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PAYMENT TYPE SETUP

New UDF_MANUAL field (created through Custom Office and included in
the Vault Plugin installs).

+Use this field if the Payment Type will be utilized for manual entry of
credit card information.

Payment Types marked with the MANUAL checkbox will not process

through the Gateway and will require editing of the Transaction Code
& Authorization Code.

CREATE NEW CARD FOR SAGE GLIENT

B EEEE——————————————————
* Payment Type Mai 017 =]
E iy YP!

Payment Type  CC

SLERN

Descrption  CC

Payment Method Credt Card -
Defaut Transaction | Deposit/Sale

Asset Account 240-010-000

Credit Card
Accrual Account
Werchant Account
Discount Percentage
Per Transaction Fee
Pre-Authorization Term

Allows Corporate Cards

Virtual Terminal ID (Merchant 1)
Werchant Key

Q, useTax

310-000-000 C% Paid-in Capital
000%

0.00 [ manual
7

O

Sage Exchange/Payment Center Processing Settings.

Show Address and CVV

AR CUSTOMER MAINTENANCE

B e v gy, 2/ %

- . Customer No. |BURT QE M4 M Renumber. More.
* Tab 2 - Additional > Credit Cards button.
1. Main 2 Additional | 3 statisics 4. Summary 5. History & Invoices  7.Transactions £ S/0s
Printing
Comment sort
Open ftem Customer Customer Type
Customer Status | Active - Statement Cycle W Print Dun Message
Inactive Reason oy Use Sage Data Cloud for Invoice Printing O
Data Entry Primary Payment Information
Price Level Payment ID Q,
DMPymType | CHECK + | cHEcK Payment Type
Discount Rate 000 % Name
tem Code @, LastFourDigis
Expiration Date Credit Cards/ACH,
. Payment Type - ChOOSe the payment Code (lel V|Sa) 5 Customer Credit Card and ACH Payment Maintenance ? 0=
+ Payment ID - User defined to identify card. Use a 5 digit code with Foiien Ty
1:' Payment ID Qg4 b
A-V-M-D as first. S
Card Type
.

Character to identify type of code (Amex-Visa-MC-Discover) and
then the last 4 digits of the card.

Last Four Digits

Expiration Date

Biling Address.

Cardholder Name

Address

ZIP Code

City

Country O\,
E-mail Address

Comment

Corporate ID/PO

State

i e




CREATE NEW CARD FOR SAGE CLIENT (CONTINUED)

Enter the payment information.

W Create Card Token i

Waul

PLUGIN a:

— Payment Info FoweeD 5 PROCHARGE

Click For Support

Card Number Amount
Thank you for
using Vault
Expritivear [ o[ ] oo roup
cw

0712712017

e

Enter the billing information.

Credit Card Billing Address comes back from Vault.

W Create Card Token

Wauc

PLUGIN |-

— Billing Info PoweRED 8 PROCHARGE.

Name on Card

Click For Support

Addrzss Thank you for
using Vault
Address2 Payments Group

city 07/27/2017
State Zip
Country us

EMail

o ]

Click ACCEPT. This Card ID will now be available to utilize from Cash

Receipts/Sales Order/Invoicing.

[5 Customer Credit Card and ACH Payment Maintenance ? 0=

Payment Type cc Q cc dd Ne
Payment ID WE008 Q44 b0 Edit
Credit Card

Card Type

Last Four Digits =8009

Expiration Date 412020

Biling Address.
Cardholder Name  JEREWY BURT
Address 999 Sunshine Place

ZIP Code 99403
City Clarkston State WA
Country us @, United States

E-mai Address jeremy@electronicpayments.com

g

Comment
Corporate ID/PO

I s o




CASH RECEIPT PROCESSING

Invoices updated without credit card processing applied can be paid

through Cash Receipts. The Credit Card payment can be applied to an open

invoice or to an account.

+ The SUBMIT CARD button in Cash Receipts processes a SALE
transaction to fund the amount.

Once the amount is processed and an Authorization Number
& Transaction ID are populated it cannot be cancelled. A
CANCEL will save the entry and it will require reaccessing and
then DELETE to VOID the funded amount from the posting.

+ The FIX button will clear all Authorization/Transaction ID processing
but WILL NOT void it. This function SHOULD NOT be processed
unless the transaction did not update to the Gateway.

ACCOUNTS RECEIVABLE INVOICE

|

[ Cash Receipts Entry (XYZ) 7/27/2017 = [ [
Customer No. BURT Q% 44 p M (200
Name JEREMY BURT Invaice No.

DepositType (Credit Card v | EniryMo.  |000001 Q
1. Header 2.Lines 3. Payment
Quick Row 18 =] SheoLE -
Invoice No. Inv Date Inv Amount Disc Used Amt Posted
1 |oo0003sm 72412017 02§ 00} 01
[E] Cash Receipts Entry (X¥Z) 7/27/2017 =8

Customer No. [URT Q, Wd M Ll

Name: JERENY BURT Invoice No.

DepositType |CreditCara ~ | EntryMNo. 000001 Q,

1. Header 2. Lines 2. Payment

PaymentD V008 Q Transaction Amount 01

paymentType |cC O, cC
Corporate Card Information

Payment information Corporate IDIPO

Syl primary [] Corporate Sales Tax 00/

Last Four Digits Transaction Information

Expiration Month/Year |04 020 v Autherization No.

Billng Address for Payment Auanizaton oty i
iy [IFEREBORE Autherization Time |08
s Transaction ID 1622445202
The eredit card transaction has been authorized

ZP Code

City State WA

Country

com
Comment
EETEE e

(]

Processing credit card payments through A/R Invoice Entry.

The SUBMIT CARD will process the TRANSACTION AMOUNT and will
capture the funds.

If the entry needs to be deleted it must be saved, then reaccessed.
DELETE must be processed to get the VOID function.

. R ——
5 AR Invoice Data Entry (XYZ) 7/27/2017

Payment Type |CC

Q, cc
Payment Information
Card Type

Last Four Digits 03
Expiration Month/vear (04 | |2020
Billing Address for Payment

Cardholder Name

Address

ZP Code
City
Country

State | WA

Comment

Quick Print... G

Corporate Card Information
Carporate D/PO

Corporate Sales Tax

Transaction information
Authorization Ho.
Authorization Date

Authorization Time

Transaction D 162245336

The credit card transaction has been authorized

ECIETEE - ©

[ e )
Invaice Number |0000006- | 44 b M E Customer. Credit.
1. Header 2 Lines 3 Totals & Payment
PaymentD V3008 Q Transaction Amount o1




SALES ORDER ENTRY

Sales Order entry is used to record orders and apply credit card B~ | - o
authorizations or depos]ts_ Order Number 0001022 @, "R co ;u. m o Customer.. Creat, A
SALES ORDER ENTRY oy s R
+ Create Sales Order - Select the Totals tab. Select CREDIT CARD ] | [t | [Eatame |
payment type which will allow the CREDIT CARD tab to be accessed.
+ Select CARD ID which will default the credit card information. B T e | |- ==
. Order Number 0000062 Q4 4 b apy Fi Customer. Credit.
+ When you process the Payment PreAuth or Deposit on the vt s st e | Eramer [V 00 2|
order the information entered will be pushed to Vault so it T — P
does not have to be reentered. f——
+ Choose a 2 digit Country Code. T
. . . ExpREon MoV esr e = C:‘r:u;;\es Tax .CHCHQ ECE‘:Q
+ Email should have only one email address in the field.

2P Code

City

Country

E-mail Address

Comment

Print Qrder. . Print Pick

Transaction I
State

@ Rescalo Price:

EEEEE - ©

+ If you do not have a card already on file you can add a new CARDID
and select the PAYMENT TYPE. Complete the BILLING ADDRESS
FOR CARD information and confirm you want to save the card to the
Customer's account by selecting SAVE.

1. eeder 2 Addzan 2 Linea 4 Totalz

et D[N0

2 Payment | llser [REU et

Lomorcie La-dInformator
Q, Cle “amarede TURD

H ssge10 I

?(J U2 you want to 232 (12 1ew paymert IU for future wac?
: vepean

T T T

[

PAYMENT OPTIONS
+ Payment/PrePost Authorization

+ When this option is selected in Sales Order Entry the AMOUNT
will be Preauthorized for the card. This amount will hold
funds available on the card for XX days (based on the bank/
Gateway).

+ If the authorization expires it can be reapplied by selecting the
CLEAR button and reentering the credit card information &
processing the SUBMIT CARD to process the preauthorization.

Transaction Information

Tranzaction Type 'Pa-;ment -|

Payment
Amount .01
Corp Sales Tax 0o ﬂ
Auth No. 817337
Auth Amount 01
Auth Date TI2TI.

Auth Time 0
1

622

Transaction ID

The credit card transaction has been authorized.

+ Deposit

+ Utilizing the Deposit function will capture the funds from the
card entered. There are three ways the deposit function can be
applied.

1. Deposit only — Enter an amount in the AMOUNT field.
This will capture that amount and apply the deposit to
the order.

2. Click on PAY BALANCE and populate the left side with
no amount posted on the right side. This will run a
PREAUTH for the amount of the order and no funds will
be captured.

Transaction Information
Transaction Type 'Depcsrt |
Pay Balance I:‘
Balance Deposit
Amount .00 .M
Corp Sales Tax .00 Q .00 Q
Auth No. 317340
Auth Amount .00
Auth Date

Auth Time 12:00 AM

Transaction I

The credit card transaction has been authorized.




SALES ORDER ENTRY (CONTINUED)

3. Click on PAY BALANCE and enter the amount to be ——
funded immediately in the DEPOSIT field. The BALANCE e -
will default to the remainder of the order. PayBamnce  [¢]
Balance Deposit
Amount Rkl 0
Corp Sales Tax .00 Q 00 Q
Auth Mo.
Auth Amount 01
Auth Date = =
Auth Time 12:00 AN 12:00 AN
Transaction ID
When processing there will be two payment screens from Vault. The W Poces e Trneacion S
first will be SALE TRANSACTION, which will fund for the amount of ‘WUL
the DEPOSIT. PLUGIN «
_ Payment Info rowenen 8 PROCHARGE
Click For Support
Card Number 3009 Amount |01 ’7—‘
The second will be the PreAuth for the amount of the BALANCE. W Process Autroraaton =lal =
YWaut
PLUGIN -
— Payment Info roweRED 8 PROCHARGE'
Click For Support
Card Number 8009 Amount | 01 m
CLEARING/VOIDING/FIX POSTINGS 5 5292 100 =
+ Deleting a Sales Order Y mmw
- If a PreAuth has been processed the order will delete, but the TR
PreAuth will be active on the user's card until deactivated by O T
the bank/Gateway.
+ If a Deposit has been processed the funding will either be
voided (if processed same day as the original funding) or
refunded (if processed after the original funding batch has
been closed).
° CLEAR Button Fkk USE CAUTION Fokk Transaction Information
Transaction Type | Deposit
+ This button CLEARS all entries previously processed and = .
should only be utilized if there is a reason to reprocess the Balance Deposit
PreAuth or Deposit information. Amount 0 00
. Corp Sales Tax .00 Q .00 Q
« If a PreAuth has expired and needs to be reset, the CLEAR Auth o,
button will clear the PreAuth and the credit card information Auth Amount 00 -
can be reentered and reauthorized. Qe
Auth Time 12:00 AN 12:00 AN

Transaction ID




SALES ORDER ENTRY (CONTINUED)

+ FIX Button - This button is available next to the TRANSACTION TYPE
selection and, when selected, will allow manual entry of the Auth No.

& TRANSACTION ID.

+ This function should only be used if the posting was
accomplished on a Virtual Terminal and only needs manual
updating to Sage. The Submit Card will not process through
Vault and no transaction will be seen in the Gateway. The
screen will indicate “The Credit Card Transaction has been
authorized” because a manual authorization number has been
added.

+ When the Invoice posting (Sales Journal) is accomplished it
will not process and will report the original authorization code
entered.

SALES INVOICE ENTRY

Transaction Information

Transaction Type |Depost Fix
Pay Balance I:‘
Balance Deposit Applied

Amount

Corp Sales Tax
Auth No.

Auth Amount
Auth Date
Auth Time 12:00 Al

Transaction I

00 0
00|y 00[<y
999999
00
= FI2T12017
] 10:09 AM
9999999555

+ Invoice created from a Sales Order which has had a PreAuth
processed.

+ When Sales Journal is printed the Deposit will authorize and

Dally DepositRecap
al Posting Date:  6/3112020
RegisterNumber: $0-000013

XYZManufacturing Company (XYZ)

B ToNsme

oposi Payment
Amount Appled. Appled

PaymentType:cC_cC

fund (new authorization code noted under order number).
+ Invoice created from a Sales Order which has a Deposit processed.
+ No additional processing as funds are already processed
(original authorization code will print under Invoice Amount).
+ Invoice created from Sales Order which has a Deposit & PreAuth.
+ Deposit already funded.
+ PreAuth will fund.
+ Invoice created without a Sales Order has the same input options for B 50t bos ey 002 N ST
Credit Card postings as a Sales Order does. e S ol L L —
o w8 sew O || oot [

paymentype cc G cc

Fayment Information
Card Type

Last Four Digits
Expiration Monthvear [0s v [[2020 +
Billng Address for Payment
Cardnolder Name | £

Address

ZP Code
City Clarkston State (WA
Courtry S

£l Address | pramy@ekctronipayments con

Comment

Transaction information

Transaction Type | Depost  +

Balance Deposit Applicd
Amount 00 o1
Corp Sales Tax )< ooy
Auth No. 817371
Auth Amount 0
Auth Date =
AuthTme 120041

Transaction D

The credt card transaction has been autforized

Process ngaten []

Submit Card/ACH Account




SALES INVOICE ENTRY (CONTINUED)

Credit Memo Processing

Date: 63112020
- $0-000016

PROCHARGE TEST (XXX)

To process a Credit Memo the Invoice needs to be set to
Credit Memo and the APPLY TO INV# needs to be assigned,
otherwise the Credit Card tab will not be available.

All values are entered as a positive. The credit card
processing will reverse and refund the card holders
account.

Note: Refunds must be accomplished through a
Credit Memo and cannot be processed through
Cash Receipts. See SPECIAL CIRCUMSTANCES for
examples.

MENU UPDATING

+Sales Order Batch Authorization

+This process will batch authorize any Sales Order which has the PROCESS IN BATCH checkbox selected. The Authorization /
Transaction ID will populate into the Sales Order.

+ Sales Journal Updating

+ When the journal is printed any Invoice which has the Process in Batch checked or has a Deposit which does not match the
invoice total will be processed and will display on the Deposit Report.

SPECIAL CIRCUMSTANCES

EXAMPLES
Sales Order authorized for $100.00/Invoice adds freight of $10.00/Invoice Total $110.00:
When Sales Journal is processed the original PreAuth amount will be voided and the new amount will be processed as a SALE.
Note: If the card’s original Preauth is still active, the card must have the funds available to attach the new amount.
Refund needs to be applied to an account:
If the amount can be credited to an invoice, then process a Credit Memo through SO Invoice or AR Invoice.

If a customer's account needs to be credited, but there is no invoice or if the original invoice was processed without a credit
card, the refund needs to be accomplished through the Virtual Terminal and a refund to the account must be processed through
Cash Receipts and not with a credit card.

If when processing through AR or SO for a Deposit and the system comes back with the error “No Response from Credit Card
Processor”, then there was a disconnect from the Gateway. To verify if the payment was processed, click on the Vault Tray Icon and
check the batch for the transaction.

If the transaction was posted to the Gateway, then the Sage transaction can be added without the credit card information to
avoid a secondary posting.




SPECIAL CIRCUMSTANCES

« If the transaction was not posted to the Gateway, then the CLEAR button can be utilized and the credit card process can be tried
again.

+Any time there is an error returned by the credit card interface, the Vault Tray should be checked to verify if the entry was updated to
the batch so the user will know how to proceed with the processing.

CASH RECEIPT PROCESSING

Invoices updated without credit card processing applied can be paid IS ot Recaips vy (42) 12772017 =T=] @
through Cash Receipts. The Credit Card payment can be applied to an open cusomrie. BT QATEMA rY |
invoice or to an account. oeposttpe [cocas <] Enyho. [oom G, '
Quick Row 1@ = 5= =R ‘
- PP’F;HW\DEND 5”2;2:Em Inv Amount - Disc Used - AMPDS‘: ‘
+ The SUBMIT CARD button in Cash Receipts processes a SALE ] o et vy 002 727207 S |
transaction to fund the amount. o il g |
. . . DepositType |CreditCard ~ | EntryNo. 000001 Q i
+ Once the amount is processed and an Authorization No. s s | Srmes
& Transaction ID is populated onto the entry it cannot be N
. . . . Payment ID V8009 Clea Transaction Amount 01
cancelled. A CANCEL will save the entry and it will require .
reaccessing and then DELETE to VOID the funded amount
. Lo v O Corporate Sales Tax 00
from the posting.
Expiration Menthvear [0& v ||2020 + Awthorization Ne.
+ The FIX button will clear all Authorization/Transaction ID processing i S o L
but WILL NOT void it. This function SHOULD NOT be processed
unless the transaction did not update to the Gateway.
City Clarksto State | WA

OPTIONAL RECEIPT CREATION FOR EMAILING

If your accounting procedure includes providing a receipt for the card

¥ Vault Plugin Configuration = |8 Eg

holder:

Company D [00X

« Activate Receipt generation through the Vault tray icon: S

Gateway Flugin [ProCharge Vault Inteface -
. Sel ect the Com pa ny | D Service URL  [/secure2 procharge com/getway./connect i
[

Login Key

+ Click the ENABLE RECEIPT EXPORTING checkbox. B S —— P

Enable Email Receipts
+ Use the button to lookup the directory you would like to save M Orly R Sale [ Vaid
¥ Capture W Credi
the records to. Sy b

TestMode [ Enforce Card Test [
Level 3 I~ Inclusion Wwindow 5

Accept Terms ¥ Terms and Conditions
Over Aut {7
Over Auth Type ’W‘
Fixed Amount  [003
Paveas [

Cancel OK




OPTIONAL RECEIPT CREATION FOR EMAILING (CONTINUED)

As you process transactions through Sage/Vault the receipts will be
created.

If an email address is provided for the card holder then that
email address will be included in the file name; otherwise only
the card holders name will be in the file name.

| j@burt.com~~2015-07-28 b
L 1®@burt.com~~2015-10-30.txt
|| |®burt.com~Autheorization~2015-07-28 bt
| JEBURT.COM-~Authorization~2015-08-1...

If there are multiple receipts for the same Name (or) Email
on the same day and for the same transaction type, they will
append into the same text file.

Example of the text file:

i@burt.com- Authorization- 2015-07-28:0 - Notepad .

+ To distribute the receipt — access your email system and select the receipt to send.

At this time Receipt sending is a manual process. In a future update this function will be automated from the Gateway.




