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COMMERCE MANAGER APPROVAL REQUEST
FIN.CMARv2 - rev. 4/12
The purpose of this tool is to give end users the information they need in order to request the use of Commerce Manager, understand how to complete a Commerce Manager Request Form, and understand how to complete the Commerce Manager User Change form.								
								
Use the terms and explanations below when completing the Commerce Manager Request Form:	
Instructions
Term
Explanation
Department:
Name of the department coordinating the event
Contact:
Name of the person responsible for coordinating the event.
Email & Phone:
E-mail address and phone number of the person coordinating the event and/or running reports 
Individual Responsible for Running Reports:
Name of the person who will be responsible for running reports within Commerce Manager. This can be the same person as the event Contact. If the person responsible for running reports is the same as the Contact, leave this field blank on the Commerce Manager Request Form.
Department/Event Web Address:
The web address of the department and/or event
Approving Authority:
Name of the person with signature authority for the department
Approving Authority Title:
The title of the person with signature authority for the department
FOAP for Merchant Fee Charge Back:
The FOAP where the fee charged by the credit card processer will be charged.  This will automatically be done by the Finance Department each month.
FOAP for Funds Deposit:
The FOAP where fee proceeds will be deposited
Additional Comments:
Any other pertinent information which should be noted
Beginning & End Date:
The first day individuals will be able to make payment, and the last day individuals will be able to make payment. NOTE: Beginning Date will start at 5:01PM of the date selected; End Date will automatically close at 5pm
Third-Party Integration:
Any third party products that Commerce Manager needs to integrate with
Registration Dates:
Dates the event is available for online registration
Event Date:
The date of the event
Title of Product:
Name of the workshop, conference, sporting camp, etc
Product or Event Location:
The location where the event will be primarily held
Cost:
The cost of participating in the event and registration
The Commerce Manager Request Form must be completed and approved by the Associate Vice President for Finance & Controller 30 days prior to the start date for payments to be accepted                                                                        			                  If the department hosting the product/event elects to accept credit cards, the department who is hosting the event is responsible for paying the merchant fees charged to the University. This will be paid up front by the University; however, Finance will then charge the FOAP (as indicated by the department) to re-coup the merchant fee amount. There is no merchant fee charged for accepting e-checks.                                                                        
The Approving Authority for the department should complete the Commerce Manager Change Request Form in the event the individual given access to run reports in Commerce Manager leaves prior to the event but after the Commerce Manager Request Form has been approved, or while the event is underway.                                                               		                  The Approving Authority or Contact for the department should contact Laura Neigh at x1180 or lneigh@umw.edu to schedule a meeting in the event that changes need to be made regarding the way in which Commerce Manager was initially set up for the department's product or event.
Beginning & End Dates:
New User Request
Signature of Associate Vice President for Finance & Controller
Signature of Department's Approving Authority
The Associate Vice President for Finance & Controller must first approve this request for usage of Commerce Manager prior to posting online. This completed and approved request should be submitted to the University Finance Office no less than 30 days prior to the start date for payments to be accepted. Forms may be submitted via campus mail to Eagle Village 404. Questions should be directed to Laura Neigh at x1180 or lneigh@umw.edu.
Registration Date(s)
Event Date(s)
Title of Product
Product or Event
Location
Cost
Event Information
User Change Request
If in the event the individual given access to run reports in Commerce Manager leaves prior to the event but after the Commerce Manager Request Form has been approved, or while the event is underway, complete the following section of the Commerce Manager Change Request Form.
Existing User Information
New User Information
I have read the Administrative Data Access Policy and agree to abide by the policy outlined therein. 
(http://www.umw.edu/doit/policies/admindataaccess/default.php)                  
Signature of Department's Approving Authority
Signature of the New User
Signature of Director of Financial Systems
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