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Credit Policy for Copy Machine and Pay Station Transactions

To ensure a smooth and efficient credit process for students utilizing FIU's library system
copy machines and pay stations, the following credit policy is in place:
1. Credit Request Submission

e Students experiencing issues with payments (credit card or student account transfers to Papercut)
must first submit their inquiries to the FIU's Business Services Department.

e Business Services will be responsible for investigating the issue and, if a credit is deemed necessary,
forwarding the request to our Professional Services Helpdesk for processing.

2. Required Information for Credit Processing
To facilitate a credit, Business Services must email the following details to our Professional Services Helpdesk:

e Student’s Full Name

e Student ID Number

e Date and Time of the Transaction

e Pay Station Location (Library Branch)

e Amount Charged

¢ Payment Method (Credit Card or Student Account Transfer)

e Detailed Reason for Credit (e.g., machine error, incorrect charge)
e Exact Amount of Credit (specified by Business Services)

3. Processing Time

e Once the credit request is received with complete information, it will be reviewed and processed within
5-7 business days.

4. Credit Funds
e Approved credit(s) will be added back to the student’s PaperCut account.
5. Discrepancies

e Any discrepancies or missing information will delay the credit process, and Business Services will be
contacted for further clarification.

By adhering to this policy, we aim to streamline the credit process and ensure timely resolutions for
students.




