Oklahoma State University Credit Card Deposits- AIRS
General Information
Departments are authorized to participate in e-commerce in the form of credit card merchants. Once customer purchases are complete and credit card batches are submitted for processing, the settlement is deposited to the University’s bank account.  

Beginning January 1, 2022, credit card deposits from EDC stand-alone credit card machines and point of sale systems will be processed within AIRS – Departmental Deposits.  Department Heads have access to process deposits; however, a delegate can be set up by the department head. Please Note:  funds could take a few days to appear in the University bank account after the batch is submitted. 
Default Credit Chart/Fund/Account – if credit card deposits are not processed after a certain period of time (within 3-5 working days), the system automatically deposits the funds into the default designated fund/account. Deposits are recorded on a revenue account (begins with 5). The Marketplace Credit Card process has not changed; these are auto fed to the finance fund/account designated when the merchant was created; therefore, nothing needs to occur within AIRS. 
Departments are responsible for all discounts and fees associated with credit card sales. FIM allocates the credit card merchant fees monthly. FIM also remits any American Express cardholder chargeback items to the credit card merchant. Visa, Mastercard, and Discover chargebacks are discussed below. Departments are responsible for reviewing and disputing all (Visa, Mastercard, Discover, and American Express) chargebacks. Information on this process can be found at https://adminfinance.okstate.edu/fim/commerce/credit-card-chargebacks.html .

Types of Credit Card Processes
· EDC
· Items processed via a manual handheld machine or terminal.
· Transactions batched on the machine to request settlement.
· Funding for these transactions must be allocated within the AIRS Credit Card module.

· Marketplace Autofeed (GL)
· If your department website is set up for Autofeed (GL) entry there are no changes to the way your credit card settlements process. 
· Marketplace online merchants 
· Funding for these transactions feeds automatically to your departmental funds (GL).
· Nothing occurs in the AIRS Credit Card module

· Online Non Autofeed
· Transactions processed online but not automatically credited to departmental funds (GLs).
· Funding for these transactions must be allocated within the AIRS Credit Card module.


Timing of the Settlements
· Takes on average 2-3 business days from the date batches are closed for funds to appear at the bank.
· Posted to AIRS Credit Card Deposits occurs when settlements are received in the University bank account.
Processing a net settlement that contains a refund
· If the sales and refunds do not belong to the same fund, you will need to enter funding details for the net amount in the AIRS credit card module.
· To record the refund and revenue correctly in finance:  A journal entry will need to be sent to University Accounting:	
· Debit the correct fund/account associated with the refund. 
· Credit the revenue netted in AIRS transaction.

How to process debits (Visa, Mastercard, and Discover only)
· If your net batch for the day is negative, a settlement debit is received.
· Departments may choose the Chart/Fund to be debited for this transaction via the AIRS CC Module. All debits will be recorded to expense account 709273 by default.
· If a debit needs to be recorded to an account other than the default 709273 account a journal entry must be sent to University Accounting.
· Debit the correct fund/account associated with the debit
· Credit the expense fund/account from AIRS transaction.

Fiscal Responsibility for reconciliation and documentation
· Each department is responsible for retaining all necessary documentation for credit card transactions and processing.
· A reconciliation process for departmental credit card transactions should be established to ensure all settlements are received and the amount received 
· This could be requested by internal and external auditors.

Questions
· AIRS Credit Card Processing
· Leica Harmon (Office of the Bursar)
· Leica.Harmon@okstate.edu
· 405-744-5892
· AIRS Credit Card Processing Access
· FIM@okstate.edu	
· eCommerce Configuration/Questions
· Lindsay Rhodes
· pci@okstate.edu
· 405-744-8344
· Chargebacks and Disputes
· merchantservices@okstate.edu 

Instructions for Processing Deposit
Log into:  airs.okstate.edu 
Select:  Departmental Deposits

New Departmental Deposit Menu (Department Head View)
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Definitions
Pending Credit Card deposit – deposits awaiting fund/account information
Processed Credit Card deposit – deposits already processed with fund/account information

Process Credit Card Deposit
· Click Credit Card Deposits
There are two grids that can be displayed on this page
· Process grid displays pending credit card deposits user has access to process
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· View grid displays pending credit card deposits user has access to view
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· Click Process next to transaction to process
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· Enter Chart, Fund, Account, Amount, Source of Revenue, Dept Use (account must begin with 5)
· Click Add 
· Continue above two steps until all Chart, Fund, Accounts add up to total of deposit
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· Click Process Transaction



View Credit Card Deposit
· Click View next to transaction to view
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View Processed Credit Card Deposit
· Click Processed Credit Card Deposits
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· Click View next to transaction to view
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Create Template Credit Card Deposit
· Click Credit Card Templates
[image: ]
· Enter information to be saved
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· Click Add
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· Click Save

 
View Bank Transactions – view bank transactions by merchant by day
· Click View Bank Transactions
· Select Merchant
· Select Date
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