Reference Document
Student Self-Service: Making ACH (eCheck) Payments

Making ACH (Electronic Check) Payments

Concept

The Campus Finance component of Student Self-Service enables studerascess their student
bill information and manage their charges and paymd his topic covers how students can
make electronic check (ACH) payments via StudeiftS=rvice.

Background Information

TouchNet is a company that serves higher education ingirtatby handling all online credit card
and bank account numbers. This includes accounbarsnused to pay application fees,
enrollment deposits and student bills. TouchNetioies UMS with a payment solution that
eliminates the storage of account numbers byUMBeetlectronically or in hard copy form.
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Navigation

Home Add to My Links Sign out
Personalize Content Lavout Wed, May 14,08 9:08 AM Hemepage Help
Maine Street Menu Maine Street News -]
[ Employee Self-Service
[> Student Self-Serice
[ Enterprise Applications
I Training Tools & Materials
— Shopping Plaza
— Ly Personalizations
Student Message Center .
‘Welcome to the Maine Street UMS portal.
Student Survival Guide: WebDSIS and MaineStreet— Information, tools, and resources specific to your role in the University of Maine System as a faculty member,
[What goes where, and when siaff member, student or applicant for admission.
Links to all Student Self-Senice training guides Wews from MeineStreet, Mid-April 2008
Other useful links: IMPORTANT NOTICE!
\WebDSIS IAll Campus Solutions functions. including Class Search and Student Self-Senvice. will be unavailable from 6:00
p-m. on Friday, May 16 until noon on Sunday, May 18, 2008 while maintenance on the system is performed
Blackboard
[WebCT
ITo learn how ta log in:
Applicants for admissien
Current students
Eaculty and staff
Student Self Service -]
ﬁ Student Self-Service ITo personalize the information you see here:
Student Self-Service Quick Guide- Access and Customize Your MaineStreet Portal Page

= Student Center

TLssr Guites & Daios To visit the MaineStreet General Information website:

[[==] User Guides & Demos MaineStreet Info L
User Guides & Demos for Students

Step | Action

1. Click the Student Self-Service link.
[ Student Self-Service|

2. Click theStudent Center link.
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Add to Favorites

<

-~
Student Center =
SEARCH FOR CLASSES
Enroliment
My Class Schedule ® . =
e Slass You are not enrolled in classes. —
Add a Cls
Drop a Class
Academic History
Grades
Deares Progress
~ Enroliment Dates
My Account Account Summary
Account Inquiry My account balance is 0.00.
My total amount dus is 250.00.
= Charges: 0.00.
»  Deposits: 250.00.
T UMS Web Links
make a payment P WebDSIS
University of Maine Svstam
~ Personal Information
Demoaraphic Data Contact Information
Emergency Contact Your Home Address Your Mailing Address
Names
None
other personal... |¥[®)
Your Homa Phons Ecum
None
e A Incomplete @ Complete o Admitted v
>

Step

Action

In theFinances section of thestudent Center, anAccount Summary shows your
total charges and deposits due.

Note: The account balance figure only includes charges due - not deposits due.

You can click thenake a payment link to process a payment or click tAecount
Inquiry link to review details about your account.

For this example, click theake a payment link.

| make a payment [ |
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‘# MaineStreet

New Window | Helo | Customize Paas | W5

sTEP: [-{=]-{z1

1. E-Payment Institution

VWelcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Student Mame
Select the Institution for payment...
NEXT>

4, On theStep 1 E-Payment Institution page, the student's name and MaineStreet II
appear in thé&elect the student for payment processing field.

All online payments are processed through the THetlonline payment system.
TouchNet is a company that serves higher educatgiitutions by handling all onling
credit card numbers and bank account informatieviged during the payment
process.

1%

C

Click the drop-down arrow in th&elect the I nstitution for payment... field.
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Add to Favorites

New Window | Helo | Customize Paas | W5

sTep: [-{z]-{=1H

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Student Mame

Select the Institution for payment...

University of Maine
U ity of Southern Maine

HEXT>

Step | Action

5. Only institutions where you have charges/depositswill appear in the list.

Select the institution you are processing a payrfeniNote: You can only make
payments one institution at a time.
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‘# MaineStreet

Add to Favorites

.
Hew Window | Help | Customize Page |

sTep:  [-{z]-{=1H

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Student Mame
Select the Institution for payment...
How willyou be paying?

HEXT>

Step Action

6. After selecting an institution, thdow will you be paying? field should appear.

Click on the drop-down arrow.
I |
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Add to Favorites

.
Mew Window | Help | Customize Page |

sTep:  [-{z]-{=1H

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Student Mame

Select the Institution for payment...

How will you be paying?

HEXT>
Cradit Card
E-Check

Step | Action

7. Select the appropriate payment type.

For this example, click oB-Check to select it.
[E-Check |
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Add to Favorites

.
Hew Window | Help | Customize Page |

sTep:  [-{z]-{=1H

1. E-Payment Institution

Welcome to your E-Payment Institution page. Select the institution you want to process a payment against and
then click the Next button. This will take you to the E-Payment Allocation page where you will continue to enter
payment information before linking to the TouchNet® site for payment process.

Select the student for payment processing... Student Name
Selact the Institution for payment... —wraty o S -
How will you be paying? E-Check v

HEXT>

Step Action
8. Click theNext> button.

NEXT=

Page 8 of 17 Last changed on: 9/3/2008 2:03 PM




Reference Document
Student Self-Service: Making ACH (eCheck) Payments

ﬂPRE":'lCLEl MEXT= |
Payment Institution
The University of Maine
My Charges...
Item Description Term Due Amount
1 Communication Fee 2008 Fall $15.00
2 Student Activity Fee 2008 Fall $45.00
3 Engineering Program Fee 2008 Fall $75.00
4 Engineering Program Fee 2008 Fall $75.00
5 Recreation Center Fee 2008 Fall $102.00
6 Unified Fee 2008 Fall £803.00
7 Tuition Undergrad Resident 2008 Fall %$1,642.50
Total Charges Due————-—-—— = $2,757.50
My Charge Payment Amount----- = 2757.50| pay All Charges Clear All Charges
Remaining Charges--———-—-—--—- = $0.00
<PREVIOUS NEXT=
Step | Action
9. On theStep 2 E-Payment Allocation page, the total amount due to the institution you

selected appears in thetal Charges Due field. You can click théay All Char ges
link to enter the total amount due in kg Charge Payment Amount field. You can
enter a specific payment amount in Mg Charge Payment Amount field.

Note: partial payments are possible but not over-payments.

For this example, click thieay All Chargeslink.

10. | After entering the payment amount, click thext> button.
MNEXT:
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3. E-Payment Confirmation

The University of Maine System uses TouchNet® to process on-line credit card or electronic check payments.
Validate the information below for 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 TouchMNet® site to
complete the payment process.

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

My Payment Amounts

Total Charges Due----—-—------——-- = $2,757.50 Total Deposits Due----—--------—-- B $0.00
My Charge Payment Amount-———- > $2,757.50 My Deposit Payment Amount-—-—- = $0.00
Remaining Charges Due-——------- = $0.00 Remaing Total Deposits---—--—-—-— > $0.00
Total Payments———————-——-> $2,757.50

@ Make sure you validate all the information above for before submitting your payment

request. Once verified, click the Start Payment Process button below.

Start Payment Process

< PREVIOUS

Step | Action

11. | On theStep 3 E-Payment Confirmation page, verify the payment data.

When ready, click th&tart Payment Process button to go to the TouchNet online
payment system and start the payment process.
| Start Payment Process
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THE UNIVERSITY OF

r,j MAINE On-line .-}-’a.yments

Select ACH payment method and verify the amount.

Fayment Method: '_Electronic Check _\;

Verify your payment amount.  2757.50

Privacy Paolicy

Step Action

12. | You are now in th& ouchNet online payment system. The logo for the institutyou
are processing a payment for should display.

Click the drop-down arrow in theayment M ethod field.

13. | For this example, click oBElectronic Check to select it.
[Electronic Check |

14. | When ready, click th€ONTINUE button to move to the next step in the payment
process. You also have the option to cancel othhepayment process, if you wish.

Click the m button.
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%

ABA Routing Mumber: | View lllustration

* Re-enter the Account Number: |

Mame an the Account: |

Billing Address of the Account

* Required Information

THE UNIVERSITY OF

CIMAINE

Please enter your bank account information

Account Type: | ~Account Type—-

Account Mumber: |

Email Address: |

Street Address 17 |

Street Address 2: .
City State Fostal Code
[ || Waine (ME} v

Country: |

Step Action

15. | Now you will enter information about the bank acabtihe payment will be processe
from.
Click on the drop-down arrow in thccount Type field.

16. | Click on the appropriate account type to select it.

17. | Next, enter the Routing Number in tABA Routing Number field.
Note: Click the View lllustrationlink for information about the Routing Number.

18. | Next, enter the bank account number inAlseount Number field.

19. | Re-enter thé\ccount Number.

20. | In theName on the Account field, enter the account holder's name.

21. | In theEmail Addressfield, enter the account holder's email addriste: email
notification will be sent to this address after the payment is processed.

22. | In theBilling Address of the Account section of the page, enter the billing street
address into th8treet Address 1 field.

23. | Enter the city into th€ity field.

24. | Maine appears by default in ti®ate field. Lookup and select a different state if

necessary.
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Step Action

25. | Enter the appropriate zip code into ®Pastal Code field.

26. | Itis not a required field, but you can enter thartdry code into th€ountry field.

2. _Continue _
When ready to complete the payment process, diie button.

THE UNIVERSITY OF

Eﬁ MAINE On-h‘neiiiuments

ACH Payment Information

| understand that payment{s) will be initiated once the order(s) has/have been submitted. | will be electronically notified when my orderis} has/have been fulfilled. |
understand that | may be charged a non-sufficient funds (NSF} fee of $30.00 in the event any transaction agreed to in this "Authorization Agreement” is returned from the
account holder's financial institution as NSF.

Mame on the Account. My Mame
Account Type: Checking
Routing & Account Number: 211288161 woooccoo1607
Change Payment Information

Amount Paying: $2,757.50

This agreement is dated Wednesday Sep 3, 2008.

Continue

Privacy Policy

Step | Action

28. | On theACH Payment Information page, verify that the payment information is
correct. If corrections are necessary, click@mange Payment Informatidink.

When ready, click th€ONTINUE button.
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IENEE THE UNIVERSITY OF On-line Payments
LJIMAINE =

Thank you. Please print this receipt for your records.

Account Type: Checking
Account Mumber: oooocoo1 607
Reference Mumber: 73
Mame an the Account. KMy Mame
AmountPaid; 52757 50
Date and Time: 09/03/2008 at 10:44:08 CDT
External Transaction ID: C3T3TEB05741344169
System Tracking ID; 1293

Click here to complete the pavment process

Step | Action

29. | Click theClick here to complete the payment prod@ds.

[Click here to complete the pavment process |
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Search:
| 4. E-Payment Applying Payments
[+ My Favorites

[- Self Service

> Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service
— My Personalizations
— My Dictionary

Your payments are being applied and could take a few seconds. Please wait!

Applying your payments ...

Step

Action

30.

When theStep 4 E-Payment Applying Payments page appears, TouchNet is
applying your payment to your account. You willfeéurned to the MaineStreet
Account Summary page when the process is completed.
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( summary activity

Help [7]
Aceount Summary
Account Balance
s Due Now 0.00
m Future Due 0.00
Charges Deposits Total
eI U= Due Due Due
0.00
MAKE A P.ﬁYHENTI
[ Flag4

You have no outstanding charges.

Financial &id

Summary Activity

go to .. Vl@

Step | Action
31.

On theAccount Summary page, click thé\ctivity tab to go to théccount Activity
page and review your payment.
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summary

]f activity ]

Account Activity

Help [7]

View by

University of Maine

Transactions

From |03/03/2008 [5) To |09/03/2008 [#] |All Terms % ._,._,I

First [

1-10 of 10

Find | View All

Posted Date Item Term Charge| Payment|Refund
09/03/2008 Payment by ACH I%aDIEIIE 2,757.50
o7/01/2008 Communication Fee ggﬁls i5.00
Dependent Tuition 2008
07/01/2008 Banafit Fall 1,792.50
Engineering Program Fee 2008
IENIEEL e - Thermodynamics I Fall 75.00
Engineering Program Fee 008
o7/o01/z008 - Applied Fall 75.00
Mechanics:Statics
. 2008
07/01/2008 Recreation Center Fee Fall 10z.00
07/01/2008 Student Activity Fee gal:lll:llﬂ 45.00
Tuition Undergrad 2008
07/01/2008 Resident Fall 3,585.00
07/01/2008 Unified Fee gsll:lls 803.00
Deposit Admissions 2008
04/09/2008 Cheack Eall 150.00
First | 1-10 of 10 " Last

Currency used is US Dollar.

Step

Action

32. On theAccount Activity page, check th&ransactions section to verify your

payment was posted.

33. End of Procedure.
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