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Presenter Notes
Presentation Notes
THIS RECORDING IS CUSTOM QR CODE CREATION  FOR CREDIT CARD USE & 
NELNET OVERVIEW
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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
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This is what Jesse Buxton has set up for all 
county offices -created through a URL

go.osu.edu/countyextensionpayment

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

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

Presenter Notes
Presentation Notes
OPEN UP A NEW WINDOW AND TYPE “GO.OSU.EDU” AND LOGIN IN WITH YOUR OSU CREDENTIALS
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Presenter Notes
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
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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
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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.
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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
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Sample of email confirmation 
after the payment.

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.




Extension Operations
March 2023

OHIO STATE UNIVERSITY EXTENSION

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

Total amount of 
transactions

Summary of each
individual

transaction

When you receive the email the password to open 
the statement is 43201

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.
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• 2nd page of the statement

Summary of what 
type of card was 

used

Break down of 
fees

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

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

Click 

“Reports Summary”
then 

“Select Criteria”

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
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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

Presenter Notes
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
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Click on the  “Excel Detail” to 
show all customer and 

product purchase information

Click on 
“View All Processor Details”

Types
of

Payments

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
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Excel Detail Report

Transaction Id
Transaction 
Total Amount

Transaction Account 
Type

Transaction Date 
(EDT)

Transaction Effective 
Date

Transaction 
Description

Transaction Result 
Date (EDT)

1000188491 $582.50 VISA 3/9/2022 16:31 3/10/2022
OSU Extension -
Perry County 3/10/2022 16:12

1000194927 $60.00 MASTERCARD 3/23/2022 9:34 3/23/2022
OSU Extension -
Perry County 3/23/2022 16:17

1000195897 $60.00 VISA 3/24/2022 11:20 3/24/2022
OSU Extension -
Perry County 3/24/2022 16:15

Scroll over  to Column AF to get customer name and B1 for memo

Click on the correct confirmation 
number that you want to refund 
and all the customers information 
will be displayed. Scroll to the 
bottom of the page and click the 
refund button. The amount will be 
credited back to the credit card. 

Refunds

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.
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Workday 
Report

This is how it will appear when you run 
your Equity Balances by Cost Center & 

Fund Group report in your  FD111
Fees Debited

Payments
Credited

Presenter Notes
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

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
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