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AutoPay Overview

AutoPay is a recurring payment that parents can set up and control in My BackPack. Once they enroll,
AutoPay automatically transfers funds from their bank account, debit card or credit card according to
the schedule they set up. Each payment that is made will be applied to their charges that are due at the
time of processing.

Important Notes

Our Autopay functionality is currently only available for Network Merchant customers. However, we
anticipate we will have this feature available to Authorize.net customers in the near future.

To use our AutoPay feature you will need to ensure you have your Customer Vault turned on in Network
Merchants. If you are a Diamond Mind customer, they can assist you with this.

Getting Started

The AutoPay Setup will display for any Administration that has security permissions to Merchant
Account Setup in My BackPack .

After making sure your Network Merchant Customer Vault is turned on, log into My BackPack and click
on AutoPay Setup under the Administration heading.

Administration

Merchant Accounts

Reload System Settings
Sign In As Another User

About My BackPack

Turn On AutoPay

Selecting the On option under Select AutoPay Mode will turn this feature ON (you may work on the
setup before turning this feature on). Selecting Off will turn the AutoPay feature off but regular one-
time My BackPack Online Payments will still be available.



Overview Description Schedule Description

Select AutoPay Mode
® on O oOff

AutoPay Setup

Options Overview Description Schedule Description Schedule Transactions

ransaction Run Time: 10:00 -] lEmaiI Summary of AutoPay Jobs to:l
mount:
Field Label AutoPay Administration Fee Disclaimer:
Fl Total Due
Jdtaloue 1 authorize the $5.00 admin fee per transaction for these sutomatic payments that I am submitting. I understand that this fee
VI Tuition Due Tuition Due is non-refundable.
¥l Incidental Due  Incidental Due
Pciston Custom n'[race AutoPay Process:This is a log file that will be created to show how Senior Systems arrived at the total amount to charge
e parent, this would be primarily used in order to trouble-shoot if there was a question about an amount that was charged. This is

Y|Tuition Due  Tuition Due off by default but it can be turned on at any time.

Ylincidental Due Incidental Due

Frequency:

Field Label
¥ Weekly Weekly
¥Isemi-Monthly  Semi-Monthly
ZIMonthly Monthly

[ submit
Options

Transaction Run Time: This is the time of day you would like the merchant account to process your
AutoPay transactions.

Amount: Decide which types of charges you would like your parents to be able to pay for - check the
box next to the appropriate options, you may change the field label in the text box if desired.

Total Due: Total amount due for the student at the time of the AutoPay transaction
0 Please note that we do account for deferred, non-deferred and pending payment
batches for tuition and incidentals (if applicable) when you select Total Due.
e Tuition Due: The full Tuition amount that is due at the time of the AutoPay transaction
e Incidental Due: The full Incidental amount that is due at the time of the Autopay
transaction
e Custom: This allows the parent to enter a Custom amount for Tuition and Incidentals (if
applicable). The parent will be charged up to the amount they enter.
o Example: If a parent enters $500 in the Custom amount and they owe $400, they
will only be charged the $400 plus applicable fees.



o Example: If a parent enters $500 in the Custom amount and they owe $1000, they
will only be charged $500 plus applicable fees.

o If you are using both Tuition and Incidental, leave these check boxes checked and
the parent will have the ability to enter a specific amount for each type of charge.

Frequency: Decide the frequency you would like the parent to have the ability to choose from for
processing their AutoPay transactions.

e Weekly: This option allows the parent to make an automatic payment on a specific day
each week (Ex. Every Friday)

e Semi-Monthly: This option allows the parent to select 2 specific dates per month to
make automatic payments (Ex. The 2" and 20™ of every month)

e Monthly: This option allows the parent to make an automatic payment on a specific date
each month (Ex. The 15™ of every month)

Email Summary of AutoPay Jobs: Enter one or more email addresses (separated by a comma) for the
people who should receive a daily summary email of all AutoPay transactions. Successful and failed
transactions will be included.

Note: If no email address is entered, the summary email will be sent to the email address that is
specified in Ascendance — System Administration/My BackPack/Preferences:

SU | Enter up to 3 email addresses that should receive
efror reports.

AutoPay Administration Fee Disclaimer: This is the Administration fee that the parent is agreeing to
pay for the convenience of using AutoPay. This text is not editable.

Trace AutoPay Process: This is a log file that will be created to show how Senior Systems arrived at the
total amount to charge the parent, this would be primarily used in order to trouble-shoot if there was a
guestion about an amount that was charged. This is off by default but it can be turned on at any time.

Once you feel you have everything set up, click Submit and you are ready to accept automatic recurring
payments using AutoPay!

Overview Description

We have created default text for the AutoPay Overview page, we recommend using this text but there is
an HTML editor if you wish to make any changes.

e Submit: This will save your changes and your new default text will appear on the page



e Reset: This will cancel your changes and reset the editor back to the text that was in the
editor when you first entered the screen

e Reload Default Description: This will clear out the current text and load the default text
from Senior Systems
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AutoPay schedules for your student(s) are listed below.

¢ Clidk Add Schedule to create a new schedule

« Click update to modify an existing schedule

» Click view to see detais of an existing schedule set up by someone else
o Click cancel to stop to an existing schedule

e Click Re-Enable to reinstate a canceled schedule

Path: div.rich-panel » div.rich-panel-body » p.MsoMNormal » span o

m Reload Default Description

Schedule Description

We have created default text for the Add Schedule page, we recommend using this text but there is an
HTML editor if you wish to make any changes.

e Submit: This will save your changes and your new default text will appear on the page

e Reset: This will cancel your changes and reset the editor back to the text that was in the
editor when you first entered the screen

e Reload Default Description: This will clear out the current text and load the default text
from Senior Systems
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AutoPay is a quick and easy way to make recurring payments. Once set up, AutoPay automatically transfers
funds from your bank account, debit card, or credit card based on the payment frequency you select.

Follow these simple steps:

1. Select the Amount.

2. Select the Frequency of Payments.
3. Enter Payment Method.

4. Save.

Set up additional schedules for each student.

Path: div.rich-panel » div.rich-panel-body » p » span Y

Reload Default Description

Schedule Transactions

The Schedule Transactions tab allows you to do quick reporting on AutoPay transactions. You can
search by the following citeria:

e Student

e MBP Account

e Payment Method
e Payment Status



e Date the Schedule was created

Using the Sort box to the right of the filters you can choose which column you’d like to sort by as well as

the direction.

L [l So
Student Last Name: Payment Method: - Sort Column: Sart Direction:
Student First Name: School:  ALL Soeco e = Avcd
MBP Account Descend
5 Display: 20 ~
MBP Account: » . Statis
Select status include @ schedule Date
i - na charge Ervor Cancel Payment Method
Schedule is created From el To ==
Total Transactions: 6
Student Name MBP Account Status. Creation Date Towards Amount Schedule Date Payment Method View
Processed 3R Incidental $87.00 3/10/2017 Credit:Visa ending 1111
Processed 3/2/2017 Tuition/Incidental $87.00 3/9/2017 eCheck:Saving ending 2222
Processed 3/2j2017 Tuition $675.00 3/9/2017 Debit:Amernican Expréss ending 8431
Garrett James Alexander AUTOPAYTESTADMIN
Processed 3/2/2017 Incidental $87.00 3/8/2017 Cradt:MasterCard ending 4444
Processed 3/3/2017 Incidental $5.00 3/3/2017
Processed 22017 Tuition $675.00 3/2/2017

Default Email Templates

We have set up default email templates that will be sent to the parent during the AutoPay process. To
edit the text in these emails, click on Broadcast Email Templates under the Broadcast Messages

heading:

Broadcast Messages

Broadcast Email Templates

Send Broadcast Email

Scheduled Messages Tasks

Auto BCC Settings
Auto Email Status

SMS Messaging Setup

Click on the Confirmation tab to see the list of email templates that are available for editing. There are 3

templates that are used in AutoPay.

e AutoPay Payment Confirmation

e AutoPay Payment Failure Notification

e AutoPay Setup Confirmation




Broadcast Email Templates

General Student/Parent Online Billing Constituent Admissions Gift/Pledge Acknowledgement Confirmation

|

Use this page to edit text of confirmation emails and to create, edit or delete school/division specific email templates.

Default Templates

Active Action
Online Inquiry Confirmation ) F 4
Online Inguiry Confirmation(Student) 0| #
Online Admissions Account Creation Confirmation ) F 4
Online Admissions Application Confirmation ¥ - 4
Online Admissions Application Confirmation{Student) 4
Online Enrollment Contract Submission Confirmation ' 4

Online Enroliment Payment Confirmation

| %

Online Summer School Account Creation Confirmation

A Y

Online Summer School Registration Confirmation

BEEEE
%

A

Form Builder Payment Confirmation

utoPay Payment Confirmation

utoPay Payment Failure Notification

utoPay Setup Confirmation

Click the pencil icon next to the email template you wish to edit, make the changes you need and click
Save Template.

Note: We don’t recommend changing the merge fields that we have entered, the emails will pull the
actual data that is being used in the transaction so this email will be the parent’s receipt. Please be sure
you really want to remove those fields before doing so.

Parent Overview

If AutoPay is turned on and the parent has access to Pay Online they will see a link on their home page
for AutoPay under My Accounts.

My Accounts

Account Summary
Account Details
Statements

Next Year Statements
AutoPay

Pay Online

Add New Schedule

The first time a parent clicks on AutoPay they will be brought to the Add Schedule screen.



Parents will see the student(s) name they have billing access for (same as Pay Online) and their current
balance if they are eligible for Autopay set up. If there is more than one Student, a dropdown will be
available for them to select the Student they wish to set up an Autopay Schedule for.

Amount: This is where the parent will specify the amount they would like to pay each time their
recurring payment is made.

e Total Due: Total amount due for the student at the time of the AutoPay transaction,
including tuition and incidentals (if applicable)
0 Please note that we do account for deferred, non-deferred and pending payment
batches for tuition and incidentals (if applicable) when they select Total Due.
e Tuition Due: The full Tuition amount that is due at the time of the AutoPay transaction
e Incidental Due: The full Incidental amount that is due at the time of the Autopay
transaction
e Custom: This allows the parent to enter a Custom amount for Tuition and Incidentals (if
applicable). The parent will be charged up to the amount they enter.
o Example: Parent enters $500 in the Custom amount and they owe $400, they will
only be charged the $400 plus applicable fees.
o Example: Parent enters $500 in the Custom amount and they owe $1000, they will
only be charged $500 plus applicable fees.

Frequency: This is the timing the parent would like their recurring payments to occur.

e Weekly: This option allows the parent to make an automatic payment on a specific day
each week
0 Example: Every Friday
e Semi-Monthly: This option allows the parent to select 2 specific dates per month to
make automatic payments
o Example: The 2™ and 20" of every month
e Monthly: This option allows the parent to make an automatic payment on a specific date
each month
o Example The 15" of every month

Begin On: This is the date that the parent would like their recurring payment to begin.

After choosing an amount, frequency and start date the parent will see when their payment will be
processed and the email address the confirmation email will go to.

Example: Your next payment will be on May 15, 2017 in the amount up to $1200.00



Student Account | Total Due

Benjamin Carl Adams - Upper School - Graduate $0.00
Gabriel Joseph Adams - Lower School - Student $22,065.40
Heather Danielle Adams - Middle School - Student .528,023.46
Kayla Andrea Adams - Upper School - Student $17,311.49
Susan Shirley Adams - Upper School - Withdrawn .SD.UO

Student: Gabriel Joseph Adams - Lower School - Student =

Amount: Custom ¥, Tuition Due 1000.00 Incidental Due

If entering a custom amount, you will be charged the amount due at the time of processing up to the amount you
indicate above.

Frequency: Monthly - on 15th =
Begin on: 05-01-2017 [&d~

Your next Payment will be on May 15, 2017 in the amount of up to $1,200.00

The confirmation email is sent to pamela.nelsone@xample.com after the pay ment is made.

Payment Information

200.00

Paying By: The parent will select the method of payment they would like to use (Credit Card or eCheck)

and enter the appropriate information (this works the same as Online Payments).

Convenience Fee Agreement: This is in your My BackPack setup and will be the same that is used

currently for Online Payments.

Paying By:

Only MasterCard and Visa are accepted.

= Payment Card Number:

= Expiration Date: I = Security Code: (1)
“ Cardholder’s First Name:
“ Cardholder’s Last Name:

!Use Contact Information Already Given
“ Billing Address:
Billing Address 2:
= City:
State: - = Zip:
Country = (for non-U.5. addresses)

Convenience Fee Agreement

Your school charges a convenience fee for all online tuition/incidental payments. This fee is separate from the ‘Total
Payment’ obligation you are paying. The convenience fee is included in the ‘Total Amount Charged' line, above. Please
«check the T agree’ checkbox, below, to confirm your acceptance of the convenience fee and agreement to pay the
‘Total Amount Charged' amount indicated, subject to and in accordance with the agreement governing the use of your
«card. THERE 1S NO CONVENIENCE FEE APPLIED TO YOUR DEPOSIT.

| I have read and agree.

Administration Fee Agreement
1 authorize the £5.00 admin fee per transaction for these automatic payments that I am submitting. I understand that
‘this fee is non-refundable.

| 1 have read and agree.

10



Administration Fee Agreement: This is the admin fee that is billed to the parent each time a recurring
payment is processed.

The parent can Save or Cancel their AutoPay schedule.

Existing AutoPay Schedules

{(®} ASCENDANCE

%W# ACADEMY

i AutoPay

Back to Agenin User

AutoPay schedules for your student(s) are ksted below.

« Cick Add Schedule to create a new schedule

« Click update to modify an existing schedule

 Click View to see detais of an exsting schedule set up by someone eke
« Click cancel to stop to an existing schedule

» Click Re-Enable to renstate a canceled schedule

Heather Danielle Adams - Student eCheck: Checking 6789 Monthly Total Due 3/25/2018 PARENT

Student Account ¢ Payment Method « Frequency ¢ Amount » Next Payment ¢ Creator &

Gabriel Joseph Adams - Student Credit: Visa 1111 Monthly Total Due 3/15/2018 PARENT

Re-Enable Benjamin Carl Adams - Graduate Credit: Visa 1111 Monthly Tuition Due PARENT

After the parent has set up an AutoPay schedule, the next time they click on AutoPay from the home
page they will be brought to the AutoPay schedule screen.

On this screen the parent will have the ability to:

e Add a Schedule

e Update a Schedule

e View a Schedule

e Cancel a Schedule

e Re-Enable a Schedule

Add Schedule: This allows the parent to Add a new schedule for a different Student.

Update: This allows the parent to review and update their recurring payment information. They can also
see the past and upcoming transactions. Clicking the magnifying glass on a specific row will show you
the details for that transaction or scheduled transaction.

11



Student Account Total Due. Date Amount Towards Statun Tramaction # Payment Method View

Heathes Dandelle Adams - Student 528,029, 46 JI2018 Total Due Tuition/ Incidental Schaduied #Check Checking ending 6789
Amaunt: Total Due
Frequency: Monthly - on I5th -
Begin on: 03-25-2018 el
‘email is sent (o pameta. after the payment is made.
Paying By:
7. eCheck:Checking ending 6789
Use new payment method:

Administration Fee Agreemant
1 authaorize the $5.00 admen fee per transaction for these automatic payments that [ am submitting. |
understand that this fee is non-refundable.

T have read and agree.

View: This allows the parent to view a recurring payment schedule that was set up by someone else, for
the student they also have billing access for. This schedule cannot be changed by anyone other than the
parent who set it up initially.

Cancel: This allows the parent to stop their recurring payment schedule. The schedule will remain in the
system for future use if desired.

Re-Enable: This allows the parent to start a recurring payment schedule they had previously stopped.

AutoPay Transactions in Ascendance

To view Students AutoPay transactions in Ascendance, open the AR module and go to Student
Maintenance. On the Account tab you will see an AutoPay button inside the Balances section of the
screen. Clicking on this button will open a window to show you all the details for student you are
currently viewing.

' El Student Maintenance - (Garrett James Alexander) o & =

Name] Addlessl Infol] Info2 Account |MA|:cts | Chalges] Pendingi Defeuedl Debit] Stmel Stare HisL] Medical] Media] l:usaornl Commnls]

Miscellaneous Financial Aid

Acct. Type CACTIVE - Type Amount
Tuition Plan | - Loan 0.00
Service Plan = Fin. Aid - 0.00
Service Plan |.D. Fin. Aid Pct 0.00

[¥]Incidental Late Charges [~ Tuition Refund Ins.

|¥] Tuition Late Charges Accident Ins.
Balances
Curent Over 30 OverB0 Over 90 Over 120 Total Due
9200 0.00 0.00 0.00 £75.00 767.00 Autopay |
Beginning Balance 675.00 Prepaid Balance 000 [ Current Tuition Bal 000
Payments Aeceived 0.00 Enoll. Dep. Bal. 675.00 < | Overdue Tuition Bal E75.00
Eroll Other 000 & | Prev. Year Tuition Bal 000
Deo. Bal
Inciderital Bal 92.00
o) (Corca ) (P [_Gole ]

I
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