Employee Guide: Completing PCl in UKG

Begin by opening UKG and selecting the hamburger menu in the top right.
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NewSpring Church
PCI-DSS TRAINING

Introduction

Do you interact with credit cards or debit cards? Well, this training s for you.

NewSpring employees and volunteers who are involved with credit or debit card processing are required
to complete this training annually. No problem if this is your first time hearing of this training. PCI
compliance must be renewed by NewSpring every year, and this is just one of the few things required to
help us maintain compliance. If you have any questions, please do not hesitate to contact your
department supervisor or volunteer coordinator for more information.

Before going any further here is some

®  PCI-DSS stands for Payment Card Industry Data Security Standards and it s intended to protect
customers against fraud and identity theft.

& PClis mandated by the credit card companies, and If we do not follow these standards, NewSpring
could be fined and gain bad publicity.

® The NewSpring IT and Accounting departments oversee our PCI Compliance.

Training Section

@Web Form

Training Section

After reviewing each topic, please initial beside each number. Once you’ve completed the training
section, please sign the summary section and press submit.

The Point of Salé (PUS), iPad, Square Terminal, etc., should be séttled every day after the conclusion
of the event or closing of the shop. (Bookstore/Coffee Shop)
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2. Do not allow anyone to inspect or remove the device unless you know who they are.

If your device appears to have been tampered with, please contact the Accounting Department, IT
Director, or the area’s supervisor. The directors and/or church executives will determine whether or
not the Wichita Police Department needs to be contacted

Cashiers and all other NewSpring employees and volunteers warking with credit cards should read
e policies and procedures for Safeguarding Customer Information.

5. Refun estions and refunds needing to be processed should be directed to the Supervisor.
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Continue completing and initialing the form for the next 2 pages.
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Employee/Volunteer Name: Employee/Volunteer Email:

Employee/Volun Signature: Date:

Save and sign the form?

You're about to save and sign the form.
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Don’t forget to Submit (top left) to send to HR.
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Thank youl!

Contact hr@newspring.org if you have gquestions.
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