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About Marketplace

The E-Commerce unit of the Cash and Treasury Services Department strives to provide Clemson
University departments with a secure and convenient way to extend their business operations to the World
Wide Web. Our goal is to provide a secure environment that allows buyers and sellers to connect
electronically, making it easy for students, parents, alumni, and the community to do business with

Clemson.

Marketplace, hosted by TouchNet Information Systems, Inc., will serve as the University’s main
E-Commerce service provider. The use of Marketplace helps us to accomplish our mission by providing
an E-Commerce solution that is Payment Card Industry (PCI) compliant. It is both secure and cost-
effective, and allows departments to easily operate online storefronts to sell products or accept online

payments.

Please review our features on the next page of this document and allow us to show you all that
Marketplace has to offer. E-commerce is growing rapidly throughout the world and we want to ensure

that Clemson is not left behind.
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Marketplace Features

Payments

e Available Payment Types:
o All major credit cards (MasterCard, Visa, Discover, American Express)
o Debit cards with a MasterCard or Visa logo
o Electronic checks

o Verifies the credit card number, expiration date, and available funds

e PCI compliant payment

o Departments never see the credit card number

e Ability to take $0 payments

Accounting

e Automatic upload to PeopleSoft
e Separate chart field strings for each product
o Eliminates the need for receipt transmittals and web departmental deposits

e Creates MCR journal ID entries

Customer Information

e Variety of information gathering options
o Text entry (optional or required)
o Drop down selection (required)
o Checkbox selection (optional)

o Ability to collect virtually any customer information you would like using the methods
above

Dynamic pricing
o Create price increases or decrease based on the options selected

e Price can vary based on options selected (Ex. Registrant type, t-shirt size, etc.)



Checkout

Ability to allow customers to become a registered user
o Saves shipping information
o Saves billing information
o Saves payment information
o Provides order history
o This feature is optional and can be hidden
Promotional Codes ($ or % off)
Ability to offer optional items at checkout
Ability to collect other customer information
Calculates sales tax automatically based on zip + 4

Calculates shipping rates based on rates given by department

Customer Communications

System sends automatic emails
o Order confirmation
o Order fulfillment (i.e. notice that goods were shipped)
o Cancellation
o Refund

o Ability to send these communications via text message as well

Shipping

Rates set by the department

Ability to add additional charge per item
Shipping cost captured at checkout
Printable packing list available
Customer can be sent a tracking number

Ability to ship internationally and limit where items can be shipped
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Reports
o Real-time reports
e Reports include all information entered by the customer except billing information
e Ability to pull high-level and transactional reports
e All reports are exportable to excel

e Ability to pull multiple product reports at one time

e No set up fee
e No maintenance fee
e Only fees are credit card processing fees
o Visa—1.43% of revenue
o MasterCard — 1.53% of revenue
o Discover — 1.85% of revenue
o American Express — 2.15% of revenue
e These are base rates, actual fees fluctuate based on the interchange fees applied

e Credit card fees are processed monthly with a journal entry by Cash and Treasury Services to the
chart field string that you designate

Layout
e Customizable images
e Customizable store and product descriptions

o General layout customization also available

Miscellaneous
e Ability to bring products or stores offline and back online quickly
e Changes can be made with no downtime

e Mobile optimized version is included
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Ability to set inventory for products (i.e. limit number of registrants or merchandise available for
sale)
Downloadable QR codes
Departments able to do refunds
o Refunds can be full or partial refunds

o Refunds are made to the same payment method as the original payment
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Marketplace User Guide

Fulfilling an Order

1. Loginto U.Commerce Central

A
TouchNet
| 7

SET THE CURVE®

U.Cemmerce Central

User Name:

Password:

Forgot password?

2. Hover over the Applications tab

TouchNé}' ‘ U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard

Administration Client Community Help

Payment Gateway Bil ess Office Marketplace PayPath

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
User N : igh:
From the U.Commerce Central Welcome page you have access to the Dashboard where you can see an up ser Hame creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more information.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

. Products and Services
Everything you need to know about the U.Commerce and associated services.


https://secure.touchnet.net/central
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3. Navigate to Marketplace

TouchNé‘t‘ U.Cemmerce Central

C20569.creighs | Edit My Profile | Logout

Home Dashboard ~ Applications ~ Adm n
Payment Gateway  Bill-Payment  Business Offid¢  Marketplace P

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
User Name: cre

igh
From the U.Commerce Central Welcome page you have access to the Dashboard where you can see an up hs

to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.138.202
the page, and you can add new users and manage existing users using the Administration option. You Current Location: 130.127.158.202

also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link User Expiration Warning
for more information.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchMet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ Products and Services
Everything you need to know about the U.Commerce and associated services.

4. Click on the number under the “Fulfillments Pending” column

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home .
» CU Banner and Design Marketplace Operations Center Home

P Reading Recovery Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.
b Marketplace Reports
Edit My Profile Print Page (2
- [ seore: |
Show 10 ¥ entries Search:

Name - Id < Type < Merchant Name Web % Mobile Fulfillments. inks
¢ Pending
Campus Banner and 56 General CU Banner and Yes Yes 1 v Store | View Mobile
Design Design
Reading Recovery 29 General Reading Yes No 0 View Store | View Mobile
Recovery

Showing 1 to 2 of 2 entries
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5. Check the box of the order desired to fulfill
a. You are able to check more than one box at a time

A
TouchNet U.Cemmerce Central TEST
C20569.test | Edit My Profile | Logout
Home Dashboard Applications ~ Administration Client Community Help
i There are 1 pending fulfillments to process. -

Help

Refresh Pending Fulfillments
Order Search

To modify the order search, select value for filtering: Pending

From: [ To: =)

Order Number:

Search by Order Number
Pending Fulfillments

¥ Select All - Shipment av Buyer Name av aw Status
Order Number  Number Order Date Delivery Method Payment Method
1217 1252 03/13/2014 Kayne Evans walk-In Credit Card PEMNDING

11:53:06 AM CDT

Process Fulfillment

6. Click “Process Fulfillment”

-~
TouchNet  U.Cemmerce Central TEST
= C€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
=

r
There are 1 pending fulfillments to process.

Refresh Pending Fulfillments
Order Search

To modify the order search, select value for filtering: Pending

Help

From: [ To: =

Order Number:

Search by Order Number
Pending Fulfillments

¥ Select All - Shipment aw Buyer Name aw avw Status
Order Number  Number Order Date Delivery Method Payment Method
1217 1252 03/13/2014 Kayne Evans walk-In Credit Card PEMDING

d
11:53:06 AM CDT

( Process Fulfillment
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7. Click “Ok” when asked if you want to fulfill these shipments

% Apps [ Oracle| PeopleSoft ..  @% E-Commerce/Marke.. %% Colleges, w tps/ftestsecuret.. [ Other bockmarks

The page at https://testsecure.touchnet.net:8443 says:

Are you sure that you want te fulfil these shipments?

TouchNé‘t‘ U.Cemmerce Centra

Home Dashboard Applications ~ Administration Clien

€20569.test | Edit My Profile | Logout

Order Number:

Search by er Number
P ng Fulfillments

8. Click “Accept Payment”

11:53:06 AM CDT

TouchNé}' U.Cemmerce Central TEST

# Select All - Shipment aw Buyer Name aw av Status
Order Number ~ Number Order Date Delivery Method Payment Method
d 1217 1252 0371372014 Kayne Evans walk-1n Credit Card PENDING

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration

Client Community

Help

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores
¥ Campus Banner and Design
@ Fulfill Orders (1)
¥ Reading Recovery
b Marketplace Reports

Campus Banner and Design Fulfillment

To Cancel an order set the fulfillment quantity to 0 and save.

print Page (=)

Edit My Profile
Hel|
©P 1. Accept Payment 2. Print Packing List 3. Shipment Tracking Mumber 4, Email Buyer
Order Info: Delivery: Buyer Info: Ship To:
Order #: 1217 Walk-In Kayne Evans

0371372014 11:53:06 AM CDT

Item

Howard Poster Prints : 24 x 36"

Update Quantity
Accept Payment

Stock #

2204015_1

troye@clemson.edu

Quantity Ordered
1

Fulfillment Quantity

1 v
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9. Click “Ok” when asked if you are sure that you want to charge the customer

i Apps [1) Oracle| PeopleSoft ... 4% E-Commerce/Marke.. %% Colleges

x tpsi/ftest.securet...
The page at https:;//testsecure.touchnet.net:8443 says:

[ Other bookmarks

TouchNé‘t' U.Cemmerce Centra

This will charge the customer. Do you want to continue?

€20569.test | Edit My Profile | Logout
ncel
|

Home Dashboard Applications ~ Administration Clieq |
¥ Marketplace Home .

¥ CU Banner and Design Campus Banner and Design Fulfillment

¥ Stores ) To Cancel an order set the fulfillment quantity to 0 and save.

¥ Campus Banner and Design

@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports

Print Page (=)
Back to Fulfillment List
Edit My Profile

Help

1. Accept Payment 2. Print Packing List 3. Shipment Tracking Number 4. Email Buyer

Order Info: Delivery: Buyer Info: Ship To:

Order # 1217 walk-1n Kayne Evans

03/13/2014 11:53:06 AM CDT troye@clemson.edu

Item Stock # Quantity Ordered Fulfillment Quantity
Howard Poster Prints @ 24 x 36" 2204015_1

1

1 v
Update Quantity

10. Click “Print Packing List”

TouchNé‘t" U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout
Home Dashboard Applications ~ Administration Client Community Help
¥ Marketplace Home .
v CU Banner and Design Campus Banner and Design Fulfillme
v Stores Print the packing list if needed. Then, continue to step 3 to complete the fulfillment process.
¥ Campus Banner and Design
@ Fulfill Orders (0)

P Reading Recovery
¥ Marketplace Reports

Print Page (=)
Edit My Profile

Help

1. Accept Payment 2. Print Packing List 3. Shipment Tracking Number

4. Email Buyer
Order Info: Delivery: Buyer Info: Ship To:
Order £ 1217 Walk-1In Kayne Evans
03/13/2014 11:53:06 AM CDT troye@clemson.edu
Item Stock # Quantity Fulfilled
Howard Poster Prints : 24 x 36" 2204015_1

1

Print Packing List Proceed To Step 3

Note: Skip to Step 12 if you do not wish to print a packing list.



Page |13

11. Click “Print”

Marketplace Store Order Fulfillment - Google Chrome s o =0 [ oy et Methods x Campus Banner and Desic % = =
8 https://test.secure.touchnetnet:8443/C20569test_tmsadmin/tapp?tapp-stoken=5q vz =
i B - T ogin & Global B2C Ecomme... https://test.securet... [ Other bookmarks
rin -

Total: 1 sheet of paper . w

Coffel — €20569.test | Edit My Profile | Logout

| Destination Send To OneNote 2... -
Change...
omplete the fulfillment process.
Pages = Al B
Print Page (=)
Copies 1 . - i % List 3. Shipment Tracking Number 4. Email Buyer
Buyer Info: Ship To:
Layout *) Portrait Kayne Evans
troye@clemson.edu
Landscape
| %x:k # Quantity Fulfilled
Color ) Color 04015 1 1
Black and white

Margins Default - _

12. Click “Proceed to Step 3”

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home .
¥ CU Banner and Design Campus Banner and Design Fulfillme

v Stores Print the packing list if needed. Then, continue to step 3 to complete the fulfillment process.
¥ Campus Banner and Design

@ Fulfill Orders (0)
P Reading Recovery

print Page (=)

P Marketplace Reports Back to Ful
Edit My Profile
Hel,
P 1. Accept Payment 2. Print Packing List 3. shipment Tracking Number 4. Email Buyer

Order Info: Delivery: Buyer Info: Ship To:
Order #1217 walk-1n Kayne Evans
0371372014 11:53:06 AM CDT troye@clemson.edu
Item Stock # Quantity Fulfilled
Howard Poster Prints : 24 x 36" 2204015_1 1

Print Packing List

(o)
N
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13. Enter a tracking number

TouchNé‘t' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores
¥ Campus Banner and Design
@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports
Edit My Profile
Help

Campus Banner and Design Fulfillment

Back to Fulfillment List

1. Accept Payment 2. Print Packing List

Order Info: Delivery:

Order #:1420 walk-In
06/23/2014 09:44:2% AM CDT

Item Stock #

Tracking Number:

Proceed To Step 4

Thomas Green Statue Canvas : 24" x 36" - $120.95 1614481_2

Enter a shipment tracking number if needed. Then, continue to step 4 to send an e-mail to the customer.

print Page (=)

3. Shipment Tracking Number 4. Email Buyer

Buyer Info: Ship To:

Troy Evans
troye@clemson.edu

Quantity Fulfilled

Note: Entering a tracking number is optional. Skip to Step 14 if you do not have a tracking number.

14. Click “Proceed to Step 4”

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores
¥ Campus Banner and Design
@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports
Edit My Profile
Help

amp anner and Design Fulfillment

Enter a shipment tracking number if needed. Then, continue to step 4 to send an e-mail to the customer.

Back to Fulfillment List

1. Accept Payment 2. Print Packing List

Order Info: Delivery:

Order #:1420 walk-In
06/2372014 09:44:29 AM CDT

Item Stock #
Thomas Green Statue Canvas : 24" x 36" - $120.95 1614481_2

Tracking Mumber:

7 N\
Cein)

Print Page @

3. Shipment Tracking Number 4. Email Buyer

Buyer Info: Ship To:

Troy Evans
troye@clemson.edu

Quantity Fulfilled
1

[24534534532]
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15. Click “Send Email”

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout
Home Dashboard Applications ~ Administration Client Community Help
¥ Marketplace Home
¥ CU Banner and Design ampus Banner and Design Fulfillment
¥ Stores . Send an e-mail to the customer to complete the fulfillment process. Follow your own policies for the timing of shipments with the online fulfillment process.
¥ Campus Banner and Design
@ Fulfill Orders (1)
P Reading Recovery

P Marketplace Reports

Print Page ()
Back to Fulfillment List
Edit My Profile

Help

1. Accept Payment 2. Print Packing List 3. Shipment Tracking Mumber 4. Email Buyer

Order Info: Delivery: Buyer Info: Ship To:
Order #:1420 walk-In Troy Evans

06/23/2014 09:44:2% AM CDT troye@clemson.edu

Item

Stock # Quantity Fulfilled
Thomas Green Statue Canvas : 24" x 36"

1

- $120.95 1614481_2

Note: Sending an email to the customer is optional. If you do not want to contact the customer, click
“Back to Fulfillment List”.

16. Click “Continue”

TouchNé}' U.Cemmerce Central TEST

Home Dashboard

C20569.test | Edit My Profile | Logout
Applications ~ Administration Client Community Help

¥ Marketplace Home
¥ CU Banner and Design Campus Banner and Design Fulfillment
¥ Stores

) Continue to the next fulfillment, or use the menu to the left to manage another feature of Marketplace.
¥ Campus Banner and Design
@ Fulfill Orders (1)

P Reading Recovery
P Marketplace Reports

Print Page (=)
Back to Fulfillment List
Edit My Profile

Help
FULFILLMENT COMPLETE
Order Info: Delivery: Buyer Info: Ship To:
#1420 Walk-1n Troy Evans
06/23/2014 09:44:29 AM CDT troye@clemson.edu
Item Stock # Quantity Ordered
Thomas Green Statue Canvas : 24" x 36" - $120.95

1614481_2 1
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Cancell |ng an Order Note: The system will not allow
you to increase the quantity. The

1. Repeat steps 1-6 on “Fulfilling an Order” Section

customer would have to make
2. Change the “Fulfillment Quantity” to 0

another order.

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout
Home Dashboard Applications ~ Administration Client Community Help
¥ Marketplace Home . -
¥ CU Banner and Design mpus Banner and Design Fulfillment
¥ Stores . To Cancel an order set the fulfillment quantity to 0 and save.
¥ Campus Banner and Design

@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports

Print Page ()
Back to Fulfillment List
Edit My Profile

Help

1. Accept Payment 2. Print Packing List 3. Shipment Tracking Mumber 4. Email Buyer
Order Info: Delivery: Buyer Info: Ship To:
Order #1217 walk-In Kayne Evans

0371372014 11:53:06 AM CDT

troye@clemson.edu
Item

Stock # Quantity Ordered

1

Howard Poster Prints @ 24 x 38"

Update Quantity
Accept Payment

Fulfillment Quantity
2204015_1

3. Click “Update Quantity”

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout
Home Dashboard Applications ~

Administration Client Community Help

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores To Cancel an order set the fulfillment quantity to 0 and save.
¥ Campus Banner and Design
@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports

Print Page @
Back to Fulfillment List
Edit My Profile

Help

mpus ner and Design Fulfillment

1. Accept Payment 2. Print Packing List 3. Shipment Tracking Number

4. Email Buyer
Order Info: Delivery: Buyer Info: Ship To:
Order #1217 walk-In Kayne Evans
03/13/2014 11:53:06 AM CDT troye@clemson.edu
Item

Stock # Quantity Ordered Fulfillment Quantity
2204015_1 1

1 v
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4. Click “Ok” when asked if you’re sure you want to update the order quantities for this shipment

£ Apps [ Oracle | PeopleSoft .

@4 E-Commerce/Marke... %% Colleges

TouchNé} U.Cemmerce Centra

|
Home Dashboard Applications ~ Administration Clien'
1

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores
¥ Campus Banner and Design
@ Fulfill Orders (1)
P Reading Recovery
P Marketplace Reports
Edit My Profile
Help

Areyou sure that you wish to update the ordered quantities for this

% tpsifitestsecuret...
The page at https://testsecure.touchnet.net:3443 says:

ncel

[ Other bockmarks

C20569.test | Edit My Profile | Logout

Campus Banner and Design Fulfillment

To Cancel an order set the fulfillment quantity to 0 and save.

Back to Fulfillment List

1. Accept Payment

Order Info:

Order #: 1217
0371372014 11:53:06 AM CDT

Item

Howard Poster Prints @ 24 x 36"

Accept Payment

2. Print Packing List
Delivery:

walk-In

Stock #

2204015_1

3. Shipment Tracking Mumber

Buyer Info:
Kayne Evans
troye@clemson.edu
Quantity Ordered

1

Print Page (&)

4. Email Buyer

Ship To:

Fulfillment Quantity
1 v

Note: The customer will automatically receive a system generated order cancellation notice.
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Processing a Refund

1. Loginto U.Commerce Central

A
TouchNet

SET THE cURVE® |/

U.Cemmerce Central

User Name:

Password:

Forgot password?

2. Hover over the Applications tab

TouchNé}' ‘ U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard i JAdministration Client Community Help

Payment Gateway ess Office Marketplace PayPath
Welcome to U.Commerce Central
TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
From the U.Commerce Central Welcome page you have access to the Dashbeard where you can see an up User Name: creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more infermation.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ Products and Services
Everything you need to know about the U.Commerce and associated services.


https://secure.touchnet.net/central
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3. Navigate to Marketplace

TouchNé}' U.Cemmerce Central

Home Dashboard ~ Applications ¥ Admi Cl
Payment Gateway Bill+Payment Business Offil Marketplace

Welcome to U.Commerce Central

€20569.creighs | Edit My Profile | Logout

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
User N : igh:
From the U.Commerce Central Welcome page you have access to the Dashbeard where you can see an up ser Hame creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link User Expiration Warning
for more infermation.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ ] . Products and Services
== Evervthing vou need to know about the U.Commerce and associated services.

4. Click the number under the “Fulfillments Pending” Column

TouchNgt‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home .
» CU Banner and Design Marketplace Operations Center Home

¥ Reading Recovery Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.
P Marketplace Reports
Edit My Profile Print Page (=)
-  store: |
Show 10 v entries Search:

Name - |Id < Type < Merchant Name Web < Mobile Fulfillments inks
b Pending
Campus Banner and 56 General CU Banner and Yas Yes 1 Bw Store | View Mobile
Design Design
Reading Recovery 29 General Reading Yes No 0 View Store | View Mobile
Recovery

Showing 1 to 2 of 2 entries
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5. Search by date range

TouchNé‘t’ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
¥ Reading Recovery -

@ Fulfill Orders (1) . =
Print P
P Marketplace Reports rint Page (=)

Edit My Profile P ng Fulfillments

Help
There are 1 pending fulfillments to process.

Refresh g Fulfillments

To modify th

r filtering: Pending o

g
Order Date
Fulfilled Date

Recur Order Date
Recur Payment Date

Order Number:

Search by Order Number

6. Change “Pending” to “Order Date”

TouchNé}’ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
¥ Reading Recovery o

® Fulfill Orders (1) Print p B
» Marketplace Reports rint Page (=)

Edit My Profile P Fulfillments

Help
There are 1 pending fulfillments to process.

Refresh Pel

ng F Iments

Order Search

To modify the order search, select value for filtering:

E g
From: [ To: ] Order Date
Fulfilled Date
Recur Order Date
=

Order Number:

Search by Order Number
P ng Fulfillments




7. Click “Search”

TouchNé‘t‘ U.Cemmerce Central TEST
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€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
¥ Reading Recovery .
@ Fulfill Orders (1) : =
Print P
> Marketplace Reports rint Page (=)
Edit My Profile P ng Fulfillments

Help
There are 1 pending fulfillments to process.

Refresh Pending Fulfillments

Order Search

To modify the order search, selact value for filtaring:

From: g/3/14 [E To: 6119114 =

=D

Order Number:

Search by er Number

8. Look for the Buyer Name

TouchNé‘t‘ U.Cemmerce Central TEST

Order Date v

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
¥ Campus Banner and Design — - -
@ Fulfill Orders (0) ; m
Print P
P Reading Recovery rintPage (5
» Marketplace Reports Load All ulfillments
Edit My Profile
Hel
P
To medify the order search, select value for filtering: Order Date v
From: 311,14 & To: | gr23n4 =
Order Number:
Search by Order Number
Completed Fulfillments
- Shipment Avw Buyer Name : Avw Status Action
Order Number Number Order Dg Delyery Method Payment Method
1217 1252 03/13/2044 Kayne Evans walll-In Credit Card COMPLETED View
11:53:06
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9. Click “View”

TouchNé}' U.Cemmerce Central TEST

C€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Campus Banner and Design — - =

@ Fulfill Orders (0) ; &
Print P
P Reading Recovery rint Page (=)

¥ Marketplace Reports Load All Pending Fulfillments
Edit My Profile
Hel
D

To maodify the order search, select value for filtering: Order Date v

From: 3114 [E] To: g/23114 E

Order Number:

Search by Order Number
Completed Fulfillments

avw Shipment aw Buyer Name avw aw Status Action

Order Number Number Order Date Delivery Method Payment Method
1217 1252 03/13/2014 Kayne Evans Walk-In Credit Card COMPLETED o
11:53:06 AM CDT

10. Select Quantity to Return

TouchNé}' U.Cemmerce Central TEST

C€20569.test | Edit My Profile | Logout

Home Dashboard Applications ¥ Administration Client Community Help

Process Refund

Total amount available to refund: 541.22

Item Stock # Quantity Quantity Quantity Quantity Refundable New Quantity § Refund Amount
Ordered Not Fulfilled Cancelled Returned Amount To Return

Howard Poster 2204015_1 1 0 0 0 $41.22

Prints : 24 x 36"

To refund ene or more of each item, enter the quantity returned and/or refund amount, then click Process Refund.

Process Refund

Trac Number

Tracking Number: Mo Tracking Number

Send User Email:

Update Tracking Number
Return Policy

Fulfillment Activity (1856)

Date 03/13/2014 11:53:08 AM CDT
Type Authorization




11. Enter the Refund Amount

TouchNé‘t U.Cemmerce Central TEST
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C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
Process Refund
Total amount available to refund: S41.22
Item Stock # Quantity Quantity Quantity Refundable New Quantity ¢/ Refund Amount
Ordered Not Fulfilled Cancelled Returned Amount To Return
0 0 541.22 1w S 4122

Howard Poster
Prints : 24 x 36"

2204015_1 1

Process Refund
Tracking Number

Tracking Number:

Send User Email:

Return Policy
Fulfillment Activity (1856)

Date
Type

To refund one or more of each item, enter the quantity returned and/or refund amount, then click Process Refund.

Mo Tracking Number
a

03£13/2014 11:53:08 AM CDT

Authorization

Note: If refunding a whole dollar amount, it is not necessary to input decimals (Ex. Input $240

instead of $240.00). The refund amount cannot exceed the total amount paid by the customer.
Partial refunds can be given. All refunds will be applied to the original method of payment.

12. Click “Process Refund”

TouchNé} U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
Process Refund
Total ameunt available to refund: S41.22
Item Stock # Quantity Quantity Quantity Refundable New Quantity  Refund Amount
Ordered Not Fulfilled Cancelled Returned Amount To Return
0 0 $41.22 4 v S4122

Howard Poster 2204015_1 1

Prints : 24 x 36"

Process Refund

Tracking Number

Tracking Number:

Send User Email:

Update Tracking Number
Return Policy

Fulfillment Activity (1856)
Date

Type

giore of each item, enter the quantity returned and/or refund ameount, then click Process Refund.

Mo Tracking Number
g

0371372014 11:53:08 AM CDT

Authorization
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13. Click “Ok” when asked if you want to continue

FEEY Oracle | PeopleSoft ... E-Commerce/Marke... Colleges //test.secure.t.., (] Other bockmarks
2o B s b b ’ The page at https://testsecure.touchnet.net:3443 says: x [e=

A
TOUChNSt U.C@mmerce Centra| You are about to post a credit to the customer's card. Do you want to

continue?

Home Dashboard Applications ~ Administration Clier Cancel
Process Refund

C20569.test | Edit My Profile | Logout

Total ameunt available to refund: $41.22

Item Stock # Quantity Quantity Quantity Quantity Refundable New Quantity  Refund Amount
Ordered Not Fulfilled Cancelled Returned Amount To Return

Howard Poster 22040151 1 0 0 0 541.22 1 v $4122

Prints : 24 x 36"

To refund one or more of each item, enter the quantity returned and/or refund amount, then click Process Refund.

=
Tracking Number

Tracking Mumber: No Tracking Number

send User Email: (=]

Update Tracking Number
Return Policy

Fulfillment Activity (1856)

Date 03/13/2014 11:53:08 AM CDT
Type Authorization

Note: The system will automatically send an email to the customer notifying them of the refund.

Refunds will take approximately 3-5 business days to show up in the customer’s account. Any
purchase made through Marketplace must be refunded using the steps outlined above.
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Printing a Duplicate Receipt

1. Navigate to Fulfillments Page (See Steps 1-4 of “Fulfilling an Order”)

TouchNét'.*‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
¥ Reading Recovery
¥ Stores

¥ Reading Recovery
@ Fulfill Orders (1)
b Marketplace Reports
Edit My Profile P
Help

Rea Recovery Fulfillments

Fulfill orders on this page, or search for pending, cancelled, or fulfilled orders. To process refunds, search for fulfilled orders.

Print Page (=)

ng Fulfillments

There are 1 pending fulfillments to process.

Refresh Pending Fulfillments

Order Search
To modify the order search, select value for filtering: Pending v
From: = To: =

Order Mumber:

Search by Order Number

2. Enter desired date range

TouchNé}‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home

v Reading Recovery Reading Recovery Fulfillments

v Stores Fulfill orders on this page, or search for pending, cancelled, or fulfilled orders. To process refunds, search for fulfilled orders.
¥ Reading Recovery
@ Fulfill Orders (0) ; 0,
Print P
P Marketplace Reports rintpage &
Edit My Profile Pending Fulfillments
Help
There are no pending fulfillments to process.
Order Search
To modify the orde alue for filtering: Pending v
< From: g/16/14 [Z To: 619114
Search
Order Number:
Search by Order Number
Pay By Check Payment Status
Select All - Shipment avw Buyer Name  a v av Status
Order Number Number Order Date Delivery Payment
Method Method
aann adda LT NET. TR Femimbban Blamn Te Ra Radd e
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3. Change “Pending” to “Order Date”

TouchNé‘t‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help
¥ Reading Recovery -

@ Fulfill Orders (1) . =
Print P
» Marketplace Reports rint Page (=)

Edit My Profile P ng Fulfillments

Help
There are 1 pending fulfillments to process.

Refresh ng F Iments

To modify the order search, select value for filtering: [ Pending |
g

From: [&] To: = Order Date

Fulfilled Date
Recur Order Date
Recur Payment Date

Order Mumber:

Search by Order Number
P ng Fulfillments

4. Click “Search”

TouchNé}‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home . .
v Reading Recovery Reading Recovery Fulfillments
v Stores Fulfill orders on this page, or search for pending, cancelled, or fulfilled orders. To process refunds, search for fulfilled orders.
¥ Reading Recovery
@ Fulfill Orders (0)
P Marketplace Reports

Edit My Profile P ng Fulfillments

Help
There are no pending fulfillments to process.

Order Search

To modify the order search, select value for filtering:

print Page (=)

Pending v

From: g/16/14 [F To: 619114 =

Order Number:

Search by Order Number
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5. Click “View” next to the desired order

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

To modify the order search, select value for filtering: Fulfiled Date O -

From: g/20/14 & To: |gr20114 =

Order Number:

Search by Order Number

Completed Fulfillments

- Shipment av Buyer Name av avw Status Action

Order Number Number Order Date Delivery Method Payment Method

1217 1252 03/13/2014 Kayne Evans Walk-1n Credit Card COMPLETED View
11:53:06 AM CDT

1418 1453 06/23/2014 Kayne Evans Walk-In Credit Card COMPLETED View
09:42:14 AM CDT

1419 1454 0672372014 Kayne Evans Walk-1n Credit Card COMPLETED View
09:43:17 AM CDT

1420 1455 06/23/2014 Troy Evans Walk-In Credit Card COMPLETED
09:44:29 AM CDT

6. Click “Print Page”

TouchNéi" U.Cemmerce Central TEST

C€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
¥ CU Banner and Design
¥ Stores
¥ Campus Banner and Design
® Fulfill Orders (0)
P Reading Recovery
P Marketplace Reports
Edit My Profile
Help

Campus Banner and Design Fulfillme

Review all details related to an order, or process a refund as needed (requires refund/cancel privileges).

Print Page (=)

Back to Fulfillment List
Print Packing List

Fulfillment Information

This fulfillment was processed on 06/23/2014 09:54:58 AM CDT.

Order #: 1420

Delivery Information

Date: 06/23/2014 09:44:29 AM CDT
Method: walk-In

Buyer Information

Name: Troy Evans

Email Address:

Process Refund

Total amount available to refund: §129.42

troye@clemson.edu




Page |28

7. Click “Print”

¢« > C [ﬁ https://testsecure.touchnet.net:844 3/centraltest/outsidecontainerxhtml#

Print
Total: 2 sheets of paper
Destination Iﬁj Send To OneNote 2...
Pages (O}

0
Layout (®) Portrait

) Landscape
Color (® Color

() Black and white
e
Options Headers and footers

[] Background colors and
images

sz Touchiot U Cosmmor e Caral

Campus Banner and Design Fulfillment
Review all details related to an order, or process a refund

Fulfiliment Information
This fulfilment wes processed on 06/23/2014 (9:34:58 AM COT_
Order #: a0
Delivery Information
Date: 0672242014 09:44:29 Ak COT
Method:  Walkin
Buyer Information
Name: "ﬁn{hﬂu
Email Address: | royeciemson.edu
Process Refund
Total amount available to refund: ‘ $129.42
Mem  Stock#  Quantity Quantity Quantity Quantity New Refund Amaunt
Ordered Not  Cancelled Returned Amount | Quantity
Fultilled To Return
Thomas 16144812 1 o o 3 si9.42 s
e e —
Statue
Canvas
i20x
3 -
512095
each ftem, enter refund amount, then click Process
Refund.

Return Policy |

Fulfiliment Activity (2102)
Date | B6/23/2014 09:44:30 ax. COT |
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Sending Automatic Emails

1. Loginto U.Commerce Central

A
TouchNet

SET THE cURVE® |/

U.Cemmerce Central

User Name:

Password:

Forgot password?

2. Hover over the Applications tab

TouchNé}' ‘ U.Cemmerce Central

Home Dashboard Applications ~ JAdministration Client Community Help
Bill+] e ness Office Marketplace PayPath

Payment Gateway

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.

C20569.creighs | Edit My Profile | Logout

From the U.Commerce Central Welcome page you have access to the Dashboard where you can see an up User Name: creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchNet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

. . User Expiration Warning
for more information.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ Products and Services
h_.. Everything you need to know about the U.Commerce and associated services.


https://secure.touchnet.net/central
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3. Navigate to Marketplace

TouchNé}' U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard ~ Applications ¥ Admi n ommunity Help
Payment Gateway Bill+Payment Business Offige Marketplace ayPath

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information

entire campus.

From the U.Commerce Central Welcome page you have access to the Dashbeard where you can see an up User Name: creighs

to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more infermation.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ . Products and Services
== Evervthing vou need to know about the U.Commerce and associated services.

4. Click “Edit my Profile”

TouchNé}‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketp Home )
» CU Banner and Design date Profile

R Welcome, Test User! From this page you can update your email information and select store notifications.

P Marketplace Rep
User Information

@ Edit My Profile Print Page u:Eﬁ

U.Commerce Username: C20569.test
First Name: Test
Last Name: User

Email Information

Select or enter an email to be used for receiving order notifications.

* U.Commerce Email: waldZ@clemson.edu

Email:

Store Notifications

Select the stores from which to receive email order notification.

Campus Banner and Design

Reading Recovery
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5. Check the box next to your store name

TouchNé‘t' U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout
Home Dashboard Applications ~
v MarKetp Home
» CU Banner and Design
» Reading Recovery Welcome, Test User! From this page you can update your email information and select store notifications.
b Marketplace Reports

@ Edit My Profile
User Information

Help
U.Commerce Username:

ient Community Help

print Page ()

C20569.test

First Name: Test

Last Name:

Email Information

Select or enter an email to be used for receiving order notifications.

User

® U.Commerce Email: wald2@clemson.edu

Email:

Update Email

Store Notifirations

Select the stores from which to ret

\ve email order notification.

|| Campus Banner and Design

) Reading Recovery

Update Notifications

6. Click “Update Notifications”

TouchNé‘t U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

v iarketplace Home te P =
» CU Banner and Design sig s
¥ Reading Recovery Welcome, Test User! From this page you can update your email information and select store notifications. B
P Marketplace Reports

@ Edit My Profile

Print Page (=)
Help

User Information

U.Commerce Username: C20569.test

First Name: Test

Last Name:

Email Information

Select or enter an email to be used for receiving order notifications.

User

* U.Commerce Email: waldZ@clemson.edu

Email:

Store Notifications

Select the stores from which to receive email order notification.

)" Campus Banner and Design

Update Noti ions

Note: Automatic order notification emails will be sent to the email address provided while the box is

hecked. To stop receiving order notification emails, uncheck the box and click “Update
Notifications”.
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Running a PeopleSoft Query
1. Navigate to PeopleSoft

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

Enalish Espafiol

Erancais Erancais du Canada
m ltaliana Magyar
Mederlands MNorsk
Palski Portugués
Suomi Svenska
Cesting g*E
To settrace flags, click here SHZ[Y Py
Ty R
B bl

Copyright ® 2000, 2007, Gracke. Al rights reserved. PeopleSoft is 2 registered trademark of Gracke Gorporation andior its affilates. Other names
may be trademarks of thei rezpective ownars.

2. Click “Query”

Workist Add to Favorites Sign out
Personalize Content | Layout
Menu 2IS1E
Search

®

> My Favorites

[ CU CUSTOM

[» Vendars

[> Purchasing

[» Accounts Payable

[ Commitment Control
> General Ledger

> Set Up Financials/Supply Chain
[ Tree Manager

> Reporting Tools

> PeopleTools

= Budget Journals

= Journals

= View Archived Journals
= Payroll Carrections

= BrojectInformation

= Purchase Orders

Note: If you do not see “Query” in you navigation pane, please contact your college Business Officer
for query access.



https://cubsfs.clemson.edu/psp/fpprd/login

3. Search By Query Name

ORACLE’
[Menu [
Search:
®
[> My Favorites
[ CU CUSTOM
[> Vendors

> Purchasing

[ Accounts Payable

[ Commitment Control
[- General Ledger

[» Set Up Financials/Supply
Chain

[ Tree Manager

[- Reporting Tools

[- PeopleTools

= Budget Journals

= Journals

= View Archived Journals
= Bavroll Corrections

= Broject Information

= Purchase Orders

-Search By.

Worklist

Query Manager
Enter any infermation you have and click Search. Leave fields blank for a list of all values

Find an Existing Query | Create Mew Query

begins with  [ARKETPLACE_TRANSACTIONS_DEPT]

Find an Existing Query | Create Mew Query

Add to Favorites
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Sign out

Mew Window | Customize Page =

. . 5
< My Favorite Queries Customize | Find | EEl

MARKETPLACE TRANSACTIONS ALL Daily Marketplace Transactions Private Runto HTML Runto Excel

F\rs(EMyﬁELﬂst

unsr poger oo hunto b

Schedule

=

Clear Favorites List
Budgets
CUg8 REV BUD BALANCE
Shows Budget, Revenues and Balance
CU88 BUDGET BALANCE
Shows Budget, Expenditures and Balance
CU88 FUND BALANCE
Shows Fund Balance Info. from the Ledger
CU BUDGET BALANCE DEPTID FY
Shows Budget, Expenditures and Balance for a Deptid by Year
CU88 PROJ BUDGET BALANCE
Shows Budget, Expenditures and Balance for Project by FY

Actuals

CU88 CHARTFIELD STRING DRILL
Actuals FY 2011 to Current

ARC CHARTFIELD STRING DRILL
Actuals Prior to FY 2011

CUB8 CHARTFIELD STRING BALANCE
Shows Charlfield Balance Info. in the Ledger

APIPO

CUgs PO ENC VCHR VMDR

Shows Enc., change orders and vouchers against a PO
CUB8 REQ STATUS PROC

Shows Requisition. approval, buyer, BCM status, etc
CUgs YOUCHER BUD ERRORS

Shows Veucher Budget Check Errors by Business Unit

4. Type “Marketplace” without quotation marks in the search box

ORACLE’
Menu [

Search:

L 1®
[> My Favorites

[ CU CUSTOM

[> Vendors

> Purchasing

[ Accounts Payable

[ Commitment Control

[ General Ledger

[» Set Up Financials/Supply
Chain

[- Tree Manager

[ Reporting Tools

[» PeopleTools

= Budget Journals

= dournals

= View Archived Journals
= Payroll Corrections

= Project Information

= Burchase Orders

= Vouch

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

“Search By: vegins vin
Search | Advanced Search

ARKETF’LACE_TRANSACT\ONS_DEF’T“

Find an Existing Query | Create New Query

Add to Favorites

n out

MNew Window \ Customize Page =

= My Favorite Queries Customize | Find | B

s Jowser roler B

‘MARKETF‘LACE TRANSACTIONS ALL Daily Private Run to HTML Run to Excel

Transaction:

First [ 1 of1 [ Last

Schedule

=

Clear Favorites List
Budgets
CUgs REV BUD BALANCE
Shows Budget Revenues and Balance
CU88 BUDGET BALANCE
Shows Budget, Expenditures and Balance
CUBS FUND BALANCE
Shows Fund Balance Info. from the Ledger
CU BUDGET BALANCE DEPTID FY
Shows Budget, Expenditures and Balance for 3 Deptid by Year
CUB8 PROJ BUDGET BALANCE
Shows Budget, Expenditures and Balance for Praject by FY

Actuals

CU88 CHARTFIELD STRING DRILL
Actuals FY 2011 to Current

ARC CHARTFIELD STRING DRILL
Actuals Priorto FY 2011

CUB8 CHARTFIELD STRING BALANCE
Shows Chartfield Balance Info. in the Ledger

APIPO

CU88 PO ENC VCHR VNDR

Shows Enc., change orders and vouchers against a PO
CUg8 REQ STATUS PROC

Shows Requisition. approval, buyer, BCM status, etc.
CuU88 YOUCHER BUD ERRORS

Shows Youcher Budget Check Errors by Business Unit




5. Click “Search”

ORACLE’

Menu =]

®

Worklist

> My Favorites Query Manager
E‘[’:U dCUSTDM Enter any information you have and click Search. Leave fields blank for a list of all values,
endors

[ Purchasing

[ Accounts Payable

[ Commitment Control
[» General Ledger

[» Set Up Financials/Supply
Chain

[ Tree Manager

[ Reporting Tools

[» PeopleTools

= Budget Journals

= Journals

Find an Existing Query | Create New Query

SSaal By [Gusytlame v sesinswin

@ nced Search

ARKETF’LACE_TRANSACTIONS_DEF’TH

Find an Existing Query | Create New Query
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New Window | Customize Page

= View Archived Journals
= Payroll Corrections
= Project Information

. . ¥
“~ My Favorite Queries Customize | Find | ]

s owner fousr i [mniotmel

FIIs(IIl1Df1II|LaSI

= Purchase Orders ‘MARKETF‘LACE TRANSACTIONS ALL Daily Tr Private Runto HTML RuntoExcel Schedule [=]
= Vouchers
- Query Clear Favorites List

Budgets Actuals

CU88 REV BUD BALANCE

Shows Budget Revenues and Balance

CUgs BUDGET BALANCE

Shows Budget, Expenditures and Balance

CU88 FUND BALANCE

Shows Fund Balance Info. from the Ledger

CU BUDGET BALANCE DEPTID FY

Shows Budget, Expenditures and Balance for a Deptid by Year
Cugs PROJ BUDGET BALANCE

Shows Budget, Expenditures and Balance for Project by FY

CU88 CHARTFIELD STRING DRILL
Actuals FY 2011 to Current

ARC CHARTFIELD STRING DRILL
Actuals Priorta FY 2011

CUBS CHARTFIELD STRING BALANCE
Shows Chartfield Balance Info. in the Ledger

APIPO

CUgs PO ENC VCHR VNDR

Shows Enc., change orders and vouchers against a PO
CUBS REQ STATUS PROC

Shows Requisition. approval, buyer, BCM status, etc
CUBs VOUCHER BUD ERRORS

Shows Voucher Budget Check Errors by Business Unit

6. Click “Run to Excel”

ORACLE’

Menu =
Search:

_______Je

Workist |

[ My Favorites Query Manager
E‘?U dCUSTDM Enter any information you have and click Search. Leave fields blank for a list of all values
endors

> Purchasing

[ Accounts Payable

[ Commitment Control

[- General Ledger

[ Set Up Financials/Supply
Chain

[ Tree Manager

[- Reporting Tools

[- PeopleTools

Find an Existing Query | Create Mew Query

“Search By: vegins win
Search | Advanced Search

MARKETPLACE_TRANSACTIONS_DEP

Search Results

= Budget Journals “Folder View: [ __ A Folders — =

= Journals

= View Archived Journals Check All Uncheck All *Action: Go

= Bavroll Corrections —I —I -

= Project Information Query Customize | Find | View All | ] First K] 1 of 1 [ Last

= Purchase Orders
= Vouchers

Fower

Sckct Guerstame
MARKETPLACE TRANSACTIONS DEPT Marketplace Trans. By Dept.

[ —

Public Run to HTMI Run to Excel

Find an Existing Query | Create New Query

| signout

New Window | Customize Page =

~ My Favorite Queries
Query Hame
MARKETPLACE TRANSACTIONS ALL Daily Marketplace Transactions

5
Customize | Find | £

uner roer ———Jauntonunaunto et Schosue

Private Runto HTWML RuntoExcel Schedule

=l

F\rstE1ul1|ELast

Clear Favorites List

Budgets

CUg8 REV BUD BALANCE

Shows Budget, Revenues and Balance
CU88 BUDGET BALANCE

Shows Budget, Expenditures and Balance
CU88 FUND BALANCE

Shows Fund Balance Info. from the Ledger
CU BUDGET BALANCE DEPTID FY

Actuals

CU88 CHARTFIELD STRING DRILL
Actuals FY 2011 to Current

ARC CHARTFIELD STRIMG DRILL
Actuals Prior to FY 2011

CUB8 CHARTFIELD STRING BALANCE
Shows Charffield Balance Info. in the Ledger
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7. Enter the desired date range

MARKETPLACE_TRANSACTIONS_DEPT - Marketplace Trans. By Dept.

View Results

Journal ID Date Account Dept Fund Class Program Project Amount Line Descr

8. Enter your department number

MARKETPLACE_TRANSACTIONS_DEPT - Marketplace Trans. By Dept.

From: ’—B

Wiew Results

Journal ID Date Account Dept Fund Class Program Project Amount Line Descr

9. Click “View Results”

MARKETPLACE_TRANSACTIONS_DEPT - Marketplace Trans. By Dept.

From: ,7@
To: ,7

Dept:

Q=)

Journal ID Date Account Dept Fund Class Program Project Amount Line Descr

10. Open the excel document

MARKETPLACE_TRANSACTIONS_DEPT - Marketplace Trans. By Dept.

From: ,W
To: ,m
Dept: W

Journal ID Date Account Dept Fund Class Program Project Amount Line Descr

MARKETPLACE TRA...xls

¥ Showall downloads... %
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Pulling a Totals Report

1. Loginto U.Commerce Central

A
TouchNet

SET THE CURVE® N/

U.Cemmerce Central

User Name:

Password:

Forgot password?

2. Hover over the Applications tab

TouchNé}' ‘ U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard

Administration Client Community Help

Payment Gateway Bill+] = ness Office Marketplace PayPath

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information

entire campus.

From the U.Commerce Central Welcome page you have access to the Dashbeard where you can see an up User Name: creighs

to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more infermation.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ Products and Services
Everything you need to know about the U.Commerce and associated services.


https://secure.touchnet.net/central
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3. Navigate to Marketplace

TouchNgt' U.Cemmerce Central

C20569.creighs | Edit My Profile | Logout

Home Dashboard ~ Applications ~ it Community Help

Payment Gateway Bill+Payment Business Offic Marketplace

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information

entire campus.

From the U.Commerce Central Welcome page you have access to the Dashboard where you can see an up User Name: creighs

to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchNet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Locat 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

. i User Expiration Warning
for more information.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet
U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

1 - Products and Services
(== Evervthing vou need to know about the U.Commerce and associated services.

4. Click “Marketplace Reports” on the left side of your screen

TouchNé}‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Admi ration Client Community Help

v Marketplace H .
e — rketplace Operations Center Home

Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

Help Print Page L:‘:(]
Show 10 v entries Search:
Name - | Id < Type < Merchant Name Web < Mobile % Fulfillments Links
b Pending b
Reading Recovery 29 General Reading Yes No 0 View Store | View Mobile
Recovery

Showing 1 to 1 of 1 entries
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5. Click “Stores”

TouchNgt' ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
» Reading Recovery Marketplace Operations Center Home

Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

Print Page (&)
Show 10 v entries Search:
Name -~ Id < Type < Merchant Name Web < Mobile < Fulfillments Links
E Pending b
Reading Recovery 29 General Reading Yes Mo 0 View Store | View Mobile
Recavery

Showing 1 to 1 of 1 entries

6. Select your store

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
» Reading Recovery Marketplace Operations Center Home

¥ Marketplace Reports Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.
Print Page (=)
Show 10 v entries Search:
Name - Id < Type % Merchant Name Web < Mobile < Fulfillments Links
b Pending E
Reading Recovery 29 General Reading Yes No 0 View Store | View Mobile

Recovery

Showing 1 to 1 of 1 entries
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7. Click “Totals”

TouchNé‘t' ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Adm

istration Client Community Help

¥ Marketplace Home
» Reading Recovery
¥ Marketplace Reports
¥ Stores
¥ Reading Recovery
By Product
By Stock No.

Buyer Information
Recurring Payment
Edit My Profile
Help

Marketplace Operations Center Home

Click on links to access mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

Print Page (=)

Show 10 v entries Search:
Name - Id < Type < Merchant Name Web < Mobile % Fulfillments Links
B Pending 3
Reading Recovery 29 General Reading Yes Mo 0 View Store | View Mobile
Recaovery

Showing 1 to 1 of 1 entries

8. Change the date range to the desired state and click “View”

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ¥ Administration Client Community Help

¥ Marketplace Home
P Reading Recovery
¥ Marketplace Reports
¥ Stores
¥ Reading Recovery
By Product
By Stock Mo.
By Product Type
® Totals
Taxes
Buyer Information
Recurring Payment
Edit My Profile
Help

Store Revenue Report

The default report shows current day information using the default of all application types.. The report is a summary of the total revenue.

Lom: gr214 [ T gigi1a [ Report Type: ropals )

Application Type:

Print Page (=)

¥ stores
¥ Mobile

There are no sales on record for this store for the selected time period.
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9. Click “Export to CSV”

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home

» Reading Recavery Store Revenue Report
"M;trketplﬂm Reports The default report shows current day information using the default of all application types.. The report is a summary of the total revenue.
ores
¥ Reading Recovery Print Page (&)
By Product
By Stock No. ‘ Export To CSV
By Product Type
® Totals
Taxes ) From: 3144y [ To: 6714 ] Report Type: | rypg) v
Buyer Information
Recurring Payment Application Type:
Edit My Profile v
Help Stores
“ Mobile
Store Name Number of Number of ltems  Item Amount Shipping Amount  Item + Shipping Tax Collected Total Amount with
Fulfillments Sold Amount Tax
Reading Recovery 5 3 $245.00 50.00 5245.00 50.00 $245.00
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Reconciling Your Account
1. Pull a Totals Report (See “Pulling a Totals Report)
2. Exportto CSV
3. Save as Rev by Acct Code (From Date Range) to (To Date Range)
a. For Example, If we pulled date from 6/2/14 to 6/6/14, our file name would be:
“Rev by Acct Code 6-2-14 to 6-6-14”
4. Run a PeopleSoft Query (See “Running a PeopleSoft Query”)
5. Open the Excel document
6. Total all of the transactions
7. Save as “PeopleSoft Query (From Date Range) to (To Date Range)

a. For Example, if we pulled data from 6/2/14 to 6/6/14, our file name would be
“PeopleSoft Query 6-2-14 to 6-6-14”

Note: Marketplace revenues should be reconciled on a monthly basis. It may be necessary to

reconcile more frequently (weekly or daily) dependent on sales volume.
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Pulling a Product Report

1. Loginto U.Commerce Central

A
TouchNet
| %

SET THE CURVE®

U.Cemmerce Central

User Name:

Password:

Forgot password?

2. Hover over the Applications tab

TouchNé}' ‘ U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard Administration Client Community Help

Payment Gateway ness Office Marketplace PayPath
Welcome to U.Commerce Central
TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
From the U.Commerce Central Welcome page you have access to the Dashboard where you can see an up User Name: creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more information.

Your password is set to expire in: 54 Days

Client Community

Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet

U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ Products and Services
h-. Everything you need to know about the U.Commerce and associated services.


https://secure.touchnet.net/central

Page |43

3. Navigate to Marketplace

TouchNé}' U.Cemmerce Central

€20569.creighs | Edit My Profile | Logout

Home Dashboard ~ Applications ¥ Admini: i jient Community Help

Payment Gateway Bill+Payment Business Office Marketplace PayPath

Welcome to U.Commerce Central

TouchNet U.Commerce Central is your command center for managing commerce activity across your User Information
entire campus.
User N : igh:
From the U.Commerce Central Welcome page you have access to the Dashbeard where you can see an up ser Hame creighs
to the minute, consolidated view of commerce transactions for all your U.Commerce applications. You Last Logged In: 06-17-2014 08:06:00 EDT
have access to all your U.Commerce Operations Centers by clicking on the Applications tab at the top of Last Location: 130.127.158.202

the page, and you can add new users and manage existing users using the Administration option. You
also have easy access to the TouchMet Client Community and other valuable industry information, by
simply clicking on the desired links.

Current Location: 130.127.158.202

If you need assistance using these valuable U.Commerce Central features, you can click on the Help link

! ! User Expiration Warning
for more infermation.

Your password is set to expire in: 54 Days
Client Community
Identify Exception Codes
Provides a detailed description and solution for exception codes encountered in TouchNet

U.Commerce applications.

Industry Resources
Industry resources, news feeds, client case studies, and more.

[ ] Products and Services
Everything you need to know about the U.Commerce and associated services.

4. Click “Marketplace Reports” on the left side of your screen

TouchNé}‘ ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

Home Marketplace Operations Center Home

Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

¥ Marketpla

Help print Page (=)
Show 10 ¥ entries Search:
Name - | Id < Type < Merchant Name Web < Mobile % Fulfillments Links
Ed Pending i
Reading Recovery 29 General Reading Yes Mo 0 View Store | View Mobile
Recavery

Showing 1 to 1 of 1 entries
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5. Click “Stores”

TouchNgt' ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
» Reading Recovery Marketplace Operations Center Home

Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

Print Page (&)
Show 10 v entries Search:
Name -~ Id < Type < Merchant Name Web < Mobile < Fulfillments Links
E Pending b
Reading Recovery 29 General Reading Yes Mo 0 View Store | View Mobile
Recavery

Showing 1 to 1 of 1 entries

6. Select your store

TouchNé}‘ ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Adm

¥ Marketplace Home
» Reading Recovery Marketplace Operations Center Home

¥ Marketplace Reports Click on links to access mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

ration Client Community Help

Print Page (=)
Show 10 v entries Search:
Name - Id < Type < Merchant Name Web < Mobile % Fulfillments Links
¢ Pending ¢
Reading Recovery 29 General Reading Yes No 0 View Store | View Mobile
Recovery

Showing 1 to 1 of 1 entries
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7. Click “By Product”

TouchNé‘t' ‘ U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Adm

¥ Marketplace Home
» Reading Recovery Marketplace Operations Center Home

¥ Marketplace Reports Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.

istration Client Community Help

¥ Stores
Print Page (=)

i [ stores |
By Product Type
Totals Show 10 v entries Search:
Taxes . " " § " § 5
Buyer Information Name - Id < Type < Merchant Namf:- Web < Mobile < Fulfll.lments . Links.

. s Pending 3
Recurring Payment

Edit My Profile Reading Recovery 29 General Reading Yes Mo 0 View Store | View Mobile
Recaovery

Help

Showing 1 to 1 of 1 entries

8. Change the date range to the desired state

TouchNé‘t‘ ‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Ad

¥ Marketplace Home
» Reading Recavery Store Revenue Rep:
¥ Marketplace Reports The default report shows current day information using the default of all application types.. The report is a summary of the total revenue.

¥ Stores

¥ Reading Recovery : o
Print P
® By Product rintPage &)

By Stock No. Export To CSV

By Product Type

Totals

Taxes . . .

5 . <me‘ 31214 & T 61814 >j RePOrt TVPE: | proguct v
uyer Information

Recurring Payment Application Type:
Edit My Profile

Help

Client Community Help

¥ Stores
¥ Mobile
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9. Click “View”

TouchNé} ‘ U.Cemmerce Central TEST

€20569.test | Edit My Profile | Logout

Home Dashboard = Applications ~ Administration Client Community Help

¥ Marketplace Home
P Reading Recovery
¥ Marketplace Reports
¥ Stores
¥ Reading Recovery
® By Product

Store Revenue Re

The default report shows current day information using the default of all application types.. The report is a summary of the total revenue.

Print Page u:'::]

By Stock No.
By Product Type

Totals

Taxes

From: | 37244 [ To: gqg14 [E ReportType: proguct

Buyer Information
Recurring Payment
Edit My Profile
Help

Application Type:
# Stores
# Mobile

10. Click on a listed product for more detailed information
a. This option will show all of the information the customer entered

TouchNé‘t' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

FramETREAg [ TT6 84 B View -
Application Type:

¥ Stores

¥ Mobile

avw a avw avw avw avw aw ~ v Pay By aw

Product Name  Order Id Purchaser Date Ordered Date Fulfilled Oty Fulfilled Payment Check Payment Total Amount

Method Status Paid

2013 Summer 1287 Kayne Evans 04/01/2014 04/01/2014 1 MasterCard $70.00
Institute - 02:40:16 PM 02:40:19 PM

Participant T T

Registration

Shipping Information

troye@clemson.edu

Product Modifiers

Prompt Answer Price

Participant Name Kayne Evans 50.00
Phone Number 864-940-6830 50.00
If you are interested in having a Tiger Executive Chicken Salad on Croissant 50.00
Meal for lunch, please check one of the following
2013 Summer 1267 Kayne Evans 03/24/2014 03/24/2014 -1 MasterCard -$35.00
Institute - 02:16:40 PM 02:28:28 PM
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11. Click “Export to CSV”

TouchNé}' U.Cemmerce Central TEST

C20569.test | Edit My Profile | Logout

Home Dashboard Applications ~ Administration Client Community Help

¥ Marketplace Home
» Reading Recovery Product Detail Report

"M;trkewh“e Reports The default report shows current day information using the default of all application types.
ores
¥ Reading Recovery Print B, 0
® By Product rint Page. &)

By Stock No. Back To Store Revenue Report

By Product Type

Totals
Taxes ‘ Export to CSV

Buyer I.nformal'lon ¥ Show columns with a zero dollar price adjustment
Recurring Payment

Edit My Profile
Help

® Include all modifiers
Select modifiers to export

From: 33/14 [ To: [g/18/14

Application Type:

¥ Stores
¥ Mobile
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What If | Forgot My Password?

1. Click “Forgot My Password”

A
TouchNet

SET THE CURVE® N/

U.Cemmerce Central

User Name:

Password:

Forgot password?

Login

2. Enter required information

UCemmerce | |cma

Everywhere Monsy Moves!

rPersonal Information Settings:

Please enter your institution prefix and user name, provided by your U.Commerce Central administrator. For example: C12345.jsmith
User Mame:

First Name:

Last Mame:

E-mail Address:

3. Check your email for further instructions

Note: The system will lock you out after entering an incorrect password three or more times. Contact

your Marketplace administrator at Marketplace@lists.clemson.edu if this occurs.



mailto:Marketplace@lists.clemson.edu
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FAQs for Marketplace

Payments

1. Are cash and personal checks accepted as payment methods?

Marketplace is an online system and therefore cannot accept cash as a payment method. Our
customers cannot mail in physical checks; however, we gladly accept payment through personal

e-checks that require the customer’s routing and account number.
2. Is this website secure?

CU Marketplace is a TouchNet hosted solution that is secure and meets Payment Card Industry
Data Security Standards. You can feel confident knowing that the site is completely PCI
Compliant.

3. What credit cards does the system accept?
CU Marketplace proudly accepts all major credit cards. These include:

e Visa

e MasterCard

e Discover

e American Express

e And all of their subsidiaries
Also, Marketplace accepts debit cards with a MasterCard or Visa logo.
4. Are any of the credit card numbers saved?

A customer can choose to save their payment method after registering for an online profile.
However, only the last four digits can be seen. Departments do not have access to any portion of
the credit card number.

5. What if no payment is required?

Our system has the ability to process $0 payments. This occurs when there is no fee for an event
registration or when a promotional code brings the total amount to $0. No billing information will

be collected for a $0 purchase.
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Accounting

1. Who handles all of the accounting duties?

Marketplace automates the process of accounting for revenues collected. Revenues are deposited
into the chart field string of your choice nightly. This eliminates the administrative burden placed
on individual departments. Reconciliation of Marketplace and PeopleSoft reports is the

responsibility of the department collecting the funds.
2. Do I have access to the accounting information?

Departments are able to access multiple Marketplace reports and PeopleSoft queries. Marketplace
reports show all purchases in real-time, while PeopleSoft updates overnight and shows the dollar
amount for purchases from the previous day.

Customer Information

1. Can | collect additional customer information?

Yes. The department has the ability to gather as much information from the customer as they
would like. Information requested can be required or optional. Our information gathering
methods include textbox entries, drop-down selections, and multiple select checkboxes. Prices

increases or decreases can be configured based on options selected.
2. What is dynamic pricing?

Dynamic pricing allows the price options to fluctuate when different combinations of products
are selected or when dates change. For example, an increase in price may occur if a customer
would like to attend a banquet the night before a conference or if different prices are available for

students versus employees.
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Checkout

1. Can a customer access their order history?

Only the individual who created the account has the ability to access purchase history. Cash and

Treasury Services can only view orders and delete inactive accounts.
2. Can promotional codes be used?

Marketplace is able to use (2) different types of promotional codes, unlimited use and single use.
It is the responsibility of the department to determine which type best fits their needs and

distribute the codes to their customers.
3. Can additional items be offered at checkout?

Yes. The department has the ability to offer additional items at checkout. For example, a
department can offer a customer the ability to purchase a T-shirt for a conference after

registration.
4. Will I have to calculate tax and shipping costs?

Sales tax is calculated by the system and, if applicable, is included in the final price of the
product. Shipping costs must be determined by the department when their store or product is
being created. The system will calculate shipping costs after they have been initially set. The

customer will receive a breakdown of all costs on their checkout page.
5. Can a customer print out a receipt?

Yes. The customer will have the ability to print a receipt after checkout is complete.
6. Is the refund policy visible online?

Each department sets their refund policy individually. By submitting an order, the customer is

agreeing to that refund policy.
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Customer Communications

1. Will the customer automatically receive an order confirmation?
After completing the buying process, the customer will be redirected to a confirmation page. The
customer will also receive an email with their confirmation and receipt. Order confirmations can
also be delivered via a text message if the customer chooses that option during checkout.

2. Can additional information be sent to the customer?
Every department has the option to request a customer’s phone number or email address during
the information gathering stage. This provides the ability for the department to send additional
information to the customer, if they would like.

Shipping

1. Who is responsible for setting the shipping rates for a product?
Individual departments set their own shipping rates during the product creation phase. A base rate
must be provided and then an additional rate per additional product purchased can be set.

2. Am | able to provide a tracking number with each shipment?
Yes. The department may provide a tracking number that will be emailed to the customer when
the order is fulfilled.

3. Can items be shipped internationally?

Yes. This is up to the discretion of the department and the policies set forth by the University.

Shipping can be limited to specific countries.
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Reports

1. How do I access reports?

Marketplace reports are real-time and can be accessed through U.Commerce Central. This will
require login information, which is provided by the Cash and Treasury Services Department after

the creation of your Marketplace store.
2. What do the reports show?

There are (2) reports available. The Totals report shows overall revenue, and the By Product

report gives all customer information, excluding credit card numbers.
3. Can I receive an email every time an order is placed?

Yes. Marketplace offers this option upon completion of store setup. See “Sending Automatic

Emails” for instructions.

Costs

1. Isthere aset-up fee to acquire a Marketplace store?
No. Store set-up is completely free.

2. Are there credit card processing fees?
Yes. A credit card processing fee is the only charge associated with Marketplace.
These fees fluctuate based on the interchange rate. Base rates are given below.

e Visa-1.43% of revenue
e MasterCard- 1.53% of revenue
e Discover- 1.85% of revenue

e American Express- 2.15% of revenue

For more information contact Cathy Freeman at cdorfne@clemson.edu.

3. Do I have to perform any actions in regards to managing these fees?

No. They are charged to the chart field string that has been provided to the Cash and Treasury

Services Department.


https://secure.touchnet.net/central
mailto:cdorfne@clemson.edu
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Layout

1. Isthe department able to customize their store?

Image, text, and general layout customization is available.

Miscellaneous

1. Can products come on and offline?

Products can be taken on and offline in real-time. The department needs to let the Cash and

Treasury Services Department know when they would like this to occur.
2. Do stores have to come offline for changes to be made?
No. Changes to any aspect of the store can be made while the store is still active.

3. Can mobile payments be made?
Yes. The customer would have the ability to make payments after being redirected to a mobile
optimized site.

4. Can QR codes be created?

Yes. QR codes are able to be created for each product.
5. Do I have the ability to give refunds?

Yes. Departments are able to process their own refunds. The refund is processed to the same
payment method as the original purchase. The chart field string associated with the original

purchase will also be debited.
6. Can the price of a product be changed?

Yes. This has to be changed manually during normal business hours.
7. How long does it take for a store to be created?

Once all necessary forms have been received, it takes 2-3 weeks for a store to be created.
8. How long does it take for a new product to be added to a store?

The average product takes 1-5 business days to be added to a store.



System Administration

1. What if | forget my password?

Complete the steps in the “What if [ Forgot My Password” section.

2. What if I need to add a new employee to an account?

Contact Marketplace@lists.clemson.edu

3. What if an employee leaves?

Contact Marketplace@lists.clemson.edu
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Pre-Customer Checklist

{1 Visit our informational Marketplace website at http://www.clemson.edu/finance/cash-treasury/e-

commerce-marketplace.html.

[J Complete CU Marketplace Application
[1 Complete Marketplace E-Commerce User Agreement
(1 Complete Credit Card Merchant Registration Form
[J Once approved, send additional information to Cash and Treasury,
o Product Images
o Descriptions
o Text
o Shipping Information
[J Cash and Treasury will create a test site for you
[J Test the site and request changes as needed
[1  Approve your store for production

[1 Cash and Treasury will build your site in production, provide training, and send you the necessary

URLs and login information
This entire process will last anywhere from 10 days to 25 days
For any questions, consult the FAQs on the Marketplace Website

For further assistance, contact Marketplace@lists.clemson.edu



http://www.clemson.edu/finance/cash-treasury/e-commerce-marketplace.html
http://www.clemson.edu/finance/cash-treasury/e-commerce-marketplace.html
mailto:Marketplace@lists.clemson.edu
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Existing Customers Checklist

[1 Review Reports
o Ensure that you review all of the reports to which you have access.
[l Reconcile Monthly

o Cash and Treasury recommends that each department reconcile their reports at least
monthly. Depending on the volume of sales transactions, it may be necessary to reconcile

weekly or even daily.
{1 Open Budgets

o Please contact your college Business Officer to ensure that all budgets are open for the

new fiscal year.

o Marketplace journals will not post for unopened budgets. This will cause a delay in your

department receiving revenues.
[ Fulfill Orders

o Orders must be marked as fulfilled through TouchNet before they are deemed to be

complete. This only applies to departments using manual fulfillments.
[1 Contact Cash and Treasury with Updates

o If changes need to be made to your store, contact Marketplace@lists.clemson.edu.

o Updates will be made during normal business hours.
[1 Check FAQs for Answers

o Cash and Treasury Services has developed a specific list of frequently asked questions in
order to provide our customers with the best service possible. Please utilize this list

before contacting the department regarding questions.
[l Provide Feedback

o Feedback regarding CU Marketplace is always encouraged. Please do not hesitate to tell
us when you have a positive or negative experience with the system. Contact

Marketplace@lists.clemson.edu to leave feedback.



mailto:Marketplace@lists.clemson.edu
mailto:Marketplace@lists.clemson.edu

