September 2013

CASHNet® SmartPay Instructions

In the Windows Internet Explorer address box type: https://arches.augustana.edu; click on the “LOG IN” tab.

)

The following screen will open after you click on the “LOG IN” tab; complete the login process and click on the “SUBMIT” button.


https://arches.augustana.edu/

Click on the “Students” tab to get to the login screen. Students must use their Augustana College Arches student login and password
information to log into CASHNet.



The following screen will open:

Arches Student Menu Page

Click on ePayment / eBill under the Financial Information section

You will be prompted to enter your Augie username and network password



Once you are logged in the following Augustana College ePayments screen will open:

To add an authorized payer click “Add New” under Parent PIN’s section. Click on “Edit” to give an
existing Authorized Payer access to the email notifications.

To view a statement click “View” or “Download” under Your Bills section

To make a payment click “Click here to make a payment” under Your Account section

To save an ACH or credit card on file click “Add New” under Saved Accounts section



Enter the login name you wish to assign to
the parent or authorized payer.

Enter that person’s email address.

A welcome email will be sent to the email
address entered. You may add a note to this
email (optional). The email will contain the
optional note, login ID, temporary
password and a link to access this site.
Answer any remaining questions on the
page.

Click OK.



After clicking ok the authorized payer will receive an email

Click on URL link within the email or enter https://commerce.cashnet.com/augustanapay into your favorite web browser

Parent/ Authotized Payers will receive an email if
their student has created a Parent/ Authorized
Payers login. You must enter the

Patent/ Authorized Payers login and password
provided in the email to open the student’s
account.

If you have forgotten your Parent/Authorized

~ue— Payers login or password, you can reset it using
the "Forgot Password" link. The screen on the
next page will open after you click on the
“Forgot Password” link.


https://commerce.cashnet.com/augustanapay

Type the name your student assigned you (in
your email) or enter your email address and click
on the “Continue” button. This will open the
screen to allow you to create a new password.

ERROR MESSAGE: You may receive this error
message: “Unable to login becanse of invalid

Parent/ Authorized Payers Login or Password”’ when
attempting to login. This indicates that the login
and password do not match those in the email
(follow same procedure above).

.For security reasons Augustana/ CASHNet does
not have access to your Parent /Authorized
Payers login and/or password to reset them.

After you type the name your student assigned
you (in your email) or your email address and
click on the “Continue” button, this screen will
open up to confirm that your password has been
reset.

The payment screen below shows all payments that have been made through CASHNet; this is also where you will make payment on your
student account. To access this page:

1. Click on either the “Click here to make a payment” or “Pay” link to make a payment (see payment instructions on next page).
2. Locate the box titled “Your Recent Payments” (this will show the three most recent payments on your account).



3. Click the “View All” button to see payments made through CASHNet and the details of what form of payment was used. There will
be buttons on that screen to allow you to get a printable receipt or to email a copy of the receipt to yourself or anyone you designate.
4. 'This program shows only those payments made through CASHNet; no payments made through the mail, at the Business Office or by

Financial Assistance Office at Augustana.

To make a payment:

<@mmmn To view payments made:

After you select the “Click here to make a payment” or “Pay” link, the following screen will open.



The following payment on account screen will open.

<G Enter the desired payment amount in the “Amount” box; partial payment is acceptable.

<4 Once the amount is entered, click on the “Add to Shopping
Cart” button. The following screen will open.

Select 1 of the 2 “Select Method of Payment” options. If you select “Enter new credit card information” and click the
“Continue Checkout” button, the following screen will open.

G



This site accepts only
the following credit
cards:

*  American Express
¢ Discover

e MasterCard

*  Visa

Fill out the appropriate
credit card information
and click on the
“Continue Checkout”
button. The following
screen will open.

You will need to accept the
service charge by clicking in the
“I acknowledge that...” box. Click
on the “Continue Checkout”
button.

To see the total amount you are
paying, click on the “Review
Charges” button.

If you do not wish to pay the
service charge, click on the
“Cancel My Transaction”
button.

You do not have the ability to
use two credit cards in a single
transaction. If you need to split
your payment over multiple
cards you will need to complete
separate transactions.
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This site accepts payment by electronic check (e-check). If you pay by e-check, the payment will be processed using a banking network
known as the ACH network. A request will be electronically transmitted from our bank to yours instructing them to transfer the desired

amount of money to us.

If you select “Enter new electronic check information” and click the “Continue Checkout” button, the
following screen will open.

<

In order to pay by e-check, you will need the information printed in special characters at the very bottom of your check.

<@ Routing Number
e Account Number
<@  Check Number
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Please keep the following very important information in mind when paying by e-check:

e Use only checks from regular, U.S. bank checking accounts (NO international accounts).

¢ Do not attempt to use credit card cash advance checks, brokerage account checks, home equity line of credit checks, or any check
marked "Do not use for ACH."

e If you are not sure whether your check can be used with this service, please call your bank and ask them if your account can be used
for ACH. You can also ask your bank what routing-transit number and account number you should use to complete an ACH
transaction.

e Verify that you have entered all your account numbers correctly.

e  E-checks can be deducted from your bank account much faster than regular paper checks, sometimes as quickly as the next day. Be
sure your account has sufficient funds to cover your payment or else your e-check may bounce.

e In certain cases it can also take longer for an e-check to be deducted from your bank account, occasionally up to two weeks.

e Tailure to follow the above instructions can result in your e-check bouncing. If this occurs a $25.00 dishonored check charge may be
imposed. A $50.00 late payment charge may also be applied; you may be restricted from paying by e-check in the future.

When will payment be posted?

CASHNet attempts to post payments to your Augustana student account as soon as you see the on-screen receipt indicating that the
transaction has been approved. If Augustana’s computer system is unreachable at the time your payment is complete, payment will be re-
transmitted no later than the end of the business date which is shown on your receipt.

Wrong Balance:
Balances displayed here may not match statements on Arches because of the following:

e Payments by other methods not yet received or posted.

e If you have mailed the College a check, allow a few days for mail delivery.

e If you participate in the monthly payment plan, take your already scheduled payments into consideration when making an additional
payment.

If you feel that information is incorrect or have questions about the balance, please contact the Business Office for additional assistance at
1-800-798-8100 extension 7354 or 7390.

Did my payment go through?

If you received a receipt from the CASHNet system, either online or by email, payment was accepted. If you did not receive the receipt or
for any reason you are not sure, follow the steps below to find out.

Go to the “Your Account” page by clicking the link at the top of the page. J

Locate the box titled “Your Recent Payments” (this will show the three most recent payments on your account).

Click the “View All” link to see all payments made on your account through CASHNet.

If your payment does not appear in the list, either it did not go through or it was not a payment made through CASHNet. This system
shows only those payments made through CASHNet; no payments made to Augustana College through the mail or at the Business
Office or by Financial Assistance Office.

bl i

COMMON ERROR MESSAGES THAT YOU MAY ENCOUNTER WHILE TRYING TO MAKE A PAYMENT:

Please enter a valid routing/transit number.

This indicates that the routing/transit number you have entered for an e-check payment is not valid. This could be because you have typed
the number incorrectly, or because you are using a check from a financial institution that does not participate in the ACH network. Please
verify the routing/transit number with one of your printed checks. If the number matches but you still get this error, please contact your
bank to find out if your account can be used for ACH, and if so what routing/transit number you should use. Keep in mind that credit
card cash advance checks, brokerage account checks, and home equity line of credit checks usually cannot be used for e-check payments.

Please enter a valid credit card number.
This indicates that the credit card number you have entered is not valid. Please compare the number you have entered with the number on
your card. Make sure that you are attempting to use one of the cards accepted by this site.
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https://commerce.cashnet.com/cashnetg/help/DidMyPayGoThrough.aspx

Declined Credit Cards:

If you receive a message that your credit card was declined, that is based on information which we received from the credit card company
or bank that issued the card. The credit card issuer makes the decision whether to approve or decline a transaction. If your transaction is
being declined, here are some things you can try:

e (Call the number on the back of your credit card to find out why the card issuer is declining the transaction. If you speak with a
representative they may be able to review your account and arrange for the transaction to be approved if you try it again.

e  Use a different credit card.

e Make your payment for a smaller amount.

e Pay by e-check.

Yoice Authorizations:

If you receive a message that you need to call CASHNet to complete your transaction, that is based on information which CASHNet
received from the credit card company or bank that issued the card. The credit card issuer has instructed CASHNet to call them by phone
to see if they will approve your transaction. CASHNet needs to have you on the phone while they do that so that they can verify your
information and in case there are any questions.

Cancelling a Payment:
If you wish to cancel a payment made through CASHNet, immediately contact the Business Office at Augustana. Depending on the time

of day your payment was made and when you contact Augustana, they may be able to cancel the payment.

Even if the Augustana is able to cancel your payment, if you were paying by credit card the bank or company that issued your credit card
may continue to reserve funds from your available credit. If this occurs, the credit card issuer will automatically release the hold on those
funds within a few days.

Refunds:
If you believe that you should receive a refund, contact the Business Office at 1-800-798-8100 extension 7354 or 7390.

Credit card industry regulations require us to issue refunds to the same card used for the original payment. If payment was made by credit
card or debit card and that account number has changed (for example due to a stolen credit card that was reissued), the card issuer will
automatically transfer the credit to your new account number. If payment was made by a credit card and that account is now closed, the
card issuer will either send you a check for the amount credited or will hold that money on your account until you contact them.

Wrong Information:
If you entered the wrong information into CASHNet, please follow these instructions to correct it:

e If you entered an incorrect expiration date or billing address for your credit card, but you still got a transaction number and receipt for
your payment that means that the bank or company which issued your card was not concerned about the incorrect information. Your
payment has gone through and no further action is needed to correct it.

e If you entered the wrong credit card number or bank account number, contact CashNet for assistance in making corrections.
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