OPERATIONAL SERVICES DIVISION

Job Aid:
Administration Fee Online Portal

This Job Aid shows how to:

Complete the Administration Fee reporting/payment process in the online portal. This process must be completed even if
you have $0 to report.

Of Special Note:

Each quarter, OSD sends Statewide Contract vendors an Administration Fee email. The document attached in the email
provides information vendors will need to accurately process their Administration Fee report/payment (Control Number,
Vendor Code, Filing Year and Payment Quarter).

It is imperative that you use the Control Number provided in the quarterly email attachment. This control number is
specific to your contract and changes every Payment Quarter. If you have more than one contract, you will receive
separate email notices and unique Control Numbers for each contract. Using the unique Control Number(s) assigned to
your contract each quarter ensures your report and payment are properly recorded.

Vendors are required to submit one Statewide Contract Administration Fee report/payment for each Statewide Contract
for each Payment Period, even if no payment is due for the Payment Period.

Screenshot Directions

Step 1: Launch Online Portal

%D Enter the uniform resource

OPERATIOMNAL SERVICES DIWVISION Iocator (URL) address_
“Hoston, Masent husotis D2 105 HTTP://lwww.osdadminfee.com

Phone 617-720-3314

Receipt

or click on this link

Important Information

= Functionality is available to submit & report for which payments for the reporting gquarter are $0 admln fee Dortal

- There is a convenience fee for processing credit card payment(s) online. The total charge amount will be displayed prior to
submitting the payment. There is a 2.235% non-refundable convenience fee. The fee is over and above the 1% Administrative fee
and is calculated at 2.35% of the 1% fee to be paid to OSD. A convenience fee is not charged for ACH transactions.

Contact Information Vendor Payment Information

FPlease enter the following information about the person you Massachusetts 10 Digit Vendor Code
are making a payment for. e

First Name
Enter First Name Legal Company Name
Enter the Company Name

Last Name
Enter Last Name Doing Buisness As (DBA)
Enter the DBA

Address 1
Enter Address Line 1 Conirol Humber

Enter the Control Numiber

Address 2

Enter Address Line 2 Statewide Contract Document Number

Enter the Document MNumber

City
Enter City Filling Year
Select the Year
State
Select One. Quarter
Select the Quarter
Zip Code
Enter Zip Payment and Fee will be rounded to the nearest Dollar
Total 0y ¥ From nde contract this Quarter
o= Enter Amount
_y__-

Total Administration Fees Due This Quarter
= Enter Amount
Enter Email

Add to Cart
=Added items will appear in cart above

Continue to Payment/Report Page

¥ou must hawe an item in your cart before you can continue.

Confirmn Email
Confirm Email
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https://www.ncourt.com/x-press/x-onlinepayments.aspx?juris=693007EC-99B7-44B2-8C4E-F6FDDD578350
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OFERATIONAL SERVICES DIVISION Job Aid: Administration Fee Online Portal

Screenshot Directions

ACMHC‘ Information Step 2: Complete Contact Information
Please enter the following information about the person you 1 Once navigated to the portal the
. i)

are making a payment for.
section on the left is Contact

Information. In this box, fill in the
contact information for the person
fast Bawe making the payment. Contact
- information should match the billing
Address 1 address.

1 Ashburon PI

First Name
James

Address 2
Enter Address Line 2

City
Baoston

State
Massachusetts

Zip Code
02180

Fhone
(617) 555-1212

Email
jamessmithi@noemail.com

Confirm Email
jamessmith@nt}email.com| x
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OPERATIONAL SERVIEERHIVISION Job Aid: Administration Fee Online Portal
Screenshot Directions
Vendor Payment Information _ Step 3: Enter Vendor Payment Information

1. On the right hand side of the screen is
the Vendor Payment Information.
VC0000826393 Refer to the emailed Admin Fee

Payment Notice.
e Vendor Code: This code begins

Massachusetts 10 Digit Vendor Code

Legal Company Name

Acme Supply with the letters VC followed by 10
digits.
Doing Business As (DBA) e Control Number: This number is
Enter the DBA in the email attachment

highlighted in yellow. The control
number changes quarterly and
each contract is assigned a

Control Number

1810813210 unique control number.
e Document Number: This is your
Statewide Contract Document Number SWC identifier (ex: FAC100) .
VEH99 e Filing Year: Enter the reporting
calendar year.
- e Quarter: Enter the quarter of the
Filing Year calendar year.
2018
2. Enter total payments received from
Quarter Statewidte contract this guartter. $I(1; no
ayments were received, enter $0.
1st Quarter pay
3. Calculate and enter the *1% Admin
Payment and Fee will be rounded to the nearest Dollar _ Fee associated with payments
received in the field labeled Total

Total Payments Received From Statewide Contract this Quarter L . .
2y Administration Fee Due This Quarter.

$1,000.00 This field does not auto calculate.
If you received no payments for the
Total Administration Fees Due This Quarter quarter enter $0. (This step must be
$10.00 completed regardless if no payments

were received from a contract during
the reporting quarter.)

Add to Cart _
4. Click the Add to Cart button

*Added items will appear in cart above

* Fee entered should be based on

] contractual requirement.
Continue to Payment/Report Page
NOTE: The messages that

You must have an item in your cart before you can continue.

appear in red are standard and
do not indicate errors
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OPERATIONAL SERVICEY DIVEION Job Aid: Administration Fee Online Portal

Screenshot Directions

1 Ashburton Place-R Step 4: Review Cart Information
Boston, h;:ssa-:ﬂl
one i

Once you have clicked Add to Cart,
the contract information is shown in the
Shopping Cart, and displays at the top
of the screen.

Important Information

= Functionality is available to submit & report for which paymenis for the reporting guarter are 50

= There is a convenience fee for processing credit card payment(s) online. The tofal charge amount will be displayed prior to . .
submitting the payment. There is a 2.25% non-refundable convenience fee. The fee is over and above the 1% Administrative fee 1 |f your com pany IS ON mu|t|p|e
and is calculated at 2.25% of the 1% fee to be paid to @S0, A convenience fee is not charged for ACH transactions. .
statewide contracts, repeat step 3

to add additional Vendor Payment

Your Vendor Payment Information has been saved. f you've finished entering your information:

= Scroll to the bottom of the page and click the "Continue to Payment/Report Page® to proceed with Billing Information.

= |f you would like to propess another transaction, enter additional statewide contract information including your unique control Informatlon tO the “Cart” for eaCh
number in the Vendor Payment Information section below.
- When complete, click "Add to Cart”. contract.
Shopping Cart ; ; ;
epng 2. Once all information is complete,
Dascription Yendor 1D A ot & H H
2018 - 15t Quaitar WEHSS YCOOO0B26393 $1000 ?( CIICk Co ntl n u e to .
ot s1000 Payment/Report Page in the
lower right hand corner of the
Contact Information Vendor Payment Information screen.
Please E_nberthe following information about the person you MasEachusetts 10 DIt Vendor Cots
are making a payment for.
WC
Firet Hams
Mike Legal Company Mame
Enter the Caompany Mame
Last Hame
Jones Dolng Businags Az [DEA)
Emter the DBA
Address 1
12 A St. Caontrol Humbsr
Enter the Control Mumber
Addrees 2
Enter Address Line 2 Statewide Contract Document Mumber
Enter the Document Mumber
City
Boston Fllng Yaar
Salect the Year
State
Massachusstis Quartsr
Select the Quarter
ZIp Code
o108 Payment and Fee will ba roundsd to the naarast Dollar
Total Pay b From Contract this @uartsr
Phare Enter Amount
(817) T20-3300 —
B Total Adminlstration Fees Due This @uariar
Emall Enter Amount
mike@gnail.com
Confirm Emall Add to Cart
mike@gmail.cam *Added items will appesr in cart above
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QPERATIONAL SERVICEY DIVIION Job Aid: Administration Fee Online Portal

Screenshot

Directions

For questions: 1 Ashburton Place-Room 1017
Email osdfecadministrator@state. ma.us Boston, Massachusetts 02108
Statewide Contract 1% Administration Fee FAGs / ACH FAQ Phone 617-720-3314
Payment
You have elected to pay for the following item(s)
Commonwealth of Massachusetts Operational Services Division
1 Aghiburbon Piace-Room 1017 Boston, Massachuaetts 02108
Convenience Feg
2007 - 3rd Quarzr FAC100 VC0000163444 04 £1000
50.24 $10.00
Total Amount Due: 510.24
Billing Information Payment Information
First Name. Select Card Type
Enter First Name
Card Number
Last Name Enter Card Number |
Enter Last Name
LYY Code
Street Enter CVW Code
Enter Street -
city 01 017
Enter City
StatefTerritory Check to agree to both the Commonwealth of Massachusetis
Select State and nCourt Terms Agreements.
.
Enter Zip Terms Agreement
Phone Number | authorize the charge to my credit card for the amount
(617) 5551212 shown above. | agree to pay the total amount above
according to the card issuer agreement. By checking the
. box below, | certify that | am an authorized user for the
= above referenced credit card account
jamessmith@noemail. com
Confirm Email nCourt Terms Agreement
Enter Email Address

Step 5: Choose Payment Type

Payments can be made either by credit
card or Automatic Clearing House (ACH)
debit. Vendors that choose to pay via
credit card will be assessed a
convenience fee of 2.35% of the Admin
Fee payment amount. There is no fee to
the vendor to use the ACH option.

Before you begin entering payment
information, check that all contracts are
listed in the “cart” at the top of the screen.

Credit Card Option

1. Enter the credit card Billing
Information on the left side of the
screen. If the information is the same
from previous screen, click the box
next to Same As Previous
Information.

2. In the right box enter payment
information; the system automatically
defaults to credit card selection.

3. Select the credit card type from the
drop down menu.

4. Enter the credit card number.

5. Enter the CVV code from the back of

the card.

Enter the Expiration date.

Click the Agree checkbox to accept

the terms and conditions for credit

card payments.

8. A Submit button will appear. Click
the button to complete the
transaction.

No

A receipt will be sent to the email address
specified in Billing Information.
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OPERATIONAL SERVICEY DIVEION Job Aid: Administration Fee Online Portal

Directions

Screenshot

1 Ashburton Place-Room
Baoston, Massachusetts [
o F20-

ACH Option

Qs / ACH FAQ

Payment

2017 - 3rd Quarter FAC100

‘You have elected to pay for the following item(s).

Convenience Fee
V0000199644 §0.00 $10.00

50.00 $10.00 |

Total Amount Due: $10.00

Billing Information

I [  Same As Pravious Information I

First Name
Enter First Name

Payment Information

Electronic Check/ACH

To pay with electronic check. provide information below:
Routing Number

Enter Routing Number

Last Name
Enter Last Name

Account Number
Enter Account Number

Confirm Account Number

(617) 555-1212

Email
jamessmith@noemail.com

R
Enter Street Confirm Account Number
: Name on Cheek
City = —
Enter City Enter Name on Check
State/Territory RCWUMTypE
Select State Checking
Zp Check o agree to both the Commonwealth of Massachusetts
- and nCourt Terms Agreements.
Enter Zip
Phone Number

Terms Agreement

1. PERSONAL ACCOUNT LANGUAGE
| hereby authorize NCOURT *Commonwealth of
Massachusetts fo electronically deduct from my bank

Confirm Email
Enter Email Address

account this one-time payment as indicated above. |
further authorize my bank or financial institution to deduct
this one-time payment from my bank account. NCOURT
*Commonwealth of Massachusetts will acknowledge this

transaction as pending until funds are secured from this

bank account. In the case of insufficient funds in your
account, or insufficient or inaccurate information provided
by you when you authorize your electronic payment,
further collection action may be undertaken by NCOURT
*Commonwealth of Massachusetts, including application
of returned check fees to the extent permitted by law.

=] Important Information

Update: To prevent a bounced payment and associated fees, please
notify your bank and ensure that debit blocking is removed or add
nCourt Originator ID 0007316118 to your approved list.

o)

The other payment option is Automatic
Clearing House (ACH).

ACH payments are processed at no
cost to the vendor.

1.

Enter the ACH Billing Information
on the left side of the screen. If the
information is the same from
previous screen, click the box next
to Same As Previous
Information.

In the Payment Information box
select the Electronic Check/ACH
tab. A text box will appear
regarding the ACH transaction,
Click OK. (See text box below)
Enter your bank’s routing number.
Enter your account number, then
re-enter to confirm.

Enter the name associated with
the account.

Select the account type:
Checking or Savings

Check the Agree checkbox to
confirm you agree with the terms
that appear in the text box.

A Submit button will appear. Click
the button to complete the
transaction.

A receipt will be sent to the email address
specified with Billing Information.

NOTE: Some banks may require an
electronic check number. If prompted,
enter 0000 for the check number.

Job Aid_Administration Fee Online Portal_2018-07-11



