Commerce Manager—Departmental Information for Retrieving Reports

A feature of Commerce Manager allows departments the ability to login and pull reports daily. After 8am each
day, you can pull your orders. Navigate to: http://www.jmu.edu/ubo/creditcard/CM.shtml.

Under the Commerce Manager QUIKLinks (JMU Staff Use Only) heading, click Reporter Login
JAMES MADISON UNIVERSITY.

UBO Home QuikBILL Students Parents Box Office Departments

Make a Payment ) ) Senior Vice President
Commerce Manager was established for departments that would like to accept

Setup Payment Plan online credit card payments for one time events, such as conference AVP Finance

Make a Deposit registrations, workshop registrations, etc. All events must first be approved by University Business Office

the Assistant Vice President for Finance. The approval is requested by using the
following form and must be completed and sent to University Business Office at
MSC 3516 a minimum of 30 days prior to the payment acceptance start date.

Authorized Payer Site
« UBO Staff

QuIkBILL For more information, please contact Shannon Huffman at 540-568-7908.
Billing Accounts Payable
Payments Accounting Services

- CSR Login Payroll
Reporter - REeporter Logw

Administrator - Administrator Login

Refunds
Tuition & Fees

Frequently Asked Questions

We are committed to quality

s«Commerce Manager Request Form customer service in order to
«Commerce Manager Request Form Instructions prepare students to be
« Meal Plans/FLEX «Departmental Information for Pulling Dailv Reports financially responsible, to provide
¢ Card Services support and payment options for
* M their families, and to protect the
+ Reqistrar's Office . ! -
+ Virginia College Savings assets of the university with
Plan (VPEP Credit Cards Accepted: accurate and timely financial
procedures.

« VISA

e MasterCard

&« American Express
s Nisrover

Enter login name and password, which will be provided to you by the University Business Office. It is
recommended to change your password once you have logged in for the first time. This login name and
password can be shared with others in your office who may also need to pull reports. When an employee in
the office departs JMU or the office, it is your department’s responsibility to change the password at that
time. Please contact the University Business Office if your password needs resetting at anytime.

QuikPAYR Login

Please enter your Login Name and Password in the fields below and then click the "Login” buttan

Login Name: | ‘

Password | ‘

User Information is protected. Unauthorized access is prohibited

The QuikPA Y™ System requires the use of Microsoft”™ Internet Explorer 5.0 or newer or Netscape™ Navigator
6.0 or newer that support JavaScript, Cascading Style Sheets (CSS), Cookies, and Secure Sockets Layer
(SSL).
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Choose Payment Report

i Privacy Policy 3_Log Off

Message Board
Change Password Welcome to the QuikPA YT reporter system. Through QuikPA Y™ you are conveniently able to print payment

and reconcilation reports.

R ile Report
econclle Repo Flease choose from the list of options located in the column to the left.

QuikPA Y™ also offers context-sensitive help. Simply click on the question mark next to a field to get help.

Choose Result Business Day. Specify PRIOR BUSINESS DATE date. Click Get Report. This report will be finalized
after 8am.

JAMES MADISON UNIVERSITY.

Shannon - CM Admin

il_Privacy Policy % Log Off

Message Board Payment Report
Change Password Please enter the parameters for the report you wish to run, then click "Get Report” button.
Time Options [2]
Reconcile Report
) DD O Calendar Day O Business Day
Find Transaction -
Content & Style O Result Calendar Day <) BesyliBusiness Dau—>
Configuration Time Period [2]
(& By Day
O By Month
Manth: [o7/2009 [MMARYYY )
@] By Time Period {From Date is inclusive and To Date is exclusive in the report)
From Date: | |
To Date: | |
Date Format: [Mm/DD/rvy [+ ]
Transaction Criteria
Result Status: Transaction Types:
Valid Payment
Invalid Refund
Additional Criteria
Actual User: Primary Users:
Commerce Manager Administrator Commerce Manager Payer

Commerce Manager SR
Commerce Manager Payer
JUU CSR
Processors:
Commerce Manager Credit Card Processor - Vital
Commerce Manager eCheck Processor - eCheck

Transactions Per Page:| 250 " e i
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The Report Summary will show any transactions based on card type. Click the magnifying glass @ for more
detail. To pull all orders for one Result Business Day and save to an excel spreadsheet, click Overall.

Report Summary

Message Board
Change Password
Report Criteria
Reconcile Report
Find Transaction
Content & Style
Configuration

Result Status:

= Valid

» Invalid

Payments Made By:

* Commerce Manager Administrator

¢ IS Excel 97-2003 & Print a Start Over

Result Business Day: 07/01/2009 00:00:00 - 07/02/2009 00:00:00

Transaction Types:
* Payment
* Refund

Primary Users:

* Commerce Manager Payer

* Commerce Manager CSR
= Commerce Manager Payer
= JMU CER

Processors:
+ Commerce Manager Credit Card Processaor - Vital
* Commerce Manager eCheck Processor - eCheck

Summary
[@] comi alicl Total
< i AMERICAN EXPRESS 1 $1.00 m
[@] DISCOVER SO0 0] S0.00) 0 §0.00
[E] MASTERCARD 0/ $0.00/ 0| $0.00) O §0.00
@] wisa 0 $0.00 0| $0.00 O §0.00
Subtotal 1 $1.00 0] $0.00 1 $1.00
[@] commerce Manager eCheck Processor Valid Invalid Total
[E] CHECKING 1 $1.000 0] $0.000 1) $1.00
] saviNGS 0 $0.000 0| $0.00 O $0.00
o 1 $1.00 0] $0.00 1 $1.00
2 §200 0 $0.00 2 S2.00

Choose Get All (detailed-MS Excel 97-2003)

Report Results

Message Board

Change Password NOTE: Invalid transactions are identified by the “Invalid Transaction” icon next to the confirmation number.

Print i@ Start Qver 4= Backto Summary

Reconcile Report
Find Transaction
Content & Style

Download Options [Z]
28 M3 Excel 87-2003 - Download a list of the transactions displayed on the current report page.
; ) - Download a tab-delimited file with basic transaction info.

Configuration
9 Get All (detailed - MS Excel 97-200332> Download a tab-delimited file with detailed transaction info.
Overall Results
Confirm Date Amount Payment Account Actual
DEE e (EST) ($) Method Ty CEenlE Payer
@ 412233 | 06/30/05 2:44 PM 1.00| AMERICAN EXPRESS Finance Test | Commerce Manager Payer
@ 412252 | 08/30/09 3.08 PM 1.00 CHECKING Finance Test | Commerce Manager Payer
Click Save. Save to your desktop.

-
x
.
File Download .ﬁ —
Savein | (@ Desktop [v] & s [~
iz file?
Do you want to open or save this file? N By Docamers
{ My Computer
. iy Metwork Places
Mame: TransackionReport-2009-07-01, kxt kil | ol Ao
. p— [aInfinetReconcile
Tupe: Text Document 1 Ay Music
From: quikpayasp.com Deskt ladShannon
q kp vasp eerien [£] TransactionReport-2009-07-01
[ Open J[ save J[ Camcel | | o
o
o ) . My Computer
[ | While filez from the Internet can be useful, some files can potentially
s harm your computer. If you da nat tust the source. da nat apen or ‘_’] Flle name. TransactionRleport:2009-07-01 v
= zave this file. What's the rizk? 5
e MyMetwiork | Saveaslype | Tes Document v
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Open a blank Excel spreadsheet. Choose to open a new document.

@H

Open
Conyert
Save

Savels ¥

Brint

Prepare

Send ¥

Publish

GR7UHNE)-

Recent Documents

1 TransactionReport-2009-07-01 =
2 TransactionReport-2008-07-01 =

csvexport
csverport
csverport

csvexport

csvexport
9 Web events float
Accounting Voucher
StandarcVoucher
DE Number Log
062509

062409

062309

062209

061809

2] Exeel Options

Merchant Fee Totals (Vendors, DeptlD), eVA .. = | |

Bookl [Compatibility Mode] - Microsoft Excel - B3
View  Developer @ - o x
) == L, BEEL E AutoSum - A?
=3 General - S +m
= wiap Text Bl B [~ormal Bad = &0 5 A 3
|| 3 Mergeacenter - || § - % » |[%§ 58| | Conditional Format Good sutral | Inset Delete Format Sort& Find &
& Merge & Center A0 38 | Eormatting - as Table ~ - - - QClear~  Filter~ Select -
Alignment ] Number ] Styles Cells Editing
H 1 J K L M N o P R S T u \ w X Y

Open

Look in:

3, My Recent
Daocuments

@ Desktop
= My
= Documents

My
Computer

I 3 Ty Netwark,
Places

Tools M

@ Deskkop

..DMy Documents
4 My Computer
Iy Network Places
o~ Acrobat.com
B8 4cobe Reader 9
A AIM 6
M Roxio Creator Home
#200081
#ao00e2
200503
200504
B check Request Log
Ecodes
Mpac1
EIDTF Log
B FACTSTuition Payment Plan
) float
#fpm changes

File name:

Files of

Eahuffrnasc

BInfinet &fernoon Processing
HInfinet Morning Procedures
EInfinetReconcile

ﬁMy Music

M MEYY CK FORM

ElPhone nurbers

{52 Shannon

B Tarmmy Kiser

| {TransactionReport-2009-07-01

Elweb events float

Click Next twice and then click Finish.

The Text Wizard has

determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data,

Original data type

Choose the file type that best describes your data:

(=) Delimited

- Characters such as commas of kabs separate each Fisld,

O Fixed width - Fields are aligned in columns with spaces between each field,

Start import at row:

1 =] File origing

437 : OEM United States [

Frevisw of file C:\Documents and Settingsihuffmasc\DesktopiTransactionReport-2009-07-01 kxt.

Cancel

Rev. 12/7/10

1 00riginal Transaction Id0Tramsection TypedTransaction StatusOTransactior#
0101041223301 . D0OAMERICAN EXPRESSO06/30/02 2:44 PMOO7/01/09 12:00 AMOO
2 bonansn41225201. 00OCHECKINGO06/30/03 3:06 PMOO7/01/09 12:00 AMOOO6/30/03

¥

Qo) e
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All orders for the time period specified will be in Excel. If your department is collecting certain pieces of
information, you will see that appear to the right (scroll right) in User Choice fields.

- r Al Z] < . .
() d2-c SRVHHE ) - TransactionReport-2009-07-01 - Microsoft Excel -0 x
3 _
=4 Home | Inset  Pagelayout  Formulas  Date  Review  View  Developer @ - 7 X
@ B Cut " = — 1 = == e I AutoSum *
i ‘A ] |F == ||| | S WepTet General - *E i# Normal Bad m oK % Lﬁ
43 Copy & o . |H =y @] Fill -
Paste G Merqe & Center « ||| 8+ % o ||%8 28| | Conditional Format Good Neutral Insert Delete Format Sort& Find &
- Fomat Painter | Merge & Center « I ating - a5 Table~ -+« || Q0= Ftere Select-
Clipboard IF} Font (F] Alignment 5 Number E] Styles Cells Editing
\ AL - ol 8
A 8 c D E F G H | J K L M N 0 P a R s T u
# !OriginalT\TransacticTransacticTransacticTransacticTransadicTransadiun Date Transaction Effi Transactic Transaction Result Date Transaction Result Effective Date  Transactic Transactic Order Nur Order Typ Order Nar Order Des Order Am Order Fee Order |
1 1 1 412233 1 AMERICAT 6/30/2009 14:44  7/1/2009 0:00 6/30/2009 14:24 7/1/2009 0:00 0 Approved and comp Finance_Test Finance T¢ 1
2 3 5 412252 1 CHECKING 6/30/2009 15:06  7/1/2009 0:00 6/30/2009 15:06 7/1/2009 0:00 Finance_Test Finance Tt 1

Wi~ o ;s w e

To save as Excel to your computer or network, you will need to choose Start>Save As and choose “Save as
Type” as Excel 97-2003 Template (*.xIt). This will allow the report to be reopened in the Excel format. You can
then delete the previous text file from your desktop.

(T {:‘9 AT D
)
Home | Insert  Pagelayout  Formulas  Data  Review  View
== = = — ) . =, Cihe T -
& cut Calibri - | | SiwrapText G B 7 [ Normal Bad Good Neutral Calculation = i Eadtcsu
- > = =l o 08 ] Fin
3 Copy = - 8] Fill ~
Paste B [ - A = - - <0 00| Conditional Format Linked Ce Tnsert Delets Format sort & Find
T Format Painter [B £ O - S A || B Merge & Center~ | | § % 2 || %0 $8 A EE Input Linked Cell  |Note > 22 Clear = Filter + Selecl
Clipboard = Font = Alignment 2] Number 2] Styles Cells Editing
| AL - b
A B C D E F G H 1 ) K L M N o} P Q R s T !
1l _lor | Ti Transactic Transactic Transactic Transactic Transactic Transaction Date Transaction Effective Date Transactic Transaction Result Date Transaction Result Effective Date  Transactic Transactic Order Nur Order Typ Order Nar Order Des Order Am Order Fee Orde
2 1 1 1 3955 42.5 VISA 4/29/20109:19 4/29/2010 0:00 4{29/2010 9:19 4/29/2010 0:00 0 Approved and comp VAPT virginia A a0 2.5
3 2 1 1 3957 52.5 VISA 4/29/20109:24 4/29/2010 0:00 4/29/2010 9:24 4/29/2010 0:00 0 Approved and comp VAPT Virginia A 50 2.5
1 3 1 1 3959 22.5 VISA 4/29/20109:33 4/29/2010 0:00 4/29/20109:33 4/29/2010 0:00 0 Approved and comp VAPT 0 2.5
5 4 1 1 3961 52.5 VISA 4/29/2010 10:38 4/29/2010 0:00 4/29/2010 10:38. 4/29/2010 0:00 0 Approved and comp VAPT 50 2.5
6 5 1 1 3963 52.5 VISA 4/29/2010 10:42 4/29/2010 0:00 4/29/2010 10:42. 4/29/2010 0:00 0 Approved and comp VAPT 50 2.5
7 6 1 1 3965 52.5 VISA 4/29/2010 10:45 4/29/2010 0:00 4/29/2010 10:46. 4/29/2010 0:00 0 Approved and comp VAPT 50 25
8 7 1 1 3967 107.5 VISA 4/29/2010 10:{ Save As omp VAPT 105 25
9 8 1 1 3969 52.5 VISA 4/29/2010 10: omp VAPT Virginia A 50 25
10 Save jn: [ Desktop @ -
L [y Reaent My Documents
12 Doauments | | i My Computer
(@ beskto My Network Places
13 p it
creditear
1 Q| (e
15 SUMENE | InfineRecondle
5 3 Cnpuer | 850
17 [gT1Payment Card Processing Procedures
My Network
45 Places laapsFm
5 [E2shannon
) shortcut to My Music
20 2] TEST report VAPT. txt
EA} 2] TransactiorReport-2010-04-29. txt
22 [ web CcCard
23
24
25
26
27
File name: ——]
28
29 Save 5T (ot (Tab delimited) (. bct) ]
0 [Sinle File Web Page (=.mht; = mhtml)y [a.
\eb Page (*.him; =htmi)
31 Excel Template (*.xitx) = [_cang/ ]
Excel Macro-Enabled Template (*,xtm)
32 =xit) =
33 [Text (Tab el —
34
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PLEASE NOTE! when you click Overall on the Reports Summary page and you are taken to Report

Results, any transaction with a red @indicates the credit card transaction was rejected and the customer
was notified of the rejection. Therefore, this transaction SHOULD NOT be considered a successful

transaction!

JAMES MADISON UNIVERSITY.

Shannon - CM Admin

i _Privacy Policy _Log Off

Message Board
Change Password

Reconcile Report
Find Transaction
Content & Style
Configuration

Report Results
NOTE: Invalid transactions are identified by the "Invalid Transaction™ icon nesxt to the confirmation number.
Print ; Start Qver = Backto Summary

Download Options [2]
26 M3 Excel 97-2003 - Download a list of the transactions displayed on the current report page.

i£5| Get All (basic - M5 Excel 97-2003) - Download a tab-delimited file with basictransaction info.
Get All (detailed - MS Excel 87-2003) - Download a tab-delimited file with detailed transaction info.

Overall Results
Confirm Date Amount Payment  Account Actual
Number (EST) 5) Method Number Payer
@ 412036 06/30/00 11.06 AN 100l ASTERrADD Einance Test | Commerce Manager Payer
<1g] |€y+12091| 06/30/09 1158 AM | 1.00| DISCOVER Finance Test | Commerce Manager Payer =
@ 412096 | 08/30409 12:00 PM 1.00 VISA Finance Test | Commerce Manager Payer

The transaction will also appear on the Excel spreadsheet. Note successful transactions will read “Approved
and completed” under Transaction Result Message. Rejected transactions will list some type of an error

message.
— . Al 2| @ = i i M x
oo 129 BRVHNE s TransactionReport-2009-07-01 kkkk - Microsoft Excel -
)
= Home | Inset  Pagelayout  Formulas Data  Review  View  Developer @ - 7 x
w5 & Cut = = =0 ) = o N e X AutoSum T
Calibri LA E = S Wrap Text General - E __ﬂj Normal Bad m I | ﬁ
23 Copy 2l oA m | == ) -”J 8] Fill -
Paste || . - L= = = - . <0 00| Conditional Format Neut Insert  Delete Format Sort & Find &
= 7 Format Painter [B 7 U-E- b A HEL= 8 Merge & Center - || § 2| 2 Formatting - as Table - £l suirE - - - £ Clear Filter - Select ~
Cliphoard 5 Font & Alignment 7} Humber ] Styles Cells Editing
\ A1 -
A B c E F G H [} J K L M P
1 _lOriginaI TiTransactic Transactic Transactic Transactic Transactic Transaction Date Transaction Effective D Transactic Transaction Result Dai Transaction Result Effectiy Transaction Result Code Transaction Result Message ler Nur Order Typ
2 1 1 1 412086 1 MASTERC) 6/30/2009 11:56. 6/30/2009 0:00 6/30/2009 11:56. 6/30/2009 0:00 0 Approved and completed Finance_T|
a 2 1 3 412091 1 DISCOVER 6/30/2009 11:58. 6/30/2009 0:00 6/30/2009 11:58. 6/30/2009 0:00 CV Card Type Verification Error Finance_T]|
4 3 1 1 412096 1 VISA 6/30/2009 12:00 6/30/2009 0:00 6/30/2009 12:00 6/30/2009 0:00 0 Approved and completed Finance_T|
5
6
7
8
9
10
I
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Transaction Searches

To research transactions in Commerce Manger, navigate to: http://www.jmu.edu/ubo/pay. Under Commerce

Manager, click CSR Login

JAMES MADISON UNIVERSITY.

UBO Home QuikBILL Students Parents Box Office

Departments

Make a Payment Student Access

Make a Deposit e-campus

— Guest Payer
QuikBILL Guest Payment Site

Billing

Authorized Payers
Payments Authorized Paver Site
Refunds Admission Deposits

— P ’
Tuition & F Admission Deposit Site

Freguently Asked Questions If you have guestions about QuIkBILL, please visit our Frequently Asked
uestions site.

Staff Use Only
Meal Plans/FLEX
Card Services
Financial Aid Office
\RJ%— mavm 5 Cystnmer Service Rep - CE_;R Login
Plan (VPEP) View Only Customer Service Rep - View Only CSR Loain
Reporter - Reporter Loain

Student Account

Deposit

Customer Service Rep - CSR Login
Reporter - Reporter Login

End of Day Reporting

Reporter - Reporter Login

CommerceManager

Customer Service Rep -

Senior Vice President
AVP Finance

University Business Office

e UBO Staff

Accounts Payable
Accounting Services

Payroll

We are committed to quality
customer service in order to
prepare students to be
financially responsible, to provide
support and payment options for
their families, and to protect the
assets of the university with
accurate and timely finandial
procedures.

QuikPAYR Login

Flease enter your Login Mame and Password in the fields below and then click the "Login” button

Login Name: |

Password: [

User Information is protected. Unauthorized access is prohibited.

The QuikPA Y™ System requires the use of Micrasoft™ Internet Explorer 5.0 or newer or Netscape™ Mavigatar
6.0 or newer that support JavaScript, Cascading Style Sheets (CSS), Cookies, and Secure Sockets Layer

(S8L)

Choose Find Transaction

Shannon Huffman

Message Board

Change Password
students and faculty by:

® viewing their account status
® quickly assisting them to make payments
e andmore - all online!

Welcome to the QuikPA ¥® customer senvice system. Through QuikPAY®, you are conveniently able to help

Flease choose from the list of options located in the column to the left. QuikPA YT also offers context-
sensitive help. Simply click on the question mark next to a field to get help.

Rev. 12/7/10
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Enter criteria to search for a transaction (Amount, Email Address, Transaction Date, or Result Date, or

Account/Card Holder’s Name might be most beneficial).
JAMES MADISON UNIVERSITY.

Shannon Huffman i _Privacy Policy %_Log Off

Message Board Find Transaction

Change Password Enter any relevant information in the text fields below. Then click "Search” button

You may use the wildcard character * to match any combination of characters, and use the ? to match any
single character. You may not use wildcards with the date, account number, and helder name text fields.

Transactions Per Page: 2501 ¥| [ Match Case[7]
General Search
Confirmation Number l:l@
amount: [ Jorveween [ @

Primary User Id I:lE
Primary User Name l:l@
Actual User Name l:l@
Order Number l:l@
Order Name I:l@

Order Description: | ‘E

Email Address: | ‘E

Date Options Search

Transaction Date (mm/ddiyyyd [ orpeween [ |
Result Date (mm/ddiyyyyk [ Jornetween[ - [

Payment Info Search
Account/Card Holder's Name: | ‘E

Account/Card Mumber | |

Transaction Criteria

Result Message: | &
Result Status: Transaction Types:

valid Payment

Invalid Refund

Additional Criteria

Actual User: Primary Users:
Commerce Manager Administrator Commerce Manager Payer
Commerce Manager CSR
Commerce Manager Payer

Refunds

If your department determines a refund needs to be processed to a customer, please email Shannon Huffman
(huffmasc@jmu.edu) the confirmation number, cardholder’s name, and amount to be refunded. Please note,
the convenience fee is non-refundable. Once the refund has been processed by the University Business Office,
your department will receive an email reply that the refund has been processed. Please note, next time you
run your Report Summary report, you will notice this transaction listed as a credit.

JAMES MADISON UNIVERSITY.

Shannon - CM Admin i _Privacy Policy 3_Log Off

Message Board Report Results
Change Password NOTE: Invalid transactions are identified by the "Invalid Transaction™ icon next to the confirmation number.

= Print [ Start Over 4=Backto Sumrmary
Reconcile Report

Find Transaction Download Options [2]
Content & Style 2 M3 Excel 9?—2003 - Download a I_|st of the transactions .cl|s.pla'y'ecl DI'.I the cqrrent report pgge.
2| Get All (basic - MS Excel 87-2003) - Download a tab-delimited file with basic transaction info.

Configuration . . L : . I
g Get All (detailed - MS Excel 97-2003) - Download a tab-delimited file with detailed transaction info.
Overall Results
o il Confirm Date Amount Payment Account . Actual
Number {EST) 15) Method Number Payer
@ 451210 13021&;0'? CR2Z7.00 | MASTERCARD 2009 Family Weekend Shannon - CM Admin
2e3 PI CR &1.00 WISA, 2008 Family Weskend SRanmoT
10/09/09 - Annual Homecoming Step | Commerce Manager
LT 12:58 AN = UER Show Payer
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