance D: begins with » |DE‘19955 Q
— Maintain Applications )
 Proaram m Academic Institution: = v UMS02 Q
— Action/Reason Entry Academic Career: begins with v [UGRD Q
— AddiUpdate 3 Person
[> 4pplication Evaluation Application Program Nbr:| = v| [ 0
1> Processing Applications Academic Program: begins with |+ | Q
[ Application Delete
1> Applicant Summaries Admit Term: begins with |« | Q
I3 C's and Event Application Center: begins with | | Q
Summaries - -
I> Extenal Org Summaries Campus ID: begins with | |
I> Application Fees and Mational ID: begins with |||
Ceposits
[ Enroliment Targets Last Name: begins with ||
L E;‘:EFQSLE’QSTSWE First Name: begins with |+
> Application/Transcript Include History [] Correct History []Case Sensitive
Loads
[ OUAC
I Reports Search | Clear | Basic Search [ Save Search Criteria
[» Records and Enraliment
[ Curriculum Management
[> Student Financials
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary
< | >
%J Local intranst F100% v

Step | Action

20. | When the process completes, you will be taken tipl&Soft'sMaintain Application
page. The applicant's application number, ID, Aaaiddnstitution and Career will
enter be default on the page.

Click the Search button to open thApplication Program Data page.
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[+ My Favorites
> University of Maine Systems
[- Self Service
> Campus Coemmunity
> Student Recruiting
= Student Admissions
[> Application Entry
 Application Maintenance
- Erogram Addition
- Action/Reason Entry
— Add/Update a Person
> Application Evaluation
> Processing Applicati

Appl n Program Data | Applicat

n Data

Cred Payment
Academic Institution:  University of Maine Farmington

Academic Career:

Undergraduate

Program Humber: 0
*Admit Term: 910 Q
Academic Program: [CAS Q. CAS

Full-Time |+

2008 Fall

K Load:

[ Application Delete
[ Applicant Summaries
[» 3 C's and Event
summaries
> External Org Summaries
> Application Fees and
Ceposits
> Enrollment Targets
[» External Test Score
Processing
> Application/Transcript
Loads
[ QUAC
> Reports
[» Records and Enraliment
[ Curriculum Management
[- Student Financials
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

[] Joint Program

Status: Applicant
“Program Action:  |APFL Q@ Application

Application SchooliRecruiting

Program Status

Add to Favorites

Sign out

New Window | Help | Customize Page | &

Application S

dent Response

0619955
Application Humber:

00381560
Career Number:

Al First 1 10f 1 LM Last
“Effective Date: 10/23/2007 [ HE
Effective Sequence: 1 &5 @

Expected Graduation Term: Q

UMF Q UMF

*Campus:

Action Date: 10i23/2007
Action Reason: Q
Evaluation

ARH-MIN Q. ArtHistory

First = 1 of 1

First [

| Last

10f1

Transfer To: | Education ~

2 SEVEl L\ Return to Search | [=] Notify | s Refresh | FupdateDisplay | JF Include Histo [B# Correct History
pplication Program Data | Application Data | Application School/Recruiting | Application Student Response

%J Local intranst F 100% -

Step | Action

21.

Click theApplication Data tab.
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[ My Favorites
> University of Maine Systems
[- Self Service
> Campus Coemmunity
> Student Recruiting
= Student Admissions
[> Application Entry
 Application Maintenance
ition
r/Reason Entry
Add/Update a Person
> Application Evaluation
[> Processing Applications
[ Application Delete
[ Applicant Summaries
[» 3 C's and Event
summaries
> External Org Summaries
> Application Fees and
Ceposits
> Enrollment Targets
[» External Test Score
Processing
> Application/Transcript
Loads
[ OUAC
> Reports
[» Records and Enraliment
[ Curriculum Management
[- Student Financials
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Application Program Data

Cred Payment
Academic Institution:
Academic Career:

*Application Center:
*Application Date:

“Created On:

Additional Information

Housing Interest:

University of Maine Farmingtan
Undergraduate

Application Data

UGRD Q. UgrdAppCen "Admit Type:
10232007 [
10232007 [

[CIprior Application

Add to Favorites

New Window | Help | Customize Page | o

Application Data | Application SchooliRecruiting | Application Student Response

osigess (i)
MEHE

Application Humber: 00381560

PR |Q

First-Year
Academic Level:
“Notification Plan:

*Application Method:

[IFinancial Aid Interest

File Information
Complete [] Date:

External Application Nbr:

Application Fee Information

Calculate Application Fees

Transaclion Summary

El
I

Calc. Status:  Calculated
Fee Status  Received

Fee Type: | standard

| Waive Fee

Display Errors / Wamings

Transfer To: ‘ Education

v‘ Go

& save ‘ E\Return to Search ‘ [=] Notify | 4 Refresh |

FUpdateiDisplay | 5 [ Correct History

Application Program Data | Application Data | Application School/Recruiting | Application Student Response

%J Local intranst F 100% -

Step | Action

22.

Since the app fee payment was paid in full,Rost A Paymentbutton and the

TouchNet buttons are grayed-out. Thi¢aive Fee button remains active in case the
fee needs to be waived at a future date.

Click theTransaction Summary link to review summary information about the
transaction.

[Transaction Summary |
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[+ My Favorites
> University of Maine Systems
[- Self Service
> Campus Coemmunity
> Student Recruiting
= Student Admissions
[> Application Entry
 Application Maintenance
- Erogram Addition
- Action/Reason Entry
— Add/Update a Person
> Application Evaluation
[> Processing Applications
[ Application Delete
[ Applicant Summaries
[» 3 C's and Event
summaries
> External Org Summaries
> Application Fees and
Ceposits
> Enrollment Targets
[» External Test Score
Processing
> Application/Transcript
Loads
[ OUAC
> Reports
[» Records and Enraliment
[ Curriculum Management
[- Student Financials
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Application Data

Add to Favorites

New Window | Help | Customize Page | B

Application Items

1D: 0619955 Application Number:
Application Fee Date: 10/23/2007 Fee Amount:
Status: Received Fee Paid:

Customize | Find

Short

Hem Description Account Humber

Application Fee
Payment by Credit Card Online

ADM_FEEDD1
ADW_FEED01

2008 Fall
2008 Fall

2008 Fall
2008 Fall

00381560
40.00 UsSD
40.00 USD

First E 1-20f2 m Last

4000 USD
-40.00 USD  Show Tender Details

Return

%J Local intranst F 100% -

Step | Action

23.

Click on theShow Tender Detaildink.

Show Tender Details|

Note that theStatus showsReceived, the fee amount was paid in full and tiem
Description of Payment Credit Card Online.

Page 22 of 24

Last changed on: 7/3/2008 12:28 PM




MaineStreet

Process Document

Processing Application Fees — Credit Card Payment

[+ My Favorites
> University of Maine Systems
[- Self Service
> Campus Coemmunity
> Student Recruiting
= Student Admissions
[> Application Entry
 Application Maintenance
— Maintain Applications
- Brogram on
- Action/Reason Entry
— Add/Update a Person
> Application Evaluation
[> Processing Applications
[ Application Delete
[ Applicant Summaries
[» 3 C's and Event
summaries
[> External Org Summaries
> Application Fees and
Ceposits
> Enrollment Targets
[» External Test Score
Processing
> Application/Transcript
Loads
[ OUAC
> Reports
[» Records and Enraliment
[ Curriculum Management
[- Student Financials
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Application Items

Add to Favorites

New Window | Help | Customize Page | B

Tender Details

Tender Category:

Check Number:

Federal Reserve Bank ID:

Bank Account Type:

Account Number:

Bank Account Holder Name:

Credit Card Type: IMastercard
Credit Card Humber:

Credit Card Holder:

Credit Card Issuer:

Expiration Date:

Third Party Check Name:

Reference Number: TPSFT0208199553

Bank Tracer Number:

Return

Dione

%J Local intranst F 100% -

Step | Action

24. | TheTender Detailspage shows the type of Credit Card used to makedlgment

and theTouchNet Reference Number for the payment.

Click theReturn button to return to th€ransaction Summary page.
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# MaimeStreet

Add to Favorites Sign out

New Window | Help | Customize Page | B

Search:

@

[ My Favorites Application Data

> University of Maine Systems " N

[» Self Service Application Items

> Campus Coemmunity
= Student Admissions

<7 Application Maintenance
— Maintain Applic

- Action/Reason Entry
— Add/Update a Person
> Application Evaluation

I> Pracessing Applications Application Fee

[ Student Recruiting ID: 0619955 Application Number: 00381580
[> Application Entry Application Fee Date: 10/23/2007

Status: Received

40.00 UsSD
40.00 USD

First 8] 12 of 2 L2/ Last

4000 USD
-40.00 USD  Show Tender Details

[ Application Delete Payment by Credit Card Online
[ Applicant Summaries
[» 3 C's and Event Return

Summaries

> External Org Summaries

> Application Fees and
Ceposits

> Enrollment Targets

[» External Test Score
Processing

> Application/Transcript
Loads

[ QUAC

> Reports

[» Records and Enraliment

[ Curriculum Management

[- Student Financials

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

%J Local intranst F 100% -

Step | Action

25. | Click theReturn link.

26. | End of Procedure.
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