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The URL to log in for the uPay Marketplace site is: 
https://secure.touchnet.com/C20444_tmsadmin/web/login.jsp 
 
Enter your Username & Password.  If this is the first time you are logging in to 
Marketplace, your username & password are issued from the uPay administrator.  We 
suggest you change your password the first time you log in. 

 
 
Once you have successfully logged in to Marketplace, this is what you will see: 
 

 
 
The uPay site names that you have access to are listed on the left hand side under 
“Marketplace Home”. 
 
  

https://secure.touchnet.com/C20444_tmsadmin/web/login.jsp
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 Review and & Refund Transactions 
 

 

 
 
 
 
 
 
 
 
1. Click on the uPay site 

Name to expand the 
menu.  In this example, we 
are using AR 0223. 

 
2. Click on uPay Sites 

 
3. Click on AR 0223 (site 

name) 
 
 
 

 
 Click on Payment Search. 

 
You can search by any of the fields listed. These fields correspond to the uPay 
Transaction Confirmation.  (See sample on next page.) 
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• Enter any information you have. 
• Click on ‘ Search’. 

 
Example of results: 
 

 
 

• To view or refund all or part of a transaction, click on the ‘System Tracking ID’ 
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Once you are in the Payment Details page, you have the option to Refund the transaction. 
 

 
 
 Process a Full or Partial Refund 

 
To process a refund, click on the Refund Link. 
 
A small window will pop up and looks like this: 

 
 
You may do a full or a partial refund. For our example we will do a partial.   

• Click in the Partial Refund radio button. 
• Fill in the amount you wish to refund (You will not be able to refund more than the 

amount of the original payment). 
• Click on ‘Submit’. 

 
A pop-up window will ask if you wish to continue.  Confirm by clicking on the OK button 
or click Cancel to stop. 
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You should see this message: 

 
 
Verify that the refund was successful, by viewing the Completed Payments section at the 
bottom of the page.  You can see the student still has a balance since we only did a partial 
refund. 
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 Marketplace Financial Reports 
 
• uPay Revenue Report 

 
We use the uPays Site revenue report to balance each site to the Payments & 
Disbursements Office..  
 
Click on Marketplace Reports, uPay Sites, “your site name”, and finally, Revenue. 
  

 
 
Change the Start & End Date to a range or specific date you want to run the report for. 
Click on the View button. 

 
 
To download your report, Click on the ‘Export to CSV’ button. 
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A File Download box will appear.  Click on the Save button.  
 

 
 
Choose a destination to save the report to. 
  

 
 

 Balancing 
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The Payments and Disbursement Center will make a deposit to your account for the total of 
all transactions sent to the bank and send the deposit receipt to you. 
 
It is the site manager’s responsibility to verify that the total on the deposit receipt 
balances to your uPay site revenue report . 
 
UPAY Administrators:  Deanne Alexander, Bonnie Raper & Pam Voorhis 


