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NOTES
Convenience Fee (Optional)
On Web Portal transactions, for the acceptance of a credit card that would not be charged if the same transaction were completed by an alternate method of payment.               
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NOTES
Credit Card Fees and Adjustments (Required)
AFIS Fund is required for the Treasurer's Office to post the agency's credit card fees and adjustments properly in AFIS.  
Fund must be valid and active in AFIS.
 
 
  
 
The Web Portal Product Parameters document (GAO-W-100) contains a list of agency products/services that are being sold through the State of Arizona Web Portal (Web Portal). Only one Web Portal Program can be used per form. For each additional Web Portal Program, use a new form. Some of the information in this document is used to create an agency's Web Portal deposit file that is transmitted to the Document Catalog in AFIS when credit card transactions are settled.  The following defines each of the elements on the GAO-W-100:
 
1.     Product Code - an eight-character code that is assigned to a product/service being sold through the Web Portal.  For easier identification, the first two characters should be the first two letters of the Department code in AFIS. The next six characters can be letters, numbers or a combination of both.  For example, AAA agency offers an online product/service called 123BCD, so the product code for this product is AA123BCD.  
 
2.     Function  - an alphanumeric, up to10-digit AFIS reporting and/or classification code that is used as a hard inference (no override allowed) of other AFIS elements.  Function is required if your agency is a Function driven agency, meaning the Function “looks up”, at a minimum, an Appropriation Unit, Fund, and Unit.  If a Function is provided, it must be valid and active in AFIS, and it must look up elements that are valid and active in AFIS.
 
3.     Accounting Template  - an alphanumeric, up to 10-digit AFIS code that is used as a soft inference (override allowed) of other AFIS elements.  Accounting Template is required if your agency does not use Function codes to infer other AFIS elements, meaning the Accounting Template “looks up”, at a minimum, an Appropriation Unit, Fund, and Unit. If an Accounting Template is provided, it must be valid and active in AFIS, and it must look up elements that are valid and active in AFIS.
 
Note:  Only Function or Accounting Template (not both) is required for each product.
 
4.     Product Revenue Source - a four-digit AFIS classification code that tracks revenues.  
 
5.     Product Department Revenue Source - an alpha numeric, up to six-digit AFIS classification code that tracks revenues at a lower level of detail than Revenue Source for an agency's internal tracking.  This code is optional and is based on the selection on the Fund/Department Requirements, AFIS Table FDREQ for that agency.  If a Department Revenue Source code is used, it must be valid and active in AFIS.
 
6.     Product Description - a definition of a product/service that is being sold through the Web Portal.  This description will come across to the agency's Document Catalog in AFIS along with the product code.   For example, AAA agency's product description "EzPay Test" for product 123BCD will come across as "AA123BCD EzPay Test" in the AFIS description field.
 
7.     Product Fee - the amount charged for each product.  The maximum amount that is allowable to be charged for each product is generally determined by statute.
 
8.     Fund Split - should be indicated if your agency is subject to a 90/10 split for recording revenues in AFIS (90% goes to agency fund, 10% goes to General Fund).  It is very important that this be indicated so that Web Portal deposits and related adjustments are properly recorded in AFIS.  If your agency is subject to the 90/10 split, enter "90/10" in this field.
 
9.     Con. Fee Code - an eight-character code that is assigned to a product/service being sold through the Web Portal.  For easier identification, the first two characters should be the first two letters of the Department code in AFIS. The next six characters can be letters, numbers or a combination of both.  For example, AAA agency offers an online product/service called 123BCD, so the con. fee code for this product is AA123BCD.     
 
10.   Convenience Fee Revenue Source - if an agency elects to charge a convenience fee for Web Portal transactions, this will be hard coded as “4649” as this is the standard for recording convenience fee revenue in AFIS.
 
11.   Convenience Fee Department Revenue Source  - this Department Revenue Source must, and can only be included if the agency charges a convenience fee and uses Department Revenue Source in AFIS.  If a  Department Revenue Source is used, it must be valid and active in AFIS.
 
12.   Convenience Fee - an optional, additional fee that is imposed by an authorized agent, on behalf of a State agency on a Web Portal transaction, for the acceptance of a credit card that would not be charged if the same transaction were completed by an alternate method of payment.  Questions on convenience fee establishment may be directed to the GAO, via e-mail at AFIS.Operations@azdoa.gov.     
 
13.   Notes - can be used for any additional information that needs to be communicated to the State contracted Web Portal vendor and/or the General Accounting Office (GAO).
 
14.   Fund - a required field, used by the Treasurer's Office to post adjustment documents in AFIS.
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