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Finance Systems Management

The Swift's Order Management System (OMSI) can be accessed from:

o Swift Card OMSI
e WebRaider portal > Business Affairs tab > Links to Financial Systems > System
Links > Swift Card OMSI

A Welcome page will be displayed. To access the system, enter the username and
temporary password provided by your administrator. Click the Login button.

Povs:

Your Integrated Order Management System

Welcome to Swift Prepaid i Order System

Please login to manage your prepaid,

* vsermame: ) Enter Username
= Password:

Forget Password? Reset re.

Enter Temporary

Password

Note: You should haveten provided a Username and Password for account access.

If you are nf is site If you are having trouble with this page or are having trouble with your login please contact your account team or email
immediatel ystemmay &) clientsupport@swiftprepaid.com.

result in pre itor and record

any and all activity upon entry into this system. ALL ACTIVITY IS

Upon the initial login, read and accept the Terms & Conditions. Simply click Accept to
proceed.

After accepting the Terms & Conditions, you will be prompted to change your password
for security purposes. Choose your New Password and be sure to confirm your entry
by clicking Update.

Welcome to Swift Prepaid Solutions' Integrated Order Management System

Please login to manage your prepaid programs

rYOUR PASSWORD HAS EXPIRED. PLEASE CHANGE YOUR PASSWORD:

Swift Prepaid Solutions has recently become PCI compliant. PCI (Payment Card Industry) compliance is an industry standard with many facets designed to
better protect your data, cardholder information and account numbers, and access and entry into the systems that house such data.

You will be required to change your password to a minimum o ith a least one upper case letter, one lower case letter, and one
numeral, You will be prompted to change your password ever| Enter New password. As always, if you forget your password, please visit
the OMSI wehsite, select the Forget Password option, where ord delivered to you via email by providing the correct answer to

your secret question, Password

Thank you for making OMSI safer and more secure.

\

New Password:
Confirm New Password:

Update h

Click Update
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Swift Card — Training System

You will also be asked to select a security question and answer to verify your identity
should you need to reset your password at a later date.

Note: Your security answer is case sensitive.

Upon initial login you will see the Home Screen. You should verify all the information is
accurate. If changes are required, contact your program administrator.

Your Integrated Order Management System

l OMS*

) Home |+ Contact Us &4 FAQs ' Log Out

[Main Menu — |

E]Manage Orders
'] Place New Orders Client ID: TEXO01
& Activate Cards Your Name TIFFANY
I’_(i View History Company Name TEXAS TECH
UNIVERSITY HEALTH
SCIENCES CENTER
Location ID Lue .
© Copyright 2004-2018 Swift Praoaid Solutions, Inc. Phone # 806-743-1724 Ext: Userixt Verlfy Your
Terms & Conditions (et Information
Email Address TIFFANY. @TTUHSC.EDU
[Aedic
Address PAYMENT SERVICES
3601 4TH ST
STOP 6203
LUBBOCK, TX-TEXAS
75430
Program
Administrator
Program Admin 806-743-7295 ext:
Phone X
ClientExt
Security Question WHAT IS YOUR PET'S NAME
Security Answer gEdit
Password **#** [|Change Password
Single Activati

To activate cards via the single-card activation method, you will need the following:
1. An inactive Mastercard Card
2. First and last name of the participant

To activate a card, click the Activate Cards option in the upper left corner of your
screen under the Main Menu.

Manually type in the account number from the card to activate but please remember to
double-check the account number for accuracy before you continue.
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—SELECT A PRODUCT FOR CARD ACTIVATION/FUNDING > REQUEST CONFIRMATION

IQ Manage Orders Card Activation/Funding

s TRt To activate a card, please swipe the card using your card reader to populate the account number; then continue with selecting your options and product. If you do not have a card
reader, you may manually type in the account number but please remember to double check the account number for accuracy before you continue

¢y* Activate Cards

View Note: Your cards will not be activated until you complete all of the associated steps and receive an activation confirmation number. Please retain a copy of that receipt for your

Q

records
© Copyrign: 20042020 Swit Prepsid E N
Solions, Inc. C m

Program TTUHSC_LUB v nter ard u ber to

Activate
Cards Enter Card Number to Acti 1t

Card Number to Activate:

Location 1D [LUB, TTURSC LUBBOCK | / Activate & Funding

Amount to fund

You will need to fill in the required fields to activate the card. A Social Security Number
is required on cards funded with amounts more than $25.

—Enter Card Number to Activate

Card Number fo Activate: D

Amount to fund:

First Name: * /

Last Name: *

Enter Required

Information

Address 1: *
Address 2:

City:*

State: * |- Select One —- v

Zip:*

Social Security Number:

Non-resident Alien: * | Please select Non-resident Alien v |

Amount Withheld:
Fund *

Orgn: *

Account * [ Please select account v

Prog *
IRE# Study#Program *
Pl Employee ID *

Notes

After submitting your data, a message will appear confirming the Card Load Amount.
Click OK.
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Message from webpage 5]

% Please confirm the following information before proceeding:
- Card Load Amount: $1.00

- Program Name:

- Location ID:

Do you wish to continue?

Click OK =) | oK I Cancel |

The confirmation number displayed is a verification of the funding and activation of the
card and will be used for identification purposes. The confirmation number will
automatically be stored in the View History section of the site for later reference.

- SELECT A PRODUCT FOR CARD ACTIVATION/FUNDING > REQUEST CONFIRMATION
Current Balance on this card: $1.00

Activation Confirmation

This card activation request has been placed successfully.

i i = The card b **0052 has been activated.
conflrmatlon Number Your Confirmation numberis : CAGRO01a00020052
Verification of Funding & [

ACt|Vat|On Of Card Funding Confirmation

This card funding request has been placed successfully.

The card number *##:ki:kikidk4 0052 is now loaded and ready for distribution and use by a cardholder recipient.

Your Confirmation numberis : CFGRO01a00020052

card Load Amount: $1.00

| Activate Another Card | [ 4 Done | [ = Print Confirmation |

You can now choose to Activate Another Card, Print Activation & Funding
Confirmation or select Done and return to the home page.

Copy Previous

When funding multiple cards for the same amount, study, etc., save time by using the
Copy Previous link. The previously entered amount and client-assigned fields will be
automatically populated for you.

All information entered on the previous card in the fields below the Amount Withheld
field are designated as our client assigned fields, Fund, Orgn, Account, Prog, etc., and
will be copied to each card to save time when you choose the Copy Previous feature.
When using this feature, please be sure to validate the information on your first
activated card to ensure that the correct information will be populated on all your
following cards.
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Program [TuHSC_LUE V|
Location ID [LUB. TTUHSC LUSEOCK v | C||Ck
. Copy Previous
_ Copy Previous
Enter Card to Activate

Card Number to Activate:

Amount to fund:

You will be able to view the history of all funding activity on your account. This feature is
available so that you can confirm if a card has been activated or run custom reports by
date range or client-assigned data. Select View History under the Main Menu, then
select Search Card Funding Transactions.

- TRansAacTION HISTORY

Transaction History
To view transaction status, please select a client and program.

Narrows your results by selecting a Location 1D or specified a Date range or by selecting Tra Se|eCt Seal'Ch

Card Funding

Click "Run Filter” to view the filtered resuits

Note: To view the transaction details or to print a receipt, click on the Transaction®. Please

Transactions

View History

Select a Program: [aLL v | l

Search Card Funding Transactions

Select a filter

Location ID [AI v
Filter Criteria (Al v

Select Search or choose to customize your search by name, date, project, etc.

" View HisTory > CARD FUNDING TRANSACTIONS

Search Card Funding Transactions E nte r Sea rCh C ri te ri a
Narrow your results by selecting one or more options!
Click "Search" to view the filtered results

(optional)

Search Caffl Funding Transactions \
Virtual Bank Balance: $23,280.00 |[TTUHSC_LUB v“ /

PI Employee ID: ‘ First Name: | Last Name: |

Program: |- ALL - v | Location: LUB v | Funded: ‘F(:"‘ ‘ - | To
Transaction Initisted By: |- ALL- v Card Number: | |

Select Search

h

You may export the results into an Excel, Word or Notepad document.
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Nonresident Withholding Fee

At the time a Swift Card is activated for nonresident alien participants, a 30% federal tax
withholding must be deducted from the participant payment (see OP 72.19 for more
information). The OMSi program will not automatically calculate the final award

value. Reference the Nonresident Alien Withholding Chart for help determining
withholding and card funding amounts. The “Amount to fund” field in the Swift Card
OMSi Program should be the adjusted award value (participant fee less the 30%
withholding fee). You must also enter the 30% withholding fee in the “Amount Withheld”
field in OMSi.

Example:
$25 Original Participant Fee
(before applying foreign tax withholding)

Calculation Amount

$25 x 30% = $7.50 Withholding Fee
$25-$7.50 = $17.50 Final Award Value

Entries in OMSi

Field Amount

Card Fund Amount $17.50
Amount Withheld $7.50

If you have additional questions, contact Swift Card at swiftcard@ttuhsc.edu.

TTUHSC Finance Systems Management January 2025 Page 6|6


https://www.ttuhsc.edu/administration/documents/ops/op72/op7219.pdf
http://www.fiscal.ttuhsc.edu/training/trainingcenter/SwiftCard/NonresidentAlienWithholdingChart.pdf
mailto:swiftcard@ttuhsc.edu

