MU Off-Campus Credit Card System (CCC) User’s Manual
Introduction
This manual will walk you through the process of requesting access to the MU Off-Campus Credit Card System (CCC for short) and actually using the CCC.

Requesting access
To request access to the CCC, you need to have your CPD send an email to Callie Glascock. In the email they need to specify who they want to have access. After the people in the email are approved, they will be required to do two things. First they will have to take a security training course in the University’s Blackboard course system. The course is divided into 7 sections; passwords, workstation security, physical security, Internet and email security, social engineering and principal of least privilege, release of information laws and policies, and responsibilities of users. The second requirement is that each person requesting access must fill out and send in to Callie Glascock the Information Technology Confidentiality Agreement form found in Appendix A. After a person has completed the security training and Callie has received their confidentiality agreement form, they will be granted access to the CCC system.

Using the CCC
The home page of the CCC system can be found at https://extweb.missouri.edu/ccc  (shown on next page).
[image: C:\Users\myersj\Desktop\MUOff1.JPG]
The home page of the system lists the things that you can do and tells you how to navigate the system. For most people there are only 3 things they can do; take credit card charges, initiate credit card refunds and run usage reports. The Admin Functions are used by the fiscal people in Whitten to do the actual credit card refunds and run a report monthly that shows how the monies collected should be distributed.
To take a credit card you click on Charges on the blue bar at the top. The following window should appear:
[image: C:\Users\myersj\Desktop\MUOff2.JPG]
As you can see at the top, the * indicates required fields and the # indicates what will be printed on the receipt. The information collected here should be that of the card holder and not the person receiving the services. Use the description field to indicate whom the services are for and what the services are. The County dropdown will default to your home county, but you can select any county that is participating in the CCC. The dropdown tells the system where the monies collected should go. There are two tabs at the top; take credit card and lookup customer. If this is a repeat customer you can click on the lookup customer tab to find the customer and you should see the following window:
[image: C:\Users\myersj\Desktop\MUOff3.JPG]
Here you can enter as little or as much information as you want on the customer and then click the Search for Customer button. The system will then search its database for all customers that meet the specified data and display a list of them at the top of the screen. If more than 100 matches are found, then the system will only display the first 100. If this happens and you don’t see the person you are searching for, enter more information and click the Search for Customer button again. Below is an example of searching for Last Name of Myers:
[image: C:\Users\myersj\Desktop\MUOff4.JPG]
As you can see, one customer was found with last name of Myers. If this is the person you are searching for then click on the Select link on their line. The system will automatically switch back to the take credit card tab and fill in all fields that it has data for except the amount and description fields.
After all the required fields are entered you can click the Process Credit Card button and will be taken to the secure credit card entry screen that will look something like this:
[image: C:\Users\myersj\Desktop\MUOff5.JPG]
Here you will enter the Cardholder’s Name, select the type of credit card, enter the Credit Card Number, the CVV2 Code (which is on the back of the card) and the Expiration Date of the credit card. The Email Address under Contact Information is used by QuikPay Online Services to send an email to the customer that a credit card payment was made. If the customer does not have an email address, use the county office email address. Included in this email is the amount, the date and time and the confirmation number. See Appendix B for an example of the email. After entering the information you click the Continue button and you should receive the following confirming page:
[image: C:\Users\myersj\Desktop\MUOff6.JPG]
After verifying the information to be correct, you click the Confirm button. The screen will change to a Processing Payment screen. The process can take up to a minute to complete. Don’t click on any buttons, just wait. When the processing is complete, you will be presented with the receipt page:
[image: C:\Users\myersj\Desktop\MUOff7.JPG]
You can print this receipt out and give it to the customer. The system also automatically sends a copy of the receipt in an email to the county mailbox. If you entered an email address for the customer on the Charges page, then they too will receive an email containing a copy of the receipt. See Appendix C for an example of the email.
This completes the process for taking credit cards using the CCC.


Refunds can only be initiated by the county the charges were received by or by one of the fiscal people in Whitten Hall. You initiate the refund process by clicking on Refunds on the blue line. You should receive the following window: 
[image: C:\Users\myersj\Desktop\MUOff8.JPG]
The county dropdown should default to your county. If you are requesting one the fiscal people in Whitten to initiate the refund, don’t forget to tell them which county the refund is for. You have two options when initiating a refund. You can enter the Confirmation Number of the original transaction or you can enter a date range of the original transaction. If you use the date range option you will receive a  window like this:
[image: C:\Users\myersj\Desktop\MUOff9.JPG]
Look over the list and press the Select link on the line of the original transaction. If you don’t see the original transaction, try different dates or check your county mailbox emails for the email of the original transaction. If you entered the Confirmation Number or you selected the original transaction from the date range list, you will be presented with the following window:
[image: C:\Users\myersj\Desktop\MUOff10.JPG]
This window displays the original transaction and any refunds already applied to this transaction. Enter the refund amount and press the Submit Refund button. The following window should appear:
[image: C:\Users\myersj\Desktop\MUOff11.JPG]
This window signifies that an email has been sent to the fiscal people in Whitten to perform the actual refund. See Appendix D for an example of the email. The fiscal people in Whitten will then perform the actual refund and use the Enter Refund Confirmation Number function under the Admin Functions menu to update the database that the refund has been processed. As a result of this, an email will be sent to the county mail box (and the customer if an email address was entered for them in the original transaction) indicating the refund has been processed. See Appendix E for an example of the email.




The County Usage Report can be used to collect information about your credit card usage. To run this report, click on County Usage Report on the blue bar. The following window should appear:
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The County dropdown will default to your county. Enter the date range of the report. The report will automatically display the customer name, amount, transaction type, result, entry date and the amount the county will receive after transaction and credit card fees. Below is an example of the report without any additional items selected to be included in the report.
[image: C:\Users\myersj\Desktop\MUOff13.JPG]
Additional fields can be selected to be included in the report. Each of the columns can be clicked on to sort the report by that column. Most of the additional fields are self explanatory, but here is additional information on three of them. The Original Transaction ID is useful when trying to look at the life of a charge. All refunds of that charge will have the same Original Transaction ID. Therefore if you include that field in the report and sort off of it you can see all refunds of the original transaction by the original transaction. The Submitted By field tells you who took the charge. The Transfer Date is used to indicate when the monies where transferred to the county. If the transfer date is blank, then the monies have not been transferred yet.


The last thing to talk about is the Monies Transfer Report that the fiscal people in Whitten will run once a month. This report tells them how much money should be transferred to each of the counties. Counties are encouraged to enroll in direct deposit with the University to facilitate faster receipt of funds. When this report is run an email is automatically sent to each county that had activity for the prior month listing in detail their activity. Below is an example of one of these emails.
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Appendix A
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Appendix B
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Appendix C
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Appendix D
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Appendix E
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Updates as of 8/9/10
Other Resources:
Link to Security Awareness Course  http://bblearn.missouri.edu 
Link to MU User’s Manual  http://extension.missouri.edu/staff/adminmgmt/creditcard/MUOff.docx
Link to MU CC processing   https://extweb.missouri.edu/ccc 
Link to Direct Deposit & credit card payment method http://extension.missouri.edu/acctmanual/Deposits/Direct%20Deposits.pdf 

This is an addendum to the MU Off-Campus Credit Card System User’s Manual.
This procedure explains several options available to the Council, County Program Director, and the Bookkeeper regarding posting of credit card transactions in QuickBooks.

Credit Card transactions are considered income that will be received and deposited in the future.   In accounting, this is referred to as accrued income.   The customer credit card that is received for purchase of Extension products or services is not money that is available immediately but will be deposited in Council funds at a later date.   Temporarily in QuickBooks, it is referred to as undeposited funds.

Credit Card Receipt
After submitting a credit card transaction in the MU system, an email message (credit card receipt) will be delivered to the extension office’s email box.   The receipt includes customer name, amount, type of credit card, confirmation number, and description.
· Print the receipt and place it in a folder for later processing.
· It is recommended that the County Program Director review and initial the receipts on a weekly or daily basis, depending on the volume of transactions.

Monthly Distribution
Once a month, the University will send either a check via postal mail or a direct deposit transfer to the council’s bank account.   The Extension office may sign up for the direct deposit transfer.  Review Direct Deposit procedure for credit card payment method.   The check total will be the net amount for all transactions within the monthly time frame.  (Sales amount less fees=Net amount)

Council Considerations
1. Post Gross Sales or Net Sales Amount from Monthly Distribution 
The Council, County Program Director, and the Bookkeeper may decide to post either the gross sales or net sales amount of the university’s monthly distribution.   If council wishes to track credit card fees, then separate the gross amount and fees when posting transactions in QuickBooks.    Whichever amount (sales or net) is recorded, it is recommended that the procedure be consistent during the year.   The Council’s decision should be reported in the meeting minutes.

Credit Card Transaction Fee Expense Account
To track credit card fees, create a new account under the 7xxx. 
· [image: ]Select Lists.
· Select Chart of Accounts.
· Select Account button at lower left corner of screen.
· Select New.
· Select Expense as Account type, click continue.
· Enter a number under 7xxx
· Enter account name.
· If you wish to create this fee expense as a subaccount, place a  preceding Subaccount of.  (Optional)
· Save and close.

2. Posting Method
Depending on the volume of credit card transactions, the Extension Financial team (Extension Council, the County Program Director, and the County Bookkeeper) may adopt one of the two following posting methods:  Cash or Accrual basis.   Whichever procedure is adopted, it is recommended that the procedure be consistent during the year.   The Council’s decision should be reported in the meeting minutes.

a. Cash Basis – Enter each customer credit card transaction in QuickBooks as a deposit transaction when the amount is deposited in the council’s bank account.   The extension office will receive a Money Transfer Report in the office’s email box once a month.
· Post each credit card amount to the appropriate customer name, income account, class code in the deposit screen.
· If the monthly distribution was a university check, then enter the check number.
· Select Credit Card as the Payment Method type, if you wish to separate the credit card transactions from other payment methods, such as cash and check.   Review the Direct Deposit procedure for information on creating a new credit card payment method type.

If not reporting credit card fees to an expense account, then skip the next bulleted item.

· As a negative amount, enter the Credit Card transaction fees, using the appropriate expense account, 7xxx, and assign a class code related to the credit card transaction amount.  Credit card fees are included on the university money transfer report.
· Multiple credit card deposits, posted on the bank statement, may be recorded in the same deposit screen.
· Do not mix Cash and Check payment method types with Credit Card type.   A Deposit slip cannot be printed for credit card payment methods.
· Select the Print button at the top of deposit screen to print a Deposit Summary report.  
· Save the Deposit transaction.
· The Money Transfer Report and the Deposit Summary report should be compared to the monthly bank statement.   Each transaction on the Money Transfer report should be checked off when matched to the bank statement.   
· When matched, the credit card receipt should be marked as deposited and transferred to another file folder, marked as “completed credit card transactions.”
Advantage – less transactions; only deposit transaction is created in QuickBooks.
Disadvantage – the credit card amounts are posted to the accounting system approximately 30 days later and may not be reported within the month the credit card transaction was processed.

This procedure is recommended when the volume of credit card transactions is low.  The Extension Council decides the low volume value.

Sample Deposit Transaction for single day or one month reporting of credit card transactions – Cash Basis

[image: ]


A Deposit Detail Report configuration is located at the end of this document.



b. Accrual Basis – Enter each customer credit card transaction in QuickBooks as a Sales Receipt transaction when the credit card email receipt is received.  The extension office will receive a Money Transfer Report in the office’s email box once a month.

Advantage – the credit card amounts are posted as Undeposited funds to the accounting system on the credit card transaction date.
Disadvantage – Two-step method:  create sales receipt plus deposit transaction later.  Two layers of posting:  Sales Item plus income/expense (if reduction of expense) account.
 (
Move sales amount to 
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) (
Create a 
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Create a new 
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, when needed
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Create Item for Customer Income

Before creating a Sales Receipts transaction, appropriate sales items are required.  A Sales Item must be created and linked to an existing income account (or expense account, if reduction of expense).   Here is a sample list of Sales Items.
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· Open the Item List.   Lists from the menu bar, Item List.
· Select the Item button at bottom left of screen.
· Left click on New.
· Click the down arrow for Type and select Service.   (for most Extension-related activities)
· [image: ]Type an Item Name
· The Description box is optional. 
· Enter a rate, if the rate is fixed.  Otherwise, leave the rate field blank.
· Under Account, select appropriate Income Account, or Expense account if amount received is a reduction of expense.   An Account is Required!
· Click OK.


Create Sales Receipt

Using the information provided in the MU Credit Card Receipt email message, for each credit card transaction create a Sales Receipt transaction.
· Select Customer from the menu bar. 
· Select Enter Sales Receipts.
· Select customer name, or select Add New to create a new Customer.  
(Do not use a vendor name when identifying a person in the Sales Receipt screen.)
· Enter class code.   
· Enter date.
· In Sale No field, enter credit card confirmation number located on the credit card receipt.
· Select Credit Card as Payment Method
· Select appropriate Item Name, or select Add new to create a new sales item.
· Enter a description, quantity, and rate, when appropriate.
· Select a class code in the second class field.
· Enter an amount.
· Enter information in the Memo text box.
· For the Deposit To field, select 1499-Undeposited Funds.  The Undeposited Funds is a temporary holding account and is represented in the Chart of Accounts and Balance Sheet report.
· Do not select Process Credit Card payment when saving.  This is reserved for offices who subscribe to the QuickBooks Credit Card Service.
· Click Save and Close, or Save and New.
· Print Sales Receipt and attach to MU Credit Card receipt and file in appropriate folder.  A copy of the Sales Receipt or the MU Credit Card receipt may be given to the customer.

[image: ]


[bookmark: Add][bookmark: Deposit]Add Sales Receipt Amount to Deposit
When the credit card transactions less fees are deposited in the Council’s bank account (bank statement) and the university money transfer report is received, the sales receipt amounts are moved from the Payments to Deposits screen to the Deposit screen.
· Select Bank from menu bar.
· Select Make Deposits.
The following “Payments to Deposit” screen will display, if there are undeposited customer sales receipts.
If the screen does not display, select  [image: ] in the Deposits Screen.
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· Insert a  in the checkmark column for the Sales Receipt payment that was deposited in the council’s bank account.
· Click OK.    The Sales Receipt data will display in the Make Deposit screen.

In the Deposit Screen
· Appropriate sales receipt data are included in the deposit screen.
· The Account field is protected.  You will not be able to change the account number.  
QB records all Sales Receipt data temporarily in an account named, 1499-Undeposited Funds.   The Sales Receipt amount is offset in the Undeposited Funds when the amount is recorded and saved in the Deposits screen.   The original sales receipt transaction included the income (or expense) account. 
· Multiple credit card deposits, reported on the bank statement, may be recorded in the same deposit screen.

If not reporting credit card fees to an expense account, then skip the next bulleted item.

· As a negative amount, enter the Credit Card transaction fees, using the appropriate expense account, 7xxx, and assign a class code related to the credit card transaction amount.   Credit card fees are included in the university money transfer report.
· Do not mix Cash and Check payment method types with Credit Card type.   A Deposit slip cannot be printed for credit card payment methods.
· Select the Print button at the top of deposit screen to print a Deposit Summary report.  
· Click Save and Close, or Save and New
· The Money Transfer Report and the Deposit Summary report should be compared to the monthly bank statement.   Each transaction on the Money Transfer report should be checked off when matched to the bank statement.   
· When matched, the credit card receipt should be marked as deposited and transferred to another file folder, marked as “completed credit card transactions.”

Sample Deposit Transaction – Accrual Basis
[image: ]

Reports
Here are two sample reports that will assist in tracking credit card transactions.   Report configurations follow the two illustrations.
For Accrual Basis Only
[image: ]


Cash and Accrual Basis
[image: ]

Configure the Undeposited Funds Report (for Accrual Basis)
· Select Report from menu bar.
· Select Customer Transaction Detail report.
· Select Modify Report button.
· Select the Filter tab.
· Under Choose Filter, select Accounts.
· Move cursor to the right and under Account, click down arrow and select 1499-Undeposited Funds account.
· Select the Header/footer tab and under Report Title, change the title to Undeposited Funds Report, or another title.
· Click OK.
· Remove the columns:  Clr and Account from the report.   Optional.
· At the top middle of report (under the Refresh button), click the down arrow for Total By and select Customer.
· To the right of Total By, select the down arrow for Sort By and select Date.
· Select appropriate Date Range.
· Select Memorize button and save report in the Memorized Report List.

The Undeposited Funds outstanding balance will appear in the Balance Sheet report.

Configure the Deposit Detail Sorted by Payment Method (for Cash and Accrual Basis)
· Select Report from menu bar.
· Select Customer Transaction Detail report.
· Select Modify Report button.
· Select the Filter tab.
· Under Choose Filter, select Accounts.
· Move cursor to the right and under Account, click down arrow and select Multiple Accounts.
· Select all income and expense account (Select 1499-Undeposited Funds if you are using the Accrual Posting Method)
· Return to Choose Filter and select Transaction type.
· To the right, under Transaction Types, select the down arrow and select Deposit.
· Select the Header/footer tab and under Report Title, change the title to Deposit Detail – Sorted by Payment Method, or another title.
· Select the Display tab, and under Columns select Pay Meth.
· Under Columns, uncheck Type, Num, and Split.
· Click OK.
· In the report, you can move the Pay Meth column to the far left, if you wish.
· At the top middle of report (under the Refresh button), click the down arrow for Total By and select Payment Method.  (or Customer Name)
· To the right of Total By, select the down arrow for Sort By and select Name. (or Date)
· Select appropriate Date Range.
· Select Memorize button and save report in the Memorized Report List.
Note:  When the 1499-Undeposited Funds account is included in this report, QuickBooks will reverse all positive and negative amounts.

Refund
When a credit card transaction results in a Refund and the original transaction was posted in QuickBooks, create a reversing transaction in the Checking Register, using the same income and fee expense account and class codes as the original credit card transaction.

[image: ]Sample Refund transaction
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Make Payment

Provide Credit Card Information

Please enter credit card information in the following felds, then click “Continue" button
NOTE: Al felds are required.

For help, please dlick on the question mark nextto a field.

Account: CCC
Payment Amount: $45.00

Card Type: MASTERCARD ~

Credit Card Number:
cvv2 Code:

Expiration Date:

Email Address:





image6.jpeg
Make Payment

Is this Credit Card information correct?

Please review credit card information.

o Tosubmita payment please click“Confirm” button
« Tomake changes, please click “Eit"button.
o To cancel a payment, please click “Cancel” bution

Account: €CC

Payment Amount: $45.00

Cardholder's Name
Ccard Type:

Credit Card Number.
Cvv2 Code:
Expiration Date

John Hyers
visa

111

m
09/2013

Email Address:

Hyersj@missour.edu
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IExten51on Credit Card Receipt

Live. And Learn,

Issuedby:  Adair County MU Extension Center
Issuedto:  John Myers
Amomt  $45.00
Credit Card Used:  VISA
Confirmation Number: 160021451

Description: ~ Master Gardener class for Mary Myers

An email of this receipt has been sent to the county mailbox and the customer (i an email address was supplied).

You may print this page for the customer and/or your county records.
Thank you for your support of University of Missouri Extension.

Return to CCC Home
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County™  Select the County to receive the funds

Confirmation
Number

OR
Begining Date

Ending Date

| Find Original Charge |
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County™  Adair County MU Extension Center -
Confirmation
Number
OR
Begining Date 2/1/2010
Ending Date  2/2812010
| Find Original Charge |
First | Last . | Date
Name | Name | St Amount pproq
SelectlJohn Myers Columbia [$444.00 2/4/2010
SelectlJohn Myers Columbia [$45.00 [2/10/2010
SelectJohn Myers Columbia [$55.00 [2/11/2010
SelectJohn Myers Columbia |$65.00 [2/12/2010
Select Emily Mangano |Columbia [$52.00 [2/16/2010
Select/Chrissy |Clover Clovenville $444.002/16/2010
SelectJohn Myers Columbia [$45.00 [2/17/2010

Confirmation
Number
160021328
160021376

160021383

160021393
160021445
160021448

160021451

Description

testing
Minnie Mouse 4h horse judging

Payment for Minnie Mouse taking a
HES course.

testing.
Test CC System
4-H Counselor Camp

Master Gardener class for Mary
Myers
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Name:
Address:

Description:
Confirmation Number:
Original Amount:
Already Refunded:
Refund:

John Myers

22 Heinkel Building
Columbia, MO 65211

Master Gardener class for Mary Myers
160021451

$45.00

$0.00

| Submit Refund |
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Refund accepted

After your refund is processed by the fiscal people in Whitten Hall, your county and the customer (if an email address
was entered for them) will receive an email with the confirmation number of the refund
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County Select the County to report on ¥
Begin Date

End Date

Check allitems you want included in your report
[ICustomer Home Phone

] Customer Email Address

[ICustomer Address

[ICustomer City

[ICustomer State

[ICustomer Zip

[]Charge Description

[IConfirmation Number

[Credit Card Fees

[ Transaction Fees

[lOriginal Transaction ID

[ISubmitted By

[ Transfer Date
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Credit Card Usage

For Adair County MU Extension Center between the dates of 1/1/2010 and 1/31/2010
Select Another Report

Customer Name|Amount/Trans Type| resuit EntryDate |County Amount
JohnMyers $444.00Charge _success 1/1/2010 3:25.00 PM | $435.18
JohnMyers | $55.00/Charge _success|1/11/2010 8:16:00 AM $53.65

Totals: |$499.00] [ ] $488.83
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Money Transfer Repo

[ Message | Developer _Adobe o

+4d3 X (@ & (D | & & BY e

toAll Folder~ Rule Adions~ || Sender Unread || 4 Select = | OneNote
Respond Adtions. | unkEmail 5 s 5/l Find || OneNote

You forwarded this message on 2/11/2010 4:38 PM,
From: muextamtfiscal @missourt.ed Sent:  Thu 2/11/2010 4:37 PM.
Tor ‘Adair County Extension Center; Myers, John (Extensior)

ce

Subject:  Money Transfer Report

Money Transfer Report was run on 2/112010
Below are the transactions for Adair County MU Extension Center

Customer Transaction o Credit Card  Transaction  Confirmation County
Name Type Fee Fee Number Amount

JohnMyers  Charge $444.00 $8.57 5025 160021328 $435.18
JohnMyers  Charge $55.00 SL10 5025 160021383 $53.65
JohnMyers  Refund (555.00) (S1.10) 5025 552 (554.15)
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University of Missouri eCommerce Security Guide
Ofice of he resrer
B st e s deprments f sepser

Information Technology
Confidentiality Agreement

‘As 2 member of the University community. T potentially have privileged access to many
different types of data. Privileged access means T have the ability to view sensitive data
or take actions which may affect or give access to computing systems, nefwork
‘communication. or the accounts, files, data, and information of other users. Iam aware
that the data and information to which T have access are to be treated in a professional
and confidential manner.

T certify that I have attended an information session on University Policy as well as
appropriate state and federal laws concemning the confidentiality of information and the
improper use o release of information and destruction of records

Tunderstand that if T have questions regarding FERPA, HIPAA or University security
and data privacy policies that were discussed at the information session at any time in the
foture, it is my responsibility to contact the DIT-Information Security & Account
Management group (abuse@missouri edu) in order to ensure that I comply with
regulations, processes, and policies

By signing. T understand that any access granted me is for University purposes and agree
to only use such access to perform my assigned job duties. am responsible for
exercising due care to protect this information from unauthorized disclosure, inchuding
safeguarding my password(s) and ensuring the data I obtain is disseminated only through
approved University channels. Unauthorized access and use/dissemination of data are
serious offenses, which may be subject to disciplinary action.

‘Print Name:

Supervisor

Division;

Date:
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Reply Reply Forward | Delete Block | |iiotjunk | Categorize Follow Markas | Find | Sendto
to Al [:3 Other Adtions ~ || sender — - Up~ Unread | ~ | OneNote

Respond s | e o g

etes_test@missouri.edu

Tor Myers, John (Extension)
e

Subject: _ Notification For Payer

Payer,

A credit card payment in the amount of $45.60 was approved on 02/17/2610 at 69:65
AL

The confirmation number is 160021451.
Regards,

QuikPAY Online Services
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Create Rule
| gy e Block | it junk | Categorize Follow Markas | Find | Sendto

toAll |13 Other Adtions ~ | sender - Upv Unread | | OneNote

| Respons adions ) o 5 || onetote

Adairco@missouri.edu Sent: Wed 2/17/2010 906 AM

Tor ‘Adair County Extension Center; Myers, John (Extension)

e
Subject:  Credit Card Receipt for John Myers

Credit Card Receipt
Issued by: Adair County MU Extension Center

Issued to: John Hyers
Amount: $45.00

Credit Card Used: VISA

Confirnation Number: 160621451

Description: Master Gardener class for Hary Myers

You may print this page for your records.
Thank you for your support of University of Missouri Extension.
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You forwarded this message on 2/17/2010 10:52 AM.
From: ® Delaynes, Shelly on behaf of - MU EXT AMT Fiscal Sent: Wed 2/17/2010 1051 AM
To: Myers, John (Extension)

c

Subject_ CCCRefund

From: etcs@missouri.edu [mailto:etcs@missouri.edu]

Sent: Wednesday, February 17, 2010 9:38 AM

To: MU EXT AMT Fiscal

Subject: CCC Refund (Test)

ccc Refund

Name: John Myers
Confirnation Number: 160621451
Original Amount: $45.60
Already Refunded: $0.60
Refund: 45

After doing the refund, use the link below to record the refund confirmation

number:
https://extueb.missouri.edu/CCC test/ConfirmRefund.aspx?RID=23
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From:  Adairco@missouri.edu Sent: Tue 3/30/201010:56 AM
Tor ‘Adair County Extension Center; Myers, John (Extension)

ce

Subject: _(Test) Credit Card Refund Receipt for John Myers

Credit Card Refund Receipt

Issued by: Adair County MU Extension Center
Issued to: John Hyers

Orignal Amount of Charge: $45.08

Orignal Date of Charge: 2/17/2010

Original Charge Description: Master Gardener class for Hary Myers
Credit Card Used: VISA

Refund Amount: $45.00

Refund Confirmation Number: 1234567
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BExtension MU off campus credit card system

Live. And Learn,

Welcome to the MU off campus credit card system.

Use the menu above to navigate to the function you want to preform:

+ Use Charges to take a customers credit card.

+ Use Refunds to return money to a customer.

+ Use County Reports to get information about your counties usage of the MU off campus credit
card system.

+ Admin Functions is used by the Whitten fiscal people to confirm refunds and calculate what
monies should be transfered to the counties

Itis the policy of The Curators of the University of Missouri that individually identiiable information obtained from Interet
credit card transactions will not be sold, traded or rented to third parties. Aggregate or summary information that does not
‘contain personally identifying information may be shared

© 1993 to 2007 Curators of the University of Missouri. all ights reserved. DMCA and other copyright information
University of Missouri Extension is an equal opportunity/ADA institution
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