Managing Your Student Printing Funds at UMSL

Below are the instructions on how to:
e \View your printing history and check the balance on your account(s)
e Add credit to a personal account

View Print History and Check Account Balance
1. Login to http://umsl.edu/go/mytritonprint.

2. _ - This tab displays all of your MoCodes*. You can see how much money
has been used from the account and its remaining balance (if applicable). You will need your
MoCode for the User Report page, so note the MoCode, or copy it.

“MSL University of Missouri-St. Louis MyGateway | My\View | A-Z Index | Maps | Phonebook | Cale

My TritonPrint : MoCode Contact List

Listed below are the MoCodes you currently have access to charge prints to and related MoCode contacts to use for questions.

PHAROS STUDENT PRINTING 4 30.00 $0.00 $30.00 ic@umsl.edu

PERSONAL CREDIT CARD FUNDS % 5.00 $3.21 $1.79 Printing Services

T T e I SNV S S Y

3. _ - View the history of what you have printed and the costs associated with
each print job. Select this tab and type or paste your MoCode in the MoCode box. Select a
Begin and End date for your report.
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My TritonPrint : Transaction History

Transactions ane typscally cached every 5 manutes and was last updated 0B/21/2014 08:07 AM.

Filter Results
HoCode Begin Date End Date Typa Summary
SAXIS 081772014 os2i2004 || Prne v ( Submat |

Listed belyw are the detabed dharngesd wiliated by the ldted uger.

Page: 1w s om0 1-3/3(3) w = 10« records per page Summary: 3 total pages for §0.18 on 3 transastons. :

OR21/2014 01:31:10 PM SAX3S Price o 1 1 $0.10 ESH.400-C08900 oz LY S U T

Mucrosoft Word - mansging-

Ca/20/ 2004 O 4% P SANIE Prirt ] -] i §0.03 ESH-400-CO8%0

VO PRt Bectunt. dod

Macrosalt Word - scftware tock-how
CA/1512004 12:50:42 PM  SANIS Pring | ] 1 $0.03 ESH-400-COa870 chairs acoess employee-student
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4. Click Submit

Managing Your Student Printing Funds at UMSL

range you selected.

Add Credit to a Personal Account

If you have exhausted the balance on your student print quota MoCode (SAX35), and you are
currently enrolled in a course, you can establish a MoCode with funds that you have charged to
your personal credit card. If you do not have a credit card, you can go to the Cashier’s Office, 285
MSC, and use cash or a debit card to put credit on your account. The minimum amount of credit
you can put on your account is $5.00. Your personal credit is non-refundable and stays available
for your use until you are no longer active or eligible as a student (as of the Fall 2015 term,
eligibility is until you are not enrolled in a course for three consecutive terms).

1. Login to http://umsl.edu/go/mytritonprint.

Credit Funds —

Funds, select Add Credit Funds.

Credit Funds

4 Add Credit Funds

Credit Transaction
History

Credit Amount to Add:  [$5.00 (v}

account. Select from S5 increments between S5 and $25.

4. Click the Proceed to Payment Gateway I button.

5. Follow the instructions on the credit card information screen.

Provide Credit Card Information

Please enter credit card information in the following fields, then click "Continue” button.
HOTE: All fields are required.

For help, please click on the question mark next to a field.

Current Payment

Account: UMSL Online Pay
Payment Amount: 55.00
Effective Date: 06/09/2015
Credit Card Information
Cardholders Name: | | » Virtual Keypad
Card Type: [ MASTERCARD [=]
Credit Card Mumber: | |
Expiration Date: | — MONTH — J.| — YEAR — |Z|
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. The Summary indicates total cost and number of pages printed for the date

- Click on this tab to add personal funds to your account. Under Credit

- Select the amount of money you want to add to your
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6. You will receive the message below confirming a successful addition of funds to your

account.

Success!

Your credit card transaction to add $5.00 to your print account was successfully processed at 07/13/2015 09:15:49 AM. Your confirmation code is:

Please allow up to 15 minutes for the credit to appear in your print account.

Once processing is complete, the credit MoCode will appear in your MoCodes.

A confirmation reciept has been emailed to

To view your transaction history, navigate to credit transaction history.

7. Allow at least 15 minutes for the credit to appear in your print account. You will receive

email confirmation of the transaction.

From: UMSL, Print Shop <print@umsl.edu>

To:

Co

Subject: TritonPrint Account Credit Successfully Processed

This email has been auto generated.

Sent: Tue 9/15/2015 8:25,

Your credit card transaction to add $5.00 to yvour print account was successfully processed at 09/15/2015 08:24:16 AM. Your canfirmation

code is: -

Please allow up to 15 minutes for the credit to appear in your print account.

Once processing is complete, the credit MoCode will appear in your MoCodes list.

Your personal credit is non-refundable and stays available for your use until you are no longer active or eligible as a student (as of the Fall

2015 term, eligibility is until vou are not enrolled in a course for three consecutive terms).

To access your print account, please log in to https://apps.umsl.edu/weba

s/1TS/Pharos/User/login.cfm.

8. You can verify that you added funds by selecting the Credit Funds tab, then selecting Credit

Transaction History.

Credit Funds

Add Credit Funds

Credit Transaction
History

‘ Your MoCodes | User Reports | Queued Jobs | MoCode Contact Search

My TritonPrint : Credit Card Transaction History

Listed below is vour credit card transaction history for prints.

Status 4 |Initiated Timestamp ~ Final Timestamp

PROCESSED 2015/07/13 09:06:13 AM 2015/07/13 09:07:55 AM
PROCESSED 2015/06/09 08:32:33 AM 2015/06/09 08:33:33 AM
PROCESSED 2014/12/03 02:33:13 PM 2014/12/03 02:33:45 PM
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Credit Funds —

VISA

VISA

VISA

Ar

Log Dut | Help |

Amount % Confirmation Code

A

$5.00
$5.00
$5.00
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9. The MoCode for your account will be SCRDT. To verify your balance, click the

YourHMoCedes ' . You should see MoCode SCRDT listed with a Quota and Remaining

amount.
NOTE: The next time you print, you will need to type an * (asterisk) in the Search box on the
Print Job Details page to see all of your available MoCodes. See screen shot below.

Print Job Details

T the MOCod d
FPeE HESEREE 3 Type an * in the search box.

f_i[:- Click the Search Button (DO NOT HIT ENTER).

tOCode entries matching; * Shortcuts
SCRODT PERSOMAL CREDIT CARD FUMDS
SAX3R PHARDS STUDEMT PRINTING

SIOUOYS W ]

Hiztory  Help

Pharos Systems

Previous ][ Print ][ LCancel

You can add funds to your account as often as you like.

*MoCodes:

SAX35 is assigned to all enrolled students

SCRDT is associated with funds you put on a personal credit card

Sxxxx You may have access to other MoCodes if you are employed at the university and have been granted
printing access for the department for which you work. Departmental MoCode usage is monitored by the
department. Utilization of the department’s MoCode is based on their printing policy.
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