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MBI Payment Management Procedures

Approved 12/19/2003 

PREMISE
This document defines the entire process for managing payments within the MBI Administration system, including the following:

1. Making payments

2. Notification of payment

3. Payment status review & reconciling

4. Applying unused payments

5. Checking application status

This document is to be used as an aid to MBI Administration users and it will be incorporated into the MBI Administration user manual in the future.
MAKING PAYMENTS

There are two types of payments that can be made; online payments via credit card, or offline payments via check or credit card.  This section addresses the steps involved in making payments:

Offline Payments:

· Users should submit offline applications with payment attached including either check or credit card information.  If the application(s) is submitted online without payment, then the user has 20 business days to complete the payment offline either via check or credit card before the application expires.

· Users must specify the Application ID(s) to be applied to an offline payment when it is received.  Users can make an offline pre-payment via credit card or check to create a payment balance that may be applied to future application(s) as specified by the user.  This eliminates the need to submit a new payment each time an application is submitted.

· Offline payments submission forms:
· All hard-copy applications requiring offline payment include a payment section at the bottom.  Users may find this convenient when paying for one application at a time.

· A confirmation page with a payment section at the bottom will be displayed for all online applications requiring payment.  Users may find this convenient when paying offline for one application at a time.

· The “Payment Submission Form” (see attached document below) should be used when paying offline for multiple applications at once, or when creating a pre-payment to be used for future applications.

Online Payments:

· Users may submit credit card information online when an application is submitted online.  However if the application is submitted without payment or if the credit card transaction fails, then offline payment will be necessary in order to get it applied to the application.

· Online payments require the Credit Card information to be entered each time along with the application because this data is not stored by the MBI System for security reasons.

NOTIFICATION OF PAYMENTS

The MBI Administrator will send notification of new payments if received without instruction for its complete use.  If a specific MBI Contact is not referenced to the new payment then the Primary Contact within the company will be notified.  Any authorized user within the company may call the Help Desk to request a status on open payments, or the payment balance and usage history can be reviewed using the online “Payment Report”.

· Payments received with the applications attached (or with listed application IDs) will automatically be applied and thus no notification will be necessary.  However, if there is any balance remaining then the contact listed on the “Payment Submission Form” will be notified of the balance amount.

· All notifications will be sent via e-mail and will include standard information as follows:

	Subject:  MBI Payment

Dear MBI Contact,

Payment has been received by your company and it currently has an unused balance.  You are receiving this notification either because your name was referenced on the payment form or because no authorized Contact was referenced and you are listed as the Primary Contact for the company.  Your payment information is as follows:

Received:         5/20/2003

Payment ID:     88952

Type:                Check

Reference #:    000111795

Amount:            $1,200.00

Balance:           $874.00

To use an open payment, please send the Help Desk an e-mail (mbiadmin@pearson.com) indicating which payment ID you would like to use and a list of application IDs to which the payment should be applied.  You can also do this by replying to the “MBI Response” email indicating the payment ID to use for that particular application.

Please contact the MBI Administration Help Desk if you have any questions.

Thank you,

MBI Administration

3833 Greenway Drive

Lawrence, KS 66046

----------------------------------------------------
Help Desk Phone: (785) 331-2323

Help Desk Fax: (785) 838-2152

Help Desk E-Mail: mbiadmin@pearson.com
Web-Site: www.mbiadmin.com


PAYMENT STATUS REVIEW AND RECONCILIATION

The online “Payment Report” should be used on a regular basis for a user to check on the status of payments in order to identify remaining balances.  This report can also be used to reconcile all payments received and/or to reconcile usage of a specific payment on a per application basis.

Payment Report:  
Payments that are included in a payment report will list all of the transactions for that payment regardless of the dates of each transaction.  The following are the 3 options to be used in running this report:
· If a “begin date” and “end date” is entered, then all payments either received or having activity within those dates will be included in the report.

· The “Open Payments” check box can be used along with the dates to limit the report to include only those payments with a remaining balance. 

· In order to show “all open payments” for your company, select the “Open Payments” check box, and leave the “begin date” empty and “end date” equal to current date.  It is recommended to run this report periodically to check for new payments recently received or for old payments with a partial balance remaining.

APPLYING UNUSED PAYEMNTS

Existing open payments will not be automatically applied to applications when they are received; the payment ID must be specified by the user.  Once a payment is applied to an application then that portion of the payment is non-refundable and is no longer considered an unused payment.  Any authorized Contact within a company may have any open payment within the company applied to an application as long as they specify the payment ID.

The following are the steps to be used in applying payments:

· Send request via e-mail to mbiadmin@pearson.com
· Specify the Payment ID

· Specify the Application ID(s)

· Note in the subject of the email “Please apply payment”

APPLICATIONS STATUS REVIEW

It is recommended to periodically check the status of open applications of which payments are being mailed or faxed.  That way the due date of the applications can be monitored and if payment is expected to have been received then follow-up inquiries can be made.

The following are the steps to be used to review the status of open applications:

· Login to the secure site and get to your “User Home” page

· Select “Applications Management”

· All “open applications”
 entered with your user ID will be listed.  Contact the Help Desk to find out about all applications for the entire company.

· The following data will be displayed for each application: 

· App ID

· App Type

· Status

· Fee

· Responsible

· Respond by

· The application is pending payment to be received if the following is true:

· Status = Pending, and

· Responsible = User

· If full payment is not received by the “Respond by” date then the application will be denied and the request must be submitted again if still necessary.
Attachment A – Payment Submission Form
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� An “open application” is considered to be any application not yet Approved or Denied, and there will be a future “respond by” date.
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MBI Administration
Phone: 785.331.2323




3833 Greenway Drive
Fax: 785.838.2152




Lawrence, KS  66046
mbiadmin@ncs.com



Payment Submission Form 

Company Number __________


Company Name ___________________________________________________________________________________


Requestor's Name _____________________________________________________
User ID __________________


Reason for payment ________________________________________________________________________________


__________________________________________________________________________________________________


__________________________________________________________________________________________________


(Note: list application ID(s), refer to hard-copy applications attached, specify a prepayment for future applications to come, etc.)

Method of Payment:


· Enclosed check number ______________ (Please make checks payable to:  NCS Pearson, MBI Administration)


· Credit Card - Please check card type and complete information below.


· American Express


· Master Card


· Visa


Amount of Payment $__________________


Credit Card Number ______________________________________
Expiration Date ____________


Card Holder's Name ___________________________________________________________________


Mailing Address_______________________________________________________________________


City/State/Zip _________________________________________________________________________


Authorized Signature ______________________________________
Date ______________________










Mail to:	NCS Pearson, MBI Administration



	3833 Greenway Drive, Lawrence KS  66046







Fax to:	MBI Administration



	785-838-2152







Return this form with your payment via facsimile or U.S. mail.












