QR Code Creation For
Credit Card Use
&
NelNet Overview
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Presenter Notes
Presentation Notes
THIS RECORDING IS CUSTOM QR CODE CREATION  FOR CREDIT CARD USE & 
NELNET OVERVIEW



An Online Payment Portal can be
setup for each Extension Office

NelNet is a live online payment (credit card) processor
Functions similarly to PayPal, Apple Pay, Google Pay, etc

Each county office has been set up with a Bank of America
merchant account by the Treasurer’s Office

Bank of America typically charges a transaction fee, between 2.5-3%

Credit card payments can be used for program fees, publications,
registrations, and testing fees

There is a generic set up for all county offices —created through this URL
go.osu.edu/countyextensionpayment

Or you can create custom QR codes for products & services, for the ease of
identify educator dollars

THE OHIO STATE UNIVERSITY

EXTENSION OPERATIONS
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@ OHIO STATE UNIVERSITY EXTENSION

Online Payment Portal

Required fields are marked with an *

Payment Amount

Account: OSU Extension - Perry County

Customer First Name*: ‘

Customer Last Name™ ‘

This is what Jesse Buxton has set up for all
county offices -created through a URL

ltems/Services™

go.osu.edu/countyextensionpayment

Additional Comments:

Payment Amount*: ‘

Total Amount: ‘ 0.00

Payment Method™: ‘ Credit Card

Card transactions for The Ohio State University are processed by Nelnet Campus Commerce, USA.
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Presenter Notes
Presentation Notes
THIS IS A GENERIC VIEW THAT HAS ALREADY BEEN SET UP FOR EACH COUNTY. THE CUSTOMER TYPES IN THE PAYMENT LINK SHOWN HERE AND THE PAYMENT PORTAL WILL APPEAR ON THEIR DEVICE. . THE CUSTOMER CAN TYPE IN THEIR INFORMATION, WHAT PRODUCT OR SERVICE AND THE AMOUNT BEING PAID. WHEN THEY CLICK CONTINUE IT WILL ASK FOR THEIR CARD INFORMATION.

TO SIMPLIFY THIS PROCESS FOR THE CUSTOMER YOU CAN CUSTOMIZE THE CREDIT CARD PAYMENT PROCESS BY USING “QR” CODES THAT CAN BE  CREATED FOR EACH PRODUCT OR SERVICE

TO GET THE PROCESS STARTED CONTACT JESSE BUXTON @ BUXTON.26@OSU.EDU, HE WILL EMAIL  YOUR COUNTY URL BUILDER.



E OHIO STATE UNIVERSITY EXTENSION

First request a “URL Builder” from Jessie Buxton. Once you
receive the link and open it, it will look like this.
We have created this one for the sale of 4H Project Books

THE OHIO STATE UNIVERSITY
COLLEGE OF FOOD, AGRICULTURAL,
AND ENVIRONMENTAL SCIENCES
Perry NelNet URL Builder

Item(s)/Service(s) 4H Project Book
4
First Name
Last Name
Once you enter the product information click on the T
red “BUILD URL’ button. The program will then CommRas
create a link that will appear in the blue box. p— .
Copy and paste the entire link.
Contact Email goodrich.133@osu.edu

Build URL

https://quikpayasp.com/osu/commerce_manager/payer.do?orderType=CFAES_Extension_Perry&userChoice20=4H%20Project%20Book&amount=800&
userChoice25=goodrich.133%400su.edu
Click here fo pay online
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Presenter Notes
Presentation Notes
The next few slides will show you how you can create custom QR codes for the products or services in your office
The ease for the customer is for them to simply scan the QR code  click the link and the information pre populates  for them
The only  information they will need to enter on their device is their card information

NOW THAT YOU HAVE YOUR BUILDER YOU CAN TYPE IN THE PRODUCT/SERVICES FOR EACH ITEM. THIS SLIDE SHOWS 4H PROJECT BOOKS, THE PRICE, AND WHAT EMAIL ADDRESS THE RECIEPT WILL BE SENT TO.

ONCE YOU HAVE ENTERED THE INFORMATION CLICK THE RED BUILD BUTTON AND IN THE BLUE THE PAYMENT LINK APPEARS. ��COPY THAT LINK



@ OHIO STATE UNIVERSITY EXTENSION

For the QR Code process, utilize the go.osu.edu site:

g 0.0SU .ed u THE OHIO STATE UNIVERSITY

Create short web links for the Ohio State community.

To use go.osu.edu you must have an Ohio State Name.#.

To customize the portal you can create individual “QR” codes.

i THE OHIO STATE UNIVERSITY Extension Operations
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Presentation Notes
OPEN UP A NEW WINDOW AND TYPE “GO.OSU.EDU” AND LOGIN IN WITH YOUR OSU CREDENTIALS



@ OHIO STATE UNIVERSITY EXTENSION

Open up a new window and type Go.osu.edu and click
“Login now”. You will now be in the “Create” screen

1. Copy the URL that was built in blue box and paste it in the
“Link to shorten field” below.
2. In the “Alias” field identify the product/service item
Click “Save link™ button.
4. Once you have saved, under the “Manage” column
to the far right click the “EDIT”

¥

go.osu.ed u Logged in as Debby Links Groups Logout

Create

Link to shorten

ze_manager/payer.do?orderType=CFAES_Extension_Perry&userChoice20=4H%20Project%20Book&amount=800&userChoice25=goodrich.133%400s5u.edu

Alias(es) v Advanced Options

go.osu.edu/

Manage

4Hprojectbooks

Search

Link Clicks

Allas(es) Creation Date v Admin Manage

5/1/2023

principalsparenting https://quikpayasp.com/ goodrich133@osu.edu Edit
osu/commerce_manag

er/payerdo?orderType=

CFAES_Extension_Perr

y&userChoice20=Princi

pals%200f%20Parentin

g&userChoice21=Cour

t%200rdered%20parent

ing%2Qclass&amount=2
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Presentation Notes
YOU WILL PASTE THE LINK THAT YOU COPIED INTO THE “LINK TO SHORTEN FIELD”

DROP DOWN TO THE “ALIAS FIELD” AND NAME IT, USING NO SPACES. AND CLICK SAVE

WHAT YOU HAVE CREATED WILL APPEAR IN THE BOX BELOW IN RED, 
TO CREATE THE CODE CLICK ON THE EDIT BUTTON ON THE FAR RIGHT



go.osu.edu

Edit Link

Link to shorten

Logged in as Debby Links

Groups Logout

https://quikpayasp.com/osu/commerce_manager/payer.do?orderType=CFAES_Extension_Perry&userChoice20=4H%20Project%20Bock&amount=8008&use

Alias{es)
go.osu.edu/ | 4hprojectbooks

Add alias(es)

The program has now
created a QR code for
the product/service. Click
on the “QR Code in the
red.

QR
Code

Should anyone else be able to manage this?

Users Groups
goodrich133@osu.edu b’ Add groups
Add users

Expiration Date (optional)

Add campaign information to Link? (optional)

Campaign Name

A\ Advanced Options

The name of your marketing initiative. Read tagging guidelines for

campaign names.

Medium Code

THE OHIO STATE UNIVERSITY

The program creates the QR code as a PNG file and you
can “right” click and save the image to your desktop.

Extension Operations
March 2023


Presenter Notes
Presentation Notes
IN THE MIDDLE OF THE PAGE CLICK “QR CODE” IT WILL GENERATE YOUR QR CODE AS A .PNG file FOR THE PRODUCT

RIGHT CLICK COPY & PASTE THE CODE ONTO A DOCUMENT ON YOUR DESKTOP AND RENAME THE .PNG FILE SO YOU KNOW WHAT PRODUCT  THIS QR CODE REPRESENTS





OHIO STATE UNIVERSITY EXTENSION

THE OHIO STATE UNIVERSITY
Once you have saved the “QR” code to your desktop you can EXTENSION

create a document to print for those items. The laminated document
Please scan appropriate QR code below

to the right is what we have created in our office for easy credit
card/cell phone payment use. The customer does not have to type

in the “https/payment address they simply scan the appropriate SOIL KITS
“QR code” and the correct payment window appears on their $9.00
device.

FARM ACCT
BOOKS
$7.75

ServSafe
Class $140.00
Online $150.00

THANK YOU FOR CHOOSING OSU EXTENSION XXXXX COUNTY!

CFAES provides research and related educational programs to clientele on a nondiscriminatory basis
For more information; http://go.osu.edu/cfaesdiversity

March 2023
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Presenter Notes
Presentation Notes
After you have created QR’s for the items you are allowing the customer to pay by card with. Create some type of document with the QRs labeled as to what they are. Customer simply hovers over the code and hits the site and it pre populations everything for them.



) OHIO STATE UNIVERSITY EXTENSION

Here are three examples of what
appears on the customers device for
easy payment. The product/service
Pre-populates and the dollar amount of
each item. For the 4H project book
purchase | would advise the customer to
type the Club name in the “Additional
Comment Field:

Orl1line Payment Portal

Required fields are marked with an *

8:30 ol T -

6Cr.1mli"ﬁe Payment Portal

Required fields are marked with an *

Payment Amount Payment Amount

Account: Account:

OSU Extension - Perry County OSU Extension - Perry County

Customer First Name*: Customer First Name*:

al T -

x } (

Customer Last Name*: Customer Last Name*:

\. ) [

Items/Services™: Items/Services":

ServSafe Manager Training EamivAceouit Books

I !

Additional Comments:

Additional Comments:

Class $140 Online $150

t

Payment Amount*:

‘4 14000 ===

Payment Amount*:

|7‘5°-_

8:29 al T -

Online Payment Portal

Required fields are marked with an *

Payment Amount

Account:

OSU Extension - Perry County

Customer First Name™:
Customer Last Name*:

Items/Services*:

Soil Kits.

I

Additional Comments:

Payment Amount®:

& quikpayasp.com ——n

& quikpayasp.com

| 900 et

& quikpayasp.com

Extension Operations
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Presenter Notes
Presentation Notes
HERE ARE THREE DIFFERENT PRE-POPULATED VIEWS OF WHAT THE CUSTOMER SEES ON THEIR DEVICE
WHEN THEY CLICK ON THE CONTINUE BUTTON IT WILL ASK THEM TO ENTER THEIR CARD INFORMATION AND SUBMIT


@ OHIO STATE UNIVERSITY EXTENSION

ample of email confirmation
after the payment.

Credit Card Payment Accepted

o DoMNotReply@pay.osu.edu
To Illiiillililllllllll

Cc @ Goodrich, Debby
@ Follow up. Start by Monday, May 8, 2023, Due by Monday, May 8, 2023,

Dear

Your credit card payment waz approved on 05/08/2023 at 09:53 AM.
Confirmation Mumber: 1000491365
Payment Description: O30 Extension - Perry County

Certificate

Pavment Amount: £50.00

If you have any gquestions about your payment, please contact goodrich.l133dosu.edu.

Regards,

The Chio State University

PLEASE NOTE: Thi= message was automatically generated. Please do not respond to thiz email
for responses.

Extension Operations
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Presenter Notes
Presentation Notes
ONCE THE  “SUBMIT BUTTON” IS HIT ,THE PERSON DESIGNATED TO RECEIVE THE RECEIPT WILL GET AN  EMAIL STATING  THE PAYMENT HAS BEEN ACCEPTED OR DECLINED.

YOU HAVE CREATED THE CUTOMERS SIDE OF THE SALE! �THE CONFIRMATION EMAIL STARTS THE PROCESS OF THE ACCOUNTS RECEIVABLE SIDE, AND WHAT YOU AS A FINACIAL
PERSON WILL SEE TO RECONCILE YOUR COUNTY FUNDS.



OHIO STATE UNIVERSITY EXTENSIO

*  You will receive a monthly statement via email of
your credit card payment transactions

When you receive the email the password to open
the statement is 4320

Total amount o

transactions

Summary of each

individual
transaction ==

®

fiserv. |

. PO Box 2394, Omaha, NE 68103-2394

'YOUR CARD PROCESSING STATEMENT

THE OHIO STATE UNIVERSIT Page 10f 4 THIS IS NOT A BILL
CAROLE FALLON

Statement Period ___03/01/22 - 03/31/22
1590 N HIGH ST STE 400 Merchant Number 372105506888

SR LI LY Customer Service Website - www.businesstrack.com

Phone - 1-833-692-5687

SUMMARY
Page 1 Total Amount Submitted $702.50
Page 2 Chargebacks/Reversals 0.00
Page 2 Adjustments

Page 2 Fees Charged

Total Amount Funded to Your Bank

IMPORTANT INFORMATION ABOUT YOUR ACCOUNT

IMPORTANT INFORMATION: Recently, the Card Brand & Debit Network O izati several and

program & rate changes. You can see a summary of these changes in the enclosed “Summary of Spring 2022 Card Brand & Debit
Network Organization Changes". Please also refer to the following in the section on www. com
for updated Card Brand & Debit Network Organlzauon information that will be applled to your account as of April 2022.

*"Interchange Rate/Fee Schedule" describes the fees and for Visa, and Discover card
transactions.

* "Interchange Qualification Matrix" provides a description of the various interchange levels established by the various payment card
brands, as well as the primary qualification criteria for each interchange level, and similar information related to Debit networks.

* "Card Organization Pass Through Fee Schedule" provides information about fees charged by the Card Organizations that are passed
on to your account.

* "Summary of Spring 2022 Card Brand & Debit Network Organization Changes" provides a summary of the recently announced
changes (also enclosed in this statement).

Please note, to access these documents and other valuable information, you will need to register and/or log into
www.businesstrack.com. To register, you will need your Merchant Identification Number, Tax ID and your business checking account
number. If you have trouble finding the referenced documents once logged into the site, please contact the customer service phone
number listed on this statement to request a copy.

PO Box 2394, Omaha, NE 681032304

Chargebacks/ Amount

Reversals Adjustments. Fees Processed

0.00 0.00 0.00 -$0.42 -$0.42
$582.50 0.00 0.00 0.00 — $582.50
$60.00 0.00 0.00 0.00 $60.00
$60.00 0.00 0.00 0.00 60.00
$702.50 0.00 0.00 $0.42 $702.08

THE OHIO STATE UNIVERSITY
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Presenter Notes
Presentation Notes
AT THE CLOSING OF EACH MONTH, YOU WILL RECEIVE A STATEMENT FROM BANK OF AMERICA THAT SHOWS WHAT PAYMENT AMOUNTS WILL BE CREDITED AND THE FEES DEBITED TO YOUR COUNTY FD111 FUND. YOU WILL RECEIVE THIS STATEMENT VIA EMAIL , A PASSWORD IS REQUIRED TO OPEN IT, THE PASSWORD ID IS “43201” 

THE 1ST PAGE SHOWS THE TOTAL AMOUNT OF TRANSACTIONS AND SUMMARY OF EACH INDIVIDUAL TRANSACTION.
THE VIEW OF THIS STATEMENT MAY CHANGE DUE TO THE PNC BANK BECOMING THE CREDIT ACQUIRING SPONSOR FOR OUR MERCHANT ACCOUNT WHICH PRESENTLY IS BANK OF AMERICA.



OHIO STATE UNIVERSITY EXTENSION

. 2 nd Page Of th e statement YOUR CARD PROCESSING STATEMENT

Merchant Number 372105506888 Page 2 of 4 _
Customer Service Website - www.businesstrack.com b tReed T @

Phone - 1-833-692-5687

SUMMARY BY CARD TYPE B

Total Gross Sales You Submitted Total Amount You Submitted

Ay

Card Type g
Mastercard $60.00 1 $60.00 $60.00
VISA $321.25 2 $642.50 $642.50
Total 3 $702.50 $702.50

AMOUNTS SUBMITTED BY BATCH

Date Batch
Submitted Submitted MASTERCARD
03/11/22 034802110046 0.00
03/24/22 034802240047 $60.00
03/25/22 034802250048 0.00

Sub Totals $60.00

Items Amount Amount

Summary of what
type of card was
used

Transactions that are challenged or disputed by a cardholder or card-issuing bank.

Card Number
Reference No. Description (Last 4 Digits)

No Chargebacks/Reversals for this Statement Period

Total n.u@
VAN IUE T[SV FS|  The amounts credited to, or deducted from, your account to resolve processing and billing discrepancies.

Date Description

No Adjustments for this Statement Period

Total

Amount charged to authorize, d setle card ions, along with d and/or fixed amounts charged for specific card
SR EGIEo] processing services.

Date Description Total

03/02/22 VI-CPS/RETAIL2(EMERG MKTS)(DB) -$0.31
03/02/22 VISA ASSESSMENT FEE DB .001300  TIMES $25.00

03/02/22 VISA NETWORK FEE CNP 2-10

03/02/22 VISA AUTH FEE 1 TRANSACTIONS AT .020000

03/02/22 FEE VI NTWK ACQ PROC FEE US DB/PP 1TRANSACTIONS AT 015500

Total Interchange Charges

Break down of
fees

Total Fees

Total (Service Charges, Interchange Charges, and Fees)

PO Box 2394, Omaha, NE 681032394

N
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Presenter Notes
Presentation Notes
2ND PAGE IS SUMMARY OF WHAT TYPE OF CARD WAS USED AND A BREAK DOWN OF THE FEES

THE AMOUNTS WILL MATCH UP WITH THE DOLLARS  DEBITED AND CREDITED IN YOUR FD111 FUND


OHIO STATE UNIVERSITY EXTENSION

After you receive your monthly statement, you can then go to the NelNet reporting site
and pull a payment report for the month you need, selecting the “Select Criteria” button

NelNet Reporting Site
https://quikpayasp.com/osu/commerce manager/csr.do

“ THE OHIO STATE UNIVERSITY
8

Message Board

Payment Reports

i Payment Past 30 days as of May 22, 2023 01:19 PM

Reports Summary ( Edit Date Range )

Reconcile

Find Tranisactio PAYMENT TYPE PERCENTAGE TOTAL DOLLARAMOUNT

M Credit Card - Approved 100.00% 2 $200.00

Click

“Reports Summary”
then
“Select Criteria”

L TN scectcrieria |

March 2023
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Presenter Notes
Presentation Notes
THE NELNET SITE IS A “REAL TIME”  CREDIT CARD TRANSACTION SITE. YOU HAVE THE ABILITY TO VIEW THE CC TRANSACTION IMMEDIATLEY .  AT THE END OF THE MONTH
MATCH THE TRANSACTIONS FROM THE MONTHLY  STATEMENT TO THE REPORT YOU CAN PULL FROM THE REPORTS SUMMARY SCREEN  IN NELNET

THIS SYSTEM ALLOWS YOU TO  CALCULATE THE DOLLARS THAT HAVE BEEN CREDITED TO YOUR FD111 FUND AND WITH THIS REPORT YOU CAN CALCULATE THE TOTALS THAT 
NEED TO HAVE  PG NUMBERS ASSIGNED TO THEM FOR EDUCATORS TO SEE THE FUNDS THEY HAVE.

TO DO THIS YOU WILL CLICK ON THE REPORTS SUMMARY  FIELD, AND CLICK THE SELECT CRITERIA




https://quikpayasp.com/osu/commerce_manager/csr.do

@ OHIO STATE UNIVERSITY EXTENSION

Payment Report Criteria

Message Board

After you select the “Select Criteria” button

you will choose the month/day that you need,

then you will need to click on the box “Select
Credit Card Options” in order to run the

report

Edit My Profile. G Back
Reports Summany Time Options @ ~
Find Transaction
(@ Calendar Day Business Day
By Day
Date: ‘ =
(MKUBDA Y
(@ By Month
Manth ‘ 0372022 ]
(NPT
By Time Period @
Format | MMDDAYYY v |
From Dete | =
{MM/DDAYYY)
To Date: | =
MM/DDAYYY)
€ Attention! Cne processor must be selected to run report ]
[7] Select Credit Card Options @ v
itional Criteria ~
Please expand Additionsl Criteria seclion if you wish to view and or

fault all parameters except insctive processors are chedked in this section

the selections.

One processor must be selected!

THE OHIO STATE UNIVERSITY

Select Credit Card Options @

Card Type: B American Express [ china Union Pay M china Unionpay M Diners Club
Discover Jeb IMastercard Viss

Payment Approved Rejected
Ermror Unknown Reversed
Expired_card

Refund Approved Rejected
Emor Unknown Reversed
Expired_card Chargeback Reversed_chargebacds

PAYMENT PROCESSORS Al Mone ORDERS

CFAES Extension Perry CC

Additional Criteria

By default all parameters except inactive processors are chedked in this section. Please expand A

edit the selections.

CFAES_Extensicn_Pemy - Commerce Manager Pg

iteria secticn if you wish to view and or

Extension Operations
March 2023
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Presentation Notes
CHOOSE THE MONTH/DAY THAT YOU WANT TO REVIEW OR RECONCILE, CLICK ON THE “SELECT CREDIT CARD OPTIONS”, LEAVE ALL HIGHLIGHTED IN GREEN
TO CAPTURE ALL TYPES OF TRANSACTIONS. CLICK THE “RUN REPORT” AT THE BOTTOM OF THE SCREEN



OHIO STATE UNIVERSITY EXTENSIO

Payment Report Summary

Report Criteria [flExcel & Print @ Retumn to Reports Home (@ Back

CALENDAR_DAY

Mar 01, 2022 12:00 AM - Apr 01, 2022 12:00 AM Click on
Totals for all Processors Ve Fremeres “View All Processor Details”

APPROVED/

COMPLETED /

POSTED/

H.O.C. TOTAL RETURNED TOTAL UNSUCCESSFUL TOTAL
3 5702.50 0 50.00 0 $0.00

Totals by Processor Type

Credit Card Fayments View Credit Card Details —
Approved: £702.50 RejectediError: £0.00 Unknown: £0.00 v
3 transactions 0 transactions 0 transactions 1‘ypes
eChedk Payments View eChedk Details — of
Posted: 50.00 Returned: $0.00 Cancelled: 50.00 N.0.C.: 50.00 v
0 transactions 0 transactions 0 transactions 0 transactions F
Wire Transfer Payments Vigw Wire Transter Details —
Completed: £0.00 Pending: $0.00 Cancelled/Expired: $0.00 v
0 transactions 0 transactions 0 transactions

Message Board payment Report Details & Frint  [# Edit Criteria Q) Return to Reports Home ) Back
Edit My Profile m Excel Basic - Downloada report that contains columns displayed on cument 2.
Reports Summary [f) Excel Detail - Download a report that contains more columnsidetails.
) ) Transactions Per Page: ‘Configure Table Options
Find T
| 100 v

2 3 (= - H B2 —_—
C|'c k o n th e Excel .eta{ll to Confirm Humber Date (EDT} Amount Payment Method Account Humber Account Actual Payer
1000188491 03/0%/22 04:31 PM  3582.50 VISA ‘05U Extension - Pemry County  Commerce Manager Payer
show all customer and

1000184827 03/23/22 09:34 AM $80.00 MASTERCARD ‘05U Extension - Pemry County Commerce Manager Payer

P-I?Od’l.l CE Pu‘r:c h’me in%rm&tign 1000195897 03/24/22 11:20 AM $80.00 VISA ‘05U Extension - Pemry County  Commerce Manager Payer

Showing 1-3 of 3

@« »ow

Page 1 of 1

March 2023
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Presenter Notes
Presentation Notes
THE PAYMENT REPORT SUMMARY SCREEN WILL SHOW TOTALS FOR ALL PROCESSORS. THIS IS SHOWING 3. CLICK THE “VIEW ALL PROCESSORS DETAILS
AND IT WILL SHOW THE 3 TRANSACTIONS . YOU CAN GET A MORE DETAILED REPORT OF EACH TRANSACTION BY CLICKING ON THE “EXCEL DETAIL”
LINE


@ OHIO STATE UNIVERSITY EXTENSION

Excel Detail Report Scroll over to Column AF to get customer name and Bl for memo
Transaction Transaction Account Transaction Date Transaction Effective Transaction Transaction Result
Transaction Id Total Amount  Type (EDT) Date Description Date (EDT)
OSU Extension -
1000188491 $582.50 VISA 3/9/2022 16:31 3/10/2022 Perry County 3/10/2022 16:12
OSU Extension -
1000194927 $60.00 MASTERCARD 3/23/2022 9:34 3/23/2022 Perry County 3/23/2022 16:17
OSU Extension -
1000195897 $60.00 VISA 3/24/2022 11:20 3/24/2022 Perry County 3/24/2022 16:15
Refu nds IMessage Board Payment Report Details & Frint  [# Edit Criteria D) Return to Reports Home (@ Back
Edit My Frofil= mEXCE| Basic - Download a report that contains columns displayed on cument page.
Click on the correct confirmation R DI ESt et et et = et e
Find Transaction ransacions er Mage: [# configure Table Opticns
number that you want to refund 100 -
. . Confirm Number Date (EDT) Amount Payment Method Account Number Account Actual Payer
ar].d a” the CUStomers Informatlon 1000188491 03/0%/22 04:31 PM  3582.50 VISA ‘05U Extension - Pemry County  Commerce Manager Payer
WIII be dlsplayed- Scro” to the 1000184827 03/23/22 09:34 AM $80.00 MASTERCARD ‘05U Extension - Pemry County Commerce Manager Payer
bottom of the Page and click the e 1000195897 03/24/22 11:20 AM 560.00 VISA OSU Extensicn - Pemy County  Commerce Manager Payer
refund button.The amount will be Shwii-m
credited back to the credit card. Page 1 011
d

Processor: CFAES Extension Perry CC

Origination On-line transaction

m Chargeback

March 2023
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Presenter Notes
Presentation Notes
THE EXCEL DETAIL REPORT SHOWS ALL OF THE PERSONAL INFORMATION ON THE CUSTOMER. FOR SECURITY REASONS WE CAN’T SHOW
YOU THAT INFORMATION.  BUT YOU CAN SCROLL OVER TO THE RIGHT ON THE  EXCEL FILE AND REVIEW THE CUSTOMERS TRANSACTION
IF  YOU NEED TO REFUND A TRANSACTION BACK TO THE CARD, YOU CAN RUN THE SAME REPORT, AND  ON THE PAYMENT REPORTS DETAILED VIEW CLICK ON THE CORRECT TRANSACTION,
SCROLL TO THE BOTTOM OF THE CUSTOMERS INFORMATION PAGE AND CLICK “REFUND”
IT WILL ASK YOU TO ENTER THE AMOUNT THAT NEEDS REFUNDED, AND THEN TO CONFIRM THE AMOUNT. YOU THEN WILL RECEIVE AN EMAIL STATING THE CREDIT CARD REFUND WAS
APPROVED. KEEP THAT RECORD FOR YOU RECONCILATION PROCESS.



@ OHIO STATE UNIVERSITY EXTENSION

Workday
Report

This is how it will appear when you run
your Equity Balances by Cost Center &
Fund Group report in your FDI 11|

Fees Debited

Equity Balances by Cost Center and Fund Group

Journal Accounting Amount Memo Worktags Cost Center Balancing Unit Fund

3,685.60

(0.34) [IMCA/S/372105506888 : INTERCHIBalancing Unit: BL1292 FAEJCC 11943 FAES | Perry Cour|BL 1292 FAES | Perry County FD111 Designated Other Ful
(0.08)|[MCAYS/372105506888 : FEE Balancing Unit: BL1292 FAE{CC 11943 FAES | Perry Cour|BL 1292 FAES | Perry County FD111 Designated Other Ful

(0.10)|PCI Admin Fee - February 2022: 33Balancing Unit: BL1292 FAEJCC 11943 FAES | Perry Cour]BL 1292 FAES | Perry CountyFD111 Designated Other Ful
582.50|MCAfS/05506888 : DEPOSIT Balancing Unit: BL1292 FAEJCC 11943 FAES | Perry Cour|BL 1292 FAES | Perry CourtyFD111 Designated Other Ful

Operational Journal: The Ohi{Ad Hoc Bank Transaction

Operational Journal: The Ohi{Ad Hoc Bank Transaction

Operational Journal: The Ohifinternal Service Delivery
Operational Journal: The OhifAd Hoc Bank Transaction

Operational Journal: The Ohi{Ad Hoc Bank Transaction 60.00|MCA/S/05506888 : DEPOSIT Balancing Unit: BL1292 FAE{CC 11943 FAES | Perry Cour|BL 1292 FAES | Perry County FD111 Desighated Other Ful

Operational Journal: The Ohi 022| 60.00|MCA/S/05506888 : DEPOSIT Balancing Unit: BL1292 FAEJCC 11943 FAES | Perry Cour|BL 1292 FAES | Perry CountyFD111 Designated Other Fui

Payments
Credited

4,387.58

File above is what was downloaded from the "Equity” column from the Equity Balances by Fund Group report

March 2023
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Presentation Notes
THIS SLIDE  IS SHOWING YOU HOW IT WILL APPEAR WHEN YOU RUN YOUR “EQUITY BALANCES BY COST CENTER AND FUND GROUP” REPORT OUT OF WORDKDAY. DOWNLOADED
INTO THE EXCEL FORMAT.
THE FEES WILL SHOW IN PARENTHESES AS A DEBIT IN YOUR FD111 FUND, AND THE TOTAL TRANSACTION AMOUNT TO BE CREDITED TO THE FD111 WILL APPEAR NOT IN 
PARENTHESES. YOUR MONTHLY MERCHANT BANK STATEMENT FROM BANK AMERICA, YOUR SUMMARY REPORT OUT OF NELNET AND YOUR  EQUITY BALANCES BY FUND GROUP WILL
ALL MATCH. IF YOU SEE A DISCREPANCY, PLEASE CONTACT YOUR COUNTIES FINANCIAL OPERATIONS COORDINATOR.

THIS COMPLETES THE QR CODE CREATION AND NELNET  OVERVIEW
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For more information
on NelNet:

Introduction to NelNet Commerce Manager

NelNet Statement Info Sheet

NelNet Job Aid

EEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE


https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/NelNet%2009102020.pdf
https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/WORKDAY/NelNet%20Monthly%20Merchant%20Statments.pdf
https://extops.cfaes.ohio-state.edu/sites/extops/files/imce/Fiscal/JobAids/NelNet%20Job%20Aid%20webpage%202022.pdf

NelNet
Overview

OSU Extension Operations
Extension Finance
Job Aids
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