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1 Getting Started

1.1 Connect Via Optimus to QuickBooks Online
The following steps outlines how to connect Via Optimus with QuickBooks Online.

1. Loginto your QuickBooks Online account.
2. Click on the extension as shown in the figure below.

<« > C 25 app.gbo.intuit.com/app/homepage#/optimus/invoice Y im3 @ a o

Buy now and save 50% | Subscribe now
b T =« demo 8 Myexperts (2 Help BH Q [al b} e

quickbooks
PRIVACY
BOOKMARKS V4 .
Setup Checklist : BANK ACCOUNTS Hide
Add a bookmark Link your bank

See where your money is headed so you

MENU Basic business info v can take control of your finances.

Dashboards GO GoBank +
) Get paid online ~

Transactions ® Chase Bank +

Sales Make it easy for people to pay you B American Express Business... +

Expenses

[ Find your bank

See how it works 1:33

Customers & leads

RERCEE @ Set up online payments Hide
P " Just add some info about your business, and then let us know where “
ayro to deposit your payments. How our rates compare E é E
Time
@ Check out faster deposits
Projects You can get your funds sooner with instant deposit.
(® order your card reader Get the QuickBooks mobile app and stop

Menu settings Download the mobile app and order your card reader for contactless, entering receipts manually
in-person payments

Scan ta download the free mabile ano

3.  Enter your username and password and click on SIGN IN button as shown in the figure below.

€ > C 25 appgbo.intuit.com/app/homepage Q PO a ° :

Buynow and sve 5% Subscrve now SN NN

By InTUIT =« demo Q @ e

q quickbooks

BOOKMARKS 2
Get things done  Business overview  Cash flow  Planner Slgn In
Add a bookmark —— Start managing your payments faster &
better.
MENU
Dashboards . 2 erppaymerchant@yopmail.com
Setup Checklist g BANK ACCOUNTS 2 erppay @yop
Transactions Link your bank
Sales o See where your 'vv‘mmy o) [®)
Basic business info v e comrololyous
Expenses GO GoBank
Customers & leads Get paid online A O
@ Chase Bank

Payroll ® E‘G@ooks.

Time

Find your Privacy Policy v| Terms of Service
ViaOptimus. 2023

See how it works 1:33

Projects

@ Set up online payments

Budgets Just add some info about your business, and then let us know where “ Hide
to deposit your payments. How our rates compare
Taxes
@ Check out faster deposits
You can get your funds sooner with instant deposit
Menu settings
(3) Order vour card reader ot tha AuiabDAanle mahila ann and aéan
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4. Once you are logged-in successfully, the CONNECT button appears as shown in the figure below.

€ > X 25 app.gbo.intuitcom Q & PO a 0 :
Buynow o save 507 _subserive now N L]

nTuIT =
ab quickbooks =t domo b4 0 8 e

New

BOOKMARKS

Get things done  Business overview ~ Cashflow  Planner

Add a bookmark

ViaOptimus is Connected

MENU to QuickBooks Online
Dashboards .
Setup Checklist ; BANKACCOUNTS

Transact Link your bank 20 DISCONNECT
- See where your money — "
Sales . 2 : SR & S ick the disconnect button to

Basic business info v can take control of your ! s :

disconnect ViaOptimus from

Expenses GO GoBank QuickBooks Online
C: > S Get paid online A i q
Cus s & P @ Chass Bk erppaymerchant@yopmail.co... | Sign out
Reports ; . Privacy Policy | Terms of Service

Make it easy for people to pay you American Expr b el
Payroll

( Find your bank ]

Rine See how it works 1:33
Projects

@ Set up online payments >

Hide
Budgets Just add some info about your business, and then let us know where “
to deposit your payments. How our rates compare 4

Taxes

@ Check out faster deposits

You can get your funds sooner with instant deposit
Menu settings
(3) Order vour card reader Pab than ALiaLDanla maakila amm and aban

5. Click on CONNECT button. This will connect the to your QuickBooks Online.
6. Once the connection is successful, and starts displaying at the right bottom as shown in the figure
below.

€« > C 25 app.gbo.intuit.com/app/homepage#/optimus/invoice QU K PO o o H

e _

@ " =« demo 8 My experts @ Help i Q [;} Q3 o

quickbooks
-
osol demo

BOOKMARKS V24

Get things done  Business overview ~ Cash flow  Planner
Add a bookmark —

PRIVACY
MENU
Dashboards 3
Setup Checklist : BANK ACCOUNTS Hide
Transactions Link your bank
See where your money is headed so you
Basic business info v take control of your finances
Expenses GO GoBank &
Customers & leads Get paid online A
@ Chase Bank -
Reports B
Make it easy for people to pay you American Express Business... 4
Payroll a gii(ckBooks.
( Find your bank ]

Time See how it works 1:33

Projects

@ Set up online payments
Budgets Just add some info about your business, and then let us know where “
to deposit your payments. How our rates compare
Taxes
@ Check out faster deposits
You can get your funds sooner with instant deposit

Menu settings
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2 Dashboard

Dashboard depicts the invoices counts and payments graphs. The following steps outlines how to view
dashboard.

1. Open by clicking on the icon at the right bottom as shown in the figure above.
2. Click on the Home in the left navigation menu as shown in the figure below.

Dashboard
Paid Due Qverdue
Paid Invoices Due Invoices Qverdue Invoices

Payments ® Approved @ Decline @ Due H Payments

09-23-2023 to 10-23-2023 09-23-2023 to 10-23-2023
Paid

0 () 0 bt
21 AJ 4 A) 100 AJ @ Overdue
Average Monthly Approved Average Monthly Declined Average Monthly Due ® Due
25Sep 27Sep 29Sep Oct'?3  030ct 050t 070ct  080ct 110ct  130ct  150ct  170ct  190ct  210ct

3.1 Open Invoices
The following steps outlines how to view open invoices listing.

1. Click on the Invoices menu in the left navigation as shown in the figure below.
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Dashboard X

Paid Due Overdue
& o _
aid Invaices Due Invoices Qverdue Invoices
I~
&= Payments @ Approved @ Decline @ Due : Payments
08-23-2023 to 10-23-2023 09-23-2023 to 10-23-2023

/

21% 4% 100% o o

Average Monthly Approved Average Monthly Dedlined Average Monthly Due @® Due

& &

AN <

25 Sep 27 Sep 29 Sep Oct'23 03 Oct 05 Oct 07 Oct 09 Oct 11 Oct 13 Oct 15 Oct 17 Oct 19 Oct 21 Oct

2. It opens the Invoices screen.
3. The first tab Open Invoices pulls the Due and Over Due invoices from QuickBooks Online and displays
in the grid as shown in the figure below.

Invoices

Open Invoices Receive Payments Statements

+ Create Invoice
~L_ Q_ search Invoices

O INVOICE NO CUSTOMER DATE DUE DATE BALANCE TOTAL EMAIL STATUS STATUS ACTION

)] 7852 Sam Anderson 01/01/2024 01/31/2024 $100.05 $100.05 Not Sent @ Receive Payment v
)] 3698 Sam Anderson 01/01/2024 01/31/2024 $70.00 $70.00 Not Sent (" unpsia ] Receive Payment v
O 96455 Demo Customer 01/01/2024 01/31/2024 $80.00 $80.00 Not Sent @ Receive Payment  +
O 8416 Sam Anderson 01/01/2024 01/31/2024 $3.00 $3.00 Not Sent (" unpaia ] Receive Payment v
D 7881 Test Customer185 01/01/2024 01/31/2024 $50.00 $50.00 processed @ Receive Payment v
()] 78569 james grill 01/01/2024 01/31/2024 $100.00 $100.00 processed @ Receive Payment v
)] 1009 John Mecellum 12/15/2023 01/14/2024 $2.89 $2.89 Not Sent (" unpaia ] Receive Payment v

3.1.1 Email Invoice to Customer
The following steps outlines how to email an invoice to customer.

1. You are on the Open Invoices screen.
2. Under the Action column, click on small down arrow of an invoice you wish to email as shown in the
figure below.
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(), Search Invoices

EMAIL STATUS STATUS ACTION

Mot Sent m Receive Payment v—
Mot Sent m Receive Payment -
Mot Sent m Receive Payment

3. This action expands the Email Invoice option as shown in the figure below.

(), Search Invoices

EMAIL STATUS STATUS ACTION

Mot Sent m Receive Payment =

Mot Sent o ;. Email Invoice df—
Mot Sent m Receive Payment

Mot Sent m Receive Payment -

4. Click on Email Invoice.
5. It pops up the dialog that shows the invoice no., customer name, balance and the customer’s email as

shown in the figure below.
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Invoice No. 78411

Customer: Sam Anderson

Balance:  $100.00

v | commm—

Payment Method

(® card/Bank(ACH) () Bank (ACH) Only

6. Click on Send button.
7. The confirmation message appears at the top right as shown in the figure below and invoice is emailed
to customer successfully. Email includes the PDF invoice as an attachment and a Payment button.

Invoices Invoice emailed successfully

Open Invoices Receive Payments Statements

+ Create Invoice

n

I~ I Q_ search Invoices

O INVOICE NO CUSTOMER DATE DUE DATE BALANCE TOTAL EMAIL STATUS STATUS ACTION

B O 78411 Sam Andersn 01/03/2024 02/0212024 $100.00 $100.00 Not Sent Receive Payment
O REC-02112941  Demo Customer 01/0212024 01/08/2024 $50.00 $50.00 Not Sent Receive Payment v

@ ()] 96455 Demo Customer 01/01/2024 01/31/2024 $80.00 $80.00 Not Sent Receive Payment v
()] 7881 Test Customer185 01/01/2024 01/31/2024 $50.00 $50.00 processed Receive Payment v
O 78569 james grill 01/01/2024 01/31/2024 $100.00 $100.00 processed Receive Payment
d 1009 John Mecellum 12/15/2023 01/14/2024 $2.89 $2.89 Not Sent Recsive Payment v
()] 1008 John Mecellum 12/15/2023 01/14/2024 $1.20 $1.20 Not Sent Receive Payment v
()] 1007 John Mecellum 12/15/2023 01/1472024 $7.00 $7.00 Not Sent Receive Payment

8. Customer will receive the invoice through email.
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= = Home View Hep
5 . T Delete ~ 5 Archive (D Report ~ < Sweep g Moveto v €\ Replyall v () Read/Unread <7 Categorise ~ | Flag/Unflag ~ 57 Pin/Unpin (D Snooze ~ | & Print | 2 Undo
e ~ Favourites Inbox ¢ b= New payment request from ERP LLC - invoice 78411 v
£ Inbox ViaOptimus 2
v D New payment request from E.. 1433 y | ViaOptimus a o
a B> Sentltems Dear Sam Anderson, We appreciate ... To: You Wed 03/01/2024 1433
~ 7 Dnafts = \}r:vn\'(e'.’&lﬂ.pd! .
Add favourite
@ - Fold
i ERP PAY
a £ Inbox
£8 Junk Email
Dear Sam Anderson,
Z Drafts
We appreciate your business. Please find your invoice details attached
B> Sentltems
W Deletedl. 5 Feel free to contact us if you have any questions.
= Archive Have a great day!
(7 Notes ERPLLC
ol Commersaiz 123 Test Street
Steriing, VI, 12345
Create new ... (646) 464-4464
¥ EErE Invoice Summary
New group
INVOICE NO.: 78411
DUE DATE: 02/02/2024
AMOUNT DUE: $100.00
4 Upgrade to
Microsoft 365 with
premium Outlook
features
9. Then just click on the Pay Button it will automatically redirect to customer portal.
10. Enter the card details to pay invoice from customer portal.
< > € % apiviaoptimus.io/apps/customerportal/#/invoice/7c590f01490190db0ed02a5070e20f01 b P2 oo

ERP PAY = [

ERPLLC Amount Remaining Balance

123 Test Street $100.00
Sterling, VI, 12345

(646) 464-bbbh

hant L
erppaymerchant@yospmail.com 4 rresr B AR A
Expiration Date Security Code

Invoice # 78411 02125 185

02/02/2024

Name On Card

Sam Anderson

$1 00.00 Street Address

123 Test Street
Download Invoice (Pdf)

Sterling Virgi... ~ | 12345 ‘

Pay $100.00

Already have an account? Login

Sam Anderson

(564) 564-6464
or
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11. Click on the Pay Button to pay invoice.

12. It will process the invoice successfully and generate a transaction receipt for customer.
13. Customer can also download the Invoice pdf.

€ > @ % apiviaoptimusio/apps/customerportal/#/invoice/7c590f01490190db0ed02a5070e20f01 Y PSS o0

ERP PAY

Trans Type: CC sale
Customer Name: Sam Anderson
Trans. Date: 01/03/2024
Sub Total: $100.00

Total Amount: $100.00
Inv/Sale#: 78411

Trans Status: approved
Card #: XXXKXXXXSE54
Card Type: MasterCard
Card Holder: Sam Anderson
Ref ID 003578716769

"Thank you for shopping with us"
B

Close

3.1.2 Receive Payment
The following steps outlines how to receive payment.

3.1.2.1 Received Credit Card Payment
1. You are on the Open Invoices screen.
2. Under the Action column, click on Receive Payment for an invoice you wish to receive payment as
shown in the figure below.

D\ Search Invoices

EMAIL STATUS STATUS ACTION

processed Unpaid Receive Paymenf -

Mot Sent Unpaid Receive Payment

3. It opens the Payment dialog as shown in the figure below.
The Card tab is selected by-default.
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Sam Anderson

e

Please select a card profile

Card Information

MM / YY

Name On Card
Billing Information
Address
City States - ZipCode

[ save card for future payments

Cancel

4. Enter the card information and billing information as shown in the figure below.

Sam Anderson

e

Please select a card profile

Card Information

Sam Anderson
Billing Information
1550 Davisson Street Block 18

NY NewY... = 10009

[ save card for future payments
Convenience Fee: $0.30 (2.00%)

Cancel

Pay $15.30

5. Click on Pay button.
6. The transaction starts processing as shown in the figure below.
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N

Processing

7. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.

You can also email and print the transaction receipt using the options available in transaction receipt
dialog as shown in the figure below.

Payment processed successfully

ERP PAY

31537 Castaic Rd Castaic
Castaic,California, 91384
(123) 456-789

Trans. Type: CC-Sale

Customer Name:  Sam Anderson
Trans. Date: Oct 23, 2023

Sub Total: $15.00

Conv. Fee: $0.30

Total Amount: $15.30

Inv/Sale # 64604

Trans. Status: APPROVED

Card # KOO XK 5454
Card Type: MasterCard

Card Holder: Sam Anderson
RefID: 296257411084
Auth Response: Approval:A:PPS010

e

Email Reciept

Print Reciept

8. The payment applies to an invoice and an invoice is marked as PAID in QuickBooks Online.
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@ Invoice X + = - X

&« = C & app.gbo.ntuit.com/app/invoice?txnld=189 Q &2 W P ¥ 0O
~ i
& Invoice #64604 O Upoate layout ® & @re X
Take a tour
ine payme! I A more seamless way to get paid
Customer (7) Customer email (7} CclBec Ontina nte o= JELAE PAYMENT STATUS
- |:| Cards =) vl w - |E Let customers pay online directly through PAI D
| Sam Anderson ‘ h ‘ ‘ sam@yopmail.com | D Bl e your invoices with QuickBooks Payments.
This customer is not tax axempt D Send Iater (3} Sign up for Payme: D A ntapplied Payment no. |
1 payment made ($15.00)
10/23/2023  $15.00 296257411084 ‘ VALUE
Billing address Terms @ Invoice date Due date Invoice no.
Sam Anderson Net 30 - ‘ 1012312023 ‘ ‘ 11222023 54604
Create recurring invoice
Location of sale

| 176 Peachtree Ave, North Bergen, ‘
+ Shipping information

Tags @ Manage tags

Start typing to add a tag

#  PRODUCTISERVICE (%) DESCRIPTION ary RATE AMOUNT TAX
1 Hours 1 15 15.00 [l
i 2 m EP
r [ LI - [ 1 [ il B T

3.1.2.2 Received Bank (ACH) Payment
You are on the Open Invoices listing.
Under the Action column, click on Receive Payment.
It opens the Payment dialog.
Switch to Bank tab as shown in the figure below.

PwnNE

Sam Anderson

5o [l

Bank Information
Account Holder Name
Account Type
Routing Number
Account Number

D Save bank info for future payments

D Make Split Payments

5. Enter the bank (ACH) information as shown in the figure below.
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Sam Anderson

= e

Bank Information
Sam Anderson
Checking

036001808

036001808

D Save bank info for future payments

D Make Split Payments

Cancel

Pay $70.00

6. Click on Pay button.

7. The transaction starts processing.

8. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.

Payment processed successfully

ERP PAY

ERPLLC
123 Test Street Sterling
Sterling,VI, 12345
(646) 464-4464

Trans. Type: ACH sale
Customer Name: Sam Anderson

Trans. Date: Jan 3, 2024

Sub Total: $70.00

Total Amount: $70.00

Inv/Sale #: 3698

Trans. Status: APPROVED

Account #: XXXXXXXXXXXX 1808
Account Type: ECHK

Amnmiint Lnldar Cam Andarean

{ samanderson.vo@outlook.com €3 ']

Email Reciept

Print Reciept

9. The payment applies to an invoice and an invoice is marked as PAID in QuickBooks Online.
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€ > C 2% appgbo.intuitcom/app/invoice?txnld=17

(% Invoice #3698

* PO OO0

= B @Heb X

Take a tour
Onli ts A more seamless way to get paid
Customer (%) Customer email () CelBec niine paymen = L PAYMENT STATUS
[] cards [ws v & — B Let customers pay online directly through
| Sam Anderson| ‘ v | ‘ samanderson.vo@outlook.com ‘ R 3 g
\:| Bank transfer ew your invoices with QuickBooks Payments.
[ ] sendlster @ Sign up for Payments
1 payment made ($70.00)
VALUI
Billing address Terms @ Invoice date Due date Invoice no.
Sam Anderson ‘ | - ‘ ‘ 01/01/2024 ‘ ‘ 01/31/2024 ‘ 3698
123 Test Street
Sterling, VI 12345 US Create recurring invoice
Ship via Shipping date Tracking no.
Shipping to ‘ ‘ ‘ ‘ ‘ ‘
Sam Anderson
123 Test Street
Sterling, VI 12345 US
Tags D Manage tags
‘ Start typing to add atag
# PRODUCT/SERVICE (2) DESCRIPTION Qry RATE AMOUNT
1 Hours 1 70 7000 EP

3.1.2.3 Saving a Customer’s Payment Card Details for Future Use
The following steps outlines how to save the card for future payments.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment.

It opens the Payment dialog.

Enter the card information and billing information.

Select the “Save card for future payments” checkbox as shown in the figure below.

vk wn R

Please select a card profile

Card Information
S4rEESAGL
02725

‘Sam Anderson

Billing Information

123 Test Street

NY New York « 10008

Save card for future payments —

E] Make Split Payments

Convenience Fee: $0.30 (2.00%)

Cancel

6. Click on Pay button.
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7. After the successful transaction, the card information stores in customer vault against a customer you
have received the payment for and it can be used in future transactions.

3.1.2.4 Paying an Invoice using the Customer’s Saved Payment Card Profile
The following steps outlines how to use the stored card (profile) to process a payment.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment of an invoice you wish to receive payment for.
It opens the Payment dialog.

Click on arrow icon as shown in the figure below.

il A S

Please select a card profile

Card Information

FOCHR ORI KR HHK KKK

MM/ YY

Name On Card
Billing Information
Address
City States - ZipCode

D Save card for future payments

[[] Make Split Payments

5. Select the card profile from the top dropdown as shown in the figure below.

Sam Anderson

= Ccad A Bank

Please select a card profile

Please select a card profile

JOCOE0006-3000-5454

sonoconor0oa- 4101 f—

Name On Card
Billing Information
Address
City Stales - ZipCode

[] Save card for future payments

[J Make Split Payments
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6. It fetches the card information in the fields as shown in the figure below.

Sam Anderson

0DK-I0006000-4101

Card Information
000000064101
1225
Sam Anderson
Billing Information
123 test road
Sterling Louisiana « 12222

[} Save card for future payments

] Make Split Payments

Cancel

Pay $15.00

7. Click on Pay button.
8. The transaction processes successfully with the card on file.

3.1.2.5 Saving a Customer’s Bank ACH Details for Future Use
The following steps outlines how to save the bank (ACH) for future payments.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment.

It opens the Payment dialog.

Switch to the Bank tab.

Enter the bank information.

Select the “Save Bank for future payments” checkbox as shown in the figure below.

ounkwnRE
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Sam Anderson

Bank Information
‘Sam Anderson
Checking
036001808

036001308

Save bank info for future payments —

] Make Split Payments

Cancel

Pay 515.00

7. Click on Pay button.
8. After the successful transaction, the bank information stores in customer vault against a customer you
have received the payment for and it can be used in future transactions.

3.1.2.6 Paying an Invoice Using a Customer Saved Bank ACH Profile
The following steps outlines how to use the stored bank information (profile) to process a payment.

You are on the Open Invoices screen.

Under the Action column, click on Receive Payment of an invoice you wish to receive payment for.
It opens the Payment dialog.

Switch to the Bank tab.

Select the bank profile from the top dropdown as shown in the figure below.

ukwnNE
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Pleaze select a card profile

Please select a card profile

HHOK-300-0000- 1808 _

Account Number

Account Holder Hame

Roufing Number

(] Save bank info for future payments

(] Make Split Payments

6. It fetches the bank information in the fields as shown in the figure below.
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B Coe | iy Ba

A=K =2000- 1808

Bank Information

Sam Anderson

Account Type

Routing Number

o000 1808

[} Save bank info for future payments
() Mmake Split Payments

Cancel

Pay $5.00

7. Click on Pay button.
8. The transaction processes successfully with the bank information on file.

3.1.3 Make Split Payments
You can choose to split the whole payment into multiple number of small payments, which are automatically
charged on a monthly or weekly basis.

The following steps outlines how to make invoice payments in split.

You are on the Open Invoices screen.
Under the Action column, click on Receive Payment.
It opens the Payment dialog.

wn e

Enter the card and billing information.
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5. Select the “Make Split Payment” checkbox as shown in the figure below.

Sam Anderson
Billing Information
123 test street

Test NewY.. =«

& Save card for future payments

% Make Split Payments s

Choose Occurance®

No, of Cycias*

Select Start Date®

Select the Frequency: Weekly or Monthly

Enter No. of Cycles. (break invoice amount into how many splits)

Select the Start Date. (it is the date when first split payment will process)

The split amounts and their processing date auto fill in the fields as shown in the figure below.

0 o N o
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Test NewY... =

/] Save card for future payments

B3 Make Split Payments

Crooze Occursnce”

Weekly

”~
No. of Cycies®

2

seect Sar Date®

9/19/2023

Sesct Sat Date

9/19/2023

Seect Start Date

97262023

Cancel

Pay $25.99

10. Click on Pay button.
11. The invoice sets to process payments in a split successfully as shown in the figure below.
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s
Open vocen Receom Papmerts SAasorerty
P ——
pllaases- ) aasnse
WVOCE N cusroMn oA T AT BALANCE 10Uy VAL STATIS SIATUS ALTION
108 f3m Aazevae WIWNI WIBN -.~. 4 et Sam oD . T
NVOCE MO NN T PAYWENT OATE CARD 8O ' ALCT W STATuS ACTION
1 st LS 7. 7 S+ + + € & 4 meten '
' 20 NI oooox 454 e ‘i
W0 w3l Cantac 0 1 (5] Pt et c -
059 Qv Mawr 122029 10422 1o pOsceras [ v ] ; » -

3.1.4 Partial Payments
The concept of partial payments and installment payments allow customers pay a fraction of the total amount
for a product or service in installments until the total amount is paid.

1. Click on the Invoices menu in the left navigation as shown in the figure below.

Dashboard X
Paid Due Qverdue
@ Paid Invoices Due Invoices Qverdue Invoices
I
= Payments ® Approved @ Decline @ Due Payments
09-23-2023 to 10-23-2023 09-23-2023 to 10-23-2023
* @ Paid
21 % 4% 1 OOOAJ @ Overdue
Average Monthly Approved Average Monthly Declined Average Monthly Due ® Due
> \
25Sep 27Sep 29Sep Oct'23 030t 050ct 030ct 110ct  130ct 150ct  170ct  190ct  210ct

2.

It opens the Invoices screen.

3. Click on the Received Payments as shown in the figure below.
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Invoices

Open Invoices Receive Payments Statements

1 + Create Invoice

n
Batch actions ~ Q, search Invoices

& LG

E D INVOICE NO CUSTOMER INVOICE DATE DUE DATE BALANCE TOTAL EMAIL STATUS STATUS ACTION
] 39565 Sam Anderson 01/11/2024 02/110/2024 $5.00 500 Not Sent o Receive Payment
(] 3078 Sam Anderson 01/11/2024 02110/2024 $100.05 $100.05 Not Sent D Receive Payment
O 6044 Sam Anderson 01/11/2024 021012024 $96.00 596.00 Not Sent o Receive Payment  ~
O 3669 Sam Anderson 01/11/2024 021012024 $80.00 $80.00 Not Sent [ unsac ] Receive Payment  ~
O 3005 ERP Pay Customer 011112024 0211012024 520.00 $20.00 Not Sent D Receive Payment -~
()] 39674 Demo Customer 01/11/2024 021012024 $100.00 $100.00 Not Sent D Receive Payment
O 3258 Demo Customer 01/11/2024 02/10/2024 $10.00 $10.00 Not Sent o Receive Payment v
()] 8539 John Mecellum 01/11/2024 021012024 $70.00 570.00 Not Sent o Receive Payment
O 3987 James grill 01/11/2024 021012024 $90.00 590.00 Not Sent o Receive Payment  ~

4. Click on the Received From to select the customer from listing.
Invoices

Open Invoices Receive Payments Statements

Received From Payment Amount

— $0.00

R 5

F © @

No Invoice(s) found

& &
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5. The Customer open invoices will be show in listing as shown in the figure Below.
6. Click on the check icon to select the invoices for partial payment.

Invoices X
Received From Payment Amount
Sam Andersen x $135.00
Invoice No Date Original Amount Amount Due Payment
D REC-09101651 01/09/2024 $20.00 $20.00 $0.00
D REC-09102024 01/09/2024 $20.00 $20.00 $0.00
D 5646 017102024 $19.00 $19.00 $0.00
1785 01/11/2024 $50.00 $0.00 $50.00
3689 01/11/2024 $80.00 $0.00 $80.00
D 6044 0111112024 59600 $96.00 $0.00
D 3978 0111112024 5100.05 $100.05 $0.00
39565 0111112024 35.00 3000 $5.00
Totals. $390.05 525505 5135.00

Amount For Selected Invoices

Amount Due 5135.00
Applied $135.00
Discount & Credits Applisd 0.00

Pay $135.00

7. Click on the Pay Button to pay the partial payments.
8. Enter the card information and billing information as shown in the figure below.

Sam Anderson

e

Card Information

Sam Anderson
Billing Information
123 Test Street

Sterling Virginia  ~ 12345

C] Save card for future payments

Cancel

Pay $135.00

9. Click on Pay button.
10. Once the transaction is successfully processed, the transaction receipt appears as shown in the figure
below.
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ERP PAY

31537 Castaic Rd Castaic
Castaic, California 91384
(123) 456-789

Trans. Type: CC-Sale

Customer Name:  Sam Anderson

Trans. Date: Jan 11, 2024

Sub Total: $135.00

Total Amount: $135.00

Inv/Sale # 1785,3669,39565
Trans. Status: APPROVED

Card # XXXXXXXXXXXKS454
Card Type: MasterCard

Pard Unldar. Carm Armdarcan

samanderson.vo@outlook.com &) l}

Email Reciept

Print Reciept

4 Payments
The payments screen lists all the transactions processed through extension.

4.1 View Transactions
The following steps outlines how to view transactions.

1. Click on the Payments menu in the left navigation as shown in the figure below.

Dashboard x
Paid Due Owverdue
Paid Invoices Due Invoices Overdue Invoices

Payments @ approved @ Dacline ® Due H Payments
09-23-2023 to 10-23-2023 09-23-2023 to 10-23-2023

o, 0, 0, @ Paid
25 ﬁ) 5 A) 28 A) @® Ouerdue
Average Monthly Approved Average Monthly Declined Average Monthly Dus ® o

X

25 Sep 27 Sep 208 Sep Oct'23 03 Oct 05 Dot 07 et 08 Cet 11 Cet 13 Cet 15 Oet. 17 et 10 ot 21 Oet
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2. It opens the payments screen pulling up the transactions processed through as shown in the figure
below. The payments screen displays transaction ID, invoice no, customer name, amount, transaction
date & time, status transaction type and card number.

Payments e
@ Q, search Transactions
CARD NO/ACCT
TRANS.ID INVOICE NO CUSTOMER NAME TRANS AMOUNT TRANS.DATE STATUS TRANS.TYPE e ACTION
Mr Brian Smith 10/23/2023 5:51°27 PM
296401431887 251151 581.80 APPROVED. CC Sale HHHAKK5454 Receipt  ~
- " Customer : GMT+5 - o
Mr Brian Smith 10/23/2023 5:39.17 BM
205538531156 158151 53066 APPROVED. CC Sale HHHNHKKE454 Receipt  «
Customer GMT+5 - .
Mr Brian Smith 10/23/2023 5:33:10 PM
208397430790 158151 33066 APPROVED. CC Zale HHHHHKE454 Receipt >
Customer GMT+5 - i
Mr Brian Smith 10/23/2023 5:23.08 PM
296394430187 158151 530,68 APPROVED. CC Zal HHHXKK5454 Receipt
" Customer " GMTs5 == e —
Mr Brian Smith 10/23/2023 5:20'24 PM
205392430024 158151 53066 APPROVED. CC Sale HHHNHKKE454 Receipt =
Customer GMT+5 -
Mr Brian Smith 10/23/2023 4:04:21 PM
205527525440 09594 53060 APPROVED CC Sale HHHNHKKE454 Receipt  +
" Gustomer GMT+5 = 2
Mr Brian Smith 10/23/2023 3:16:45 PM
298524522583 4851 51229 APPROVED. CC Sale HHHHHK5454 Receipt  ~
Gustomer GMT+5 - "
Mr Brian Smith 10/23/2023 1:05:04 PM
295435514873 59488 571.40 APPROVED. CC Sale HHHHHK5454 Receipt v
Customer GMT+5 -
CF-64608_121746 CF- 10/23/2023 12:53:27 PM
295537532007 - Sam Anderson 52040 ! ©C Sale KHHKKAHB454 Receipt
113147_121751,64610.64611 GMT+5
10/23/2023 12:24:39 PM
296534530278 64608 Sam Anderson 50.00 ACH Sals HHHAKK1B08 Receipt  ~
cumes == ¢ P
10/23/2023 1224 13 PM
296395430252 64608 Sam Anderson 50.00 ACH Sale HHHHHK1B08 Receipt  ~
- - - GMT+5 | occuneo | 8 P
TR E— ANMAPANT 4754 A DR i Benfia

4.2 Void A Transaction

A void transaction is a transaction that is canceled by a merchant or vendor before it settles through a
consumer's debit or credit card account. Voiding a transaction is typically done for accidental or incorrect
transactions.

The following steps outlines how to void a transaction.

1. You are on the Payments screen.
2. Under the Action column, click on small down arrow of the transaction you wish to void as shown in
the figure below.
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TRAMS.TYPE

ACH Sale

CC Sale

CC Sale

Q Search Transactions

CARD NO ! ACCT NO ACTION

KXKHKK1808 Receipt  ~ <iim—
KXKXKK5454 Receipt  ~
XXXXXK5454 Receipt v

3. This action expands more options.
4. Click on Void as shown in the figure below.

TRANS.TYPE

ACH Sale

CC Sale

CC Sale

CC Profile Sale

CC Sale

CC Sale

Q Search Transactions

CARD MO/ ACCT NO

HEHFAF1803

HHRHEXS404

HEHRHRE454

HEHFHRE454

HHHHEXS404

HHHHEXS404

ACTION
Receipt w
Receipt e
Receipt w

Void h
Refund

Primt

5. An alert dialog pops up as shown in the figure below; click on Yes button.
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Void Transaction

Are you sure you want fo void this transaction?

6. The confirmation message appears and transaction voids successfully as shown in the figure below.

Payments Transaction voide:

B Q, search Transactions
CARD NO /ACCT
TRANS.ID INVOICE NO CUSTOMER NAME TRAN S AMOUNT TRANS.DATE STATUS TRANSTYPE NO ACTION
Wr Brian Smith 101232023 551 27 PM
295401431887 251151 591.80 APPROVED CC Sale XHHKXA5454 Receipt  ~
Customer GMT+5
Mr Brian Smith 101232023 5:39.17 PM §
296536531156 158151 33068 APPROVED CC Sale KHHKXAHB454 Receipt  +
Customer GMT+5
Wr Brian Smith 10/23/2023 5:33:10 PM
296397430790 158151 530.66 APPROVED CC Sale KXHKXK5454 Receipl  ~
Customer GMT+5
205394430187 158151 MirBrian Smith 53066 1232023 523,08 £ [ reeroven VSR HOHHSA5S Recel
X APPROVED 3l ecel ~
Customer GMT+5 e
Wir Brian Smith 101232023 5:20 24 PM
296392430024 158151 53086 APPROVED ©C Sale KHHKKAHB454 Receipt  ~
Customer GMT+5
Mr Brian Smith 101232023 4:04:21 PM
296527505440 99694 33060 APPROVED CcC Sale KOOUKXABEA54 Recesipl  ~
Customer GMT+5
Wr Brian Smith 101232023 31645 PM
296524522583 4851 $12.29 APPROVED CC Sale XHHKXA5454 Receij -
Customer cures o
Mr Brian Smith 101232023 1:08.04 PM
296435514873 89438 57140 APPROVED ©C Sale KHHKKAHB454 Receipt  +
Customer GMT+5
CF-64608_121746 CF- 101232023 12:53:27 PM §
296537532007 Sam Anderson 52040 APPROVED ©C Sale KHHKKAHB454 Receipt
113147_121751,64610 64511 GMT+5
296534530276 64608 Sam And 50.00 101232023 12.24:38 PM - ACH Sal XIOHXX1808 Receipt
am lerson . DECLINED ale ecel A
GMT+5 e
296395430252 64608 Sam And 50.00 10232023 122413 P11 - ACH Sal KAKKKK1608 Receipt
am lerson .| DECLINED ale ecel w
GMT+5
[P —— 1073073 172110 D1 Fr Bensia

7. The voided transaction is nested (+) with original sale transaction in the grid as shown in the figure
below.
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Payments X

@ Q, search Transactions
LITIJ CARD NO /ACCT
TRANS.ID INVOICE NO CUSTOMER NAME TRANS.AMOUNT TRANS.DATE STATUS TRANS.TYPE NO ACTION
e Mr Brian Smith 1012312023 5:51:27 PM
+ 296401431887 251151 39180 APPROVED ©C Sale KHHKKAHB454 Receipt v
Customer GMT+5
= Mr Brian Smith 1012312023 5:39:17 PM
296536531156 158151 530.66 APPROVED CC Sale KXHKXX5454 Recei v
N Gustomer GMT+5 - x
g Mr Brian Smith 10/23/2023 5:33:10 PM
296397430790 158151 53066 CC Sale HIOKNK5454 Receipt v
Gustomer GMT+5
Mr Brian Smith 10/23/2023 5:23.08 PM
296384430167 158151 530.66 CC Sale KAKKKH5454 Receipt v
=) Customer GMT+5
Mr Brian Smith 1012312023 5:20:24 PM
296392430024 158151 530.66 APPROVED CC Sale KXHKXK5454 Receipl
EE‘ Customer GMT+5 -
®
Wr Brian Smith 10/23/2023 40421 PM
296527525449 99694 53060 APPROVED CC Sale KHHKXA5454 Recei v
e - Customer GMT+5 - x
Wir Brian Smith 10/23/2023 3:16 45 PM
206524522583 4851 51229 APPROVED ©C Sale KHHKKAHB454 Recei v
Customer GMT+5 - .
Mr Brian Smith 1012312023 1:08:04 PM
296435514873 89438 57140 APPROVED CcC Sale KOOUKXABEA54 Recei v
Customer GMT+5 - .
CF-64608_121748 CF- 1012312023 12°53-27 PM
296537532007 - Sam Andersan 52040 CC Sale KHKHXEA54 Receipt  ~
113147_121751 64610 64511 GMT+5
10/23/2023 12-24:39 PM
206534530278 64608 Sam Anderson 5000 ACH Sale KXHKXH1B08 Receipt v
anr=s (==
1012312023 12:24:13 PM
295395430252 64608 Sam Anderson 5000 ACH Sale KXHKXK1B08 Recei v
" " - GMT+5 [ cecuneo ) Pt
[P —— 1037073 172110 D1 Fr Bensia

8. To view the voided transaction, click on + sign and it expands the record with in the grid as shown in the
figure below.

Paymenis x
@ Q, search Transactions
CARD NOJACCT
TRANS.ID INVOICE NO CUSTOMER NAME TRANS.AMOUNT TRANS.DATE STATUS TRANSTYPE o ACTION
Mr Brian Smith 1012312023 5:51:27 PM
— 296401431887 251151 39180 APPROVED CC Sal KOOUKXABEA54 Recei v
" Gustomer GMT+5 &= = —
TRANSID INVOICE NO CUSTOMER NAME TRANS AMOUNT TRANS.DATE STATUS TRANS.TYPE ACTION
296401431887 251151 Mr Brian Smith Customer 591.80 10/23/2023 1:34:01 PM GMT+5 APPROVED CC Void [ ]
Wir Brian Smith 10/23/2023 5:39 17 PM
296536531156 158151 530.66 APPROVED CC Sale XHHKXA5454 Recei v
- Customer . GMT+5 - x
Mr Brian Smith 10/23/2023 5:33:10 PM
296367430790 158151 330 68 APPROVED CcC Sale KOOUKXABEA54 Recei v
Customer GMT+5 - .
Wr Brian Smith 10/23/2023 5:23:08 PM
296394430187 158151 530.66 APPROVED CC Sale KXHKXK5454 Recei v
Customer GMT+5 - a
Wr Brian Smith 10/23/2023 5:20-24 PM
29392430024 158151 530.66 APPROVED CC Sale XHHKXA5454 Recei v
- Customer . GMT+5 - x
Mr Brian Smith 10/23/2023 4:04:21 PM
296527525449 99694 33060 APPROVED ©C Sale KHHKKAHB454 Recei v
Customer GMT+5 - .
Mr Brian Smith 1012312023 3:16:45 PM
296524522583 4851 51229 APPROVED CcC Sale KOOUKXABEA54 Recei v
" Gustomer GMT+5 &= A
Wr Brian Smith 10/23/2023 1:08:04 PM
296435514873 89488 s71.40 APPROVED CC Sale XHHKXA5454 Recei v
= = Customer GMTs5 == x
CF-64608_121746,CF- 1012312023 12:53.27 PM
295537532007 - Sam Andersan 520.40 ©C Sale HAHNHKK5454 Receipt v
113147_121751,64610.64611 GMT+5

4.3 Refund A Transaction
Refunding a transaction returns the money to the customer. You can perform either a partial or a full refund
on transaction. Only transactions that have already been settled can be refunded.
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The following steps outlines how to refund a transaction.

1. You are on the Payments screen.
2. Under the Action column, click on small down arrow of a transaction you wish to refund as shown in
the figure below.

O\ Search Transaclions

TRANS.TYPE CARD NO | ACCT NO ACTION
ACH Sale KXKXKK1B08 Receipt  ~ <iim—
CC Sale HHKK5454 Receipt
CC Sale HHHHKHE454 Receipt  ~
3. This action expands more options.
4. Click on Refund as shown in the figure below.
O\ Search Transaclions
TRANS.TYPE CARD MO ' ACCT NO ACTION
ACH Sale HHHAHH 1808 Receipt
CC Sale HOOINK5454 Void
CC Sale HHHXHK5454 Refund i
CC Profile Sale XXKHXK5454 Print
CC Sale HHHKKHHE454 Receipt  ~

5. The dialog pops up as shown in the figure below.
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Refund Transaction

Refund Amount®
Hd 00

6. Enter the amount you wish to refund. You can perform either a partial or a full refund.
7. Click on Refund button.
8. The confirmation message appears and transaction refunds successfully as shown in the figure below.

Payments Transaclion refunded s
Customer GMT+5 T—
10/23/2023 6:00.04 AM CC Profile ~
296213407204 113147 Sam Anderson 57.00 APPROVED KXRXAK5454 Receipt ~
GMT+5 Sale
10/20/2023 6:06°49 PM
293025532808 113148 Sam Anderson 322.00 ST APPROVED CC Sale FEKKKKS454 Receipt ~
+!
10/20/2023 5:36 11 PM
293014430933 113146 Sam Anderson §12.00 APPROVED CC Sale FHHHHH454 Receil -
ares D &
Mr Brian Smith 10420/2023 1:57-11 PM
293045535830 18341 5100 APPROVED GCC Sale pret sl Receil ~
Customer GMT+5 - <
Cooper and Benfon 10/20/2023 1:54:53 PM
293039535892 113153 520.00 APPROVED CC Sale KXRXAK5454 Receipt 3
LG GMT+5
Mr Brian Smith 10/20/2023 1:4547 PM
293051435326 185466 £90.00 APPROVED CC Sale FOOOK11 Receipt ~
Customer GMT+5
Mr Brian Smith 10/20/2023 1:37:41 PM
293043434650 1854 55000 APPROVED GC Sale FOOKHH5454 Receil -
Customer GMT+5 &
10/20/2023 1:3%19 PM CC Profile
293034534396 3307 Sam Anderson $85.00 APPROVED FHHHHH454 Recei| ~
ous e o
10420/2023 1:33:15 PM CC Profile
293038434394 47374 ‘Sam Anderson 545.00 APPROVED FHHHXHKK5454 Receipt ~
GMT+5 Sale
Mr Brian Smith 10/20/2023 1:01:46 PM
293022532505 SUB-20114451 55000 APPROVED GC Sale FOOKHH5454 Receipt -
Customer GMT+5
Cooper and Benfon 10/20/2023 12:56:58 PM
293024432217 113154 322.00 APPROVED CC Sale FEKKKKS454 Rece| -
(o oy I
Mr Brian Smith 10/20/2023 12:41:56 PM
293012531313 M55 $80.00 APPROVED CC Sale FOOU1 Receipt hd
Customer GMT+5
Items per page: 50 - 1-500f513 >

9. The refunded transaction is nested (+) with original sale transaction in the grid as shown in the figure
below.
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Payments X

Gustomer GMT+5 T—
10/23/2023 6:00:04 AM CC Profile _
295218407204 13147 Sam Anderson §7.00 APPROVED FHHHHH454 Receipt B
GMT+5 Sale
10420/2023 6:06:49 PM
293025532806 113148 Sam Anderson 522.00 APPROVED CC Sale FHHHHH5454 Receipt ~
cures [ oo ]
10/20/2023 5:36:11 PM
293014430935 113146 Sam Anderson 51200 APPROVED GC Sale FOOKHH5454 Receil =
s = v
Mr Brian Smith 10/20/2023 1:57:11 PM
293045535830 18841 $1.00 APPROVED CC Sale FHHXAKIN Recei) =
Customer GMT+5 - =
Cooper and Benton 10/20/2023 1:5453 PM
293039535692 MI53 §20.00 APPROVED CC Sale FHHHHH454 Recei| ~
e s == o
Mr Brian Smith 10420/2023 1:48:47 PM
293051435326 185468 580 00 APPROVED CC Sale preetealil] Receil w“
Customer GMT+5 - &
Mr Brian Smith 10/20/2023 1:37-41 PM
293043434860 1854 550.00 APPROVED CC Sal KXRXAK5454 Receil &3
Customer curs CD s o
10/20/2023 1:33:19 PM GC Profile
+ 293034534398 3307 Sam Anderson 58500 APPROVED FOOKHH5454 Receipt "
w5 o ..
10/20/2023 1:3% 15 PM CC Profile
293038434334 47874 Sam Anderson 54500 APPROVED FHXKHK5454 Receil e
our-s o .. i
293022532505 SUB-20114451 M Brian Smin 550.00 1072002023 10 TE5 EH G ccsa KHHKHX5454 Reci
- I APPROVED ale ceil v
Customer GMT+5 &
Cooper and Benton 104202023 12:56:58 PM
293024432217 113154 522.00 APPROVED CC Sale FHHHHH5454 Receipt B
e cures D
Mr Brian Smith 10/20/2023 12:41:56 PM
293012531315 113155 58000 APPROVED GC Sale preteesiil] Receil =
Customer GMT+5 - I?'
ltems par page: 50 - 1-50of 100 >

10. To view the refunded transaction, click on + sign and it expands the record with in the grid as shown in
the figure below.

Payments x
Gustomer GMT+5 —
10/23/2023 6:00°04 AM GC Profile
298213407204 113147 Sam Anderson £7.00 APPROVED FHHHAKE454 Receipt ~
GMT+5 Sale
10/20/2023 6:06:49 PM
293025532808 113148 Sam Anderson 52200 APPROVED GC Sale FOOKHH5454 Receil =
cres [ oo ] P
10/20/2023 5:36:11 PM
293014430935 113146 Sam And 31200 APPROVED CC Sal HAXHKK5454 Recei| ~
am Anderson e [ evnoven " B
Mr Brian Smith 10/20/2023 1:57-11 PM
293045535830 18841 $1.00 APPROVED CC Sale FOOU1 Recei| =
Customer curss o i
Cooper and Benfon 10420/2023 1:54.53 PM
293039535692 113153 52000 APPROVED GC Sale FOOKHH5454 Receil =
e s = i
Mr Brian Smith 10/20/2023 1:45:47 PM
293051435326 183466 $90.00 APPROVED CC Sale FXRHEEEEXN Rece| =
Customer GMT+5 - x
Mr Brian Smith 10/20/2023 1:37-41 PM
293043434660 1824 §50.00 APPROVED CC Sale FHHHHH454 Recei| ~
Customer GMT+5 - x
10420/2023 1:33:19 PM CC Profile
— 293034534398 3307 Sam Anderson 58500 APPROVED FOOUHH5454 Receil "
our-s o .. v
TRANSID INVOICE NO CUSTOMER NAME TRANS AMOUNT TRANS DATE STATUS TRANS TYPE ACTION
296563534577 3307 Sam Anderson (350.00) 10/23/2023 1:41:15 PM GMT+5 APPROVED GG Refund E |
10/20/2023 1:3% 13 PM CC Profile _
293038434394 47874 Sam Anderson 245.00 APPROVED FHHHHH454 Receipt -
GMT+5 Sale
Mr Brian Smith 10420/2023 1:01:46 PM
293022532505 SUB-20114451 $50.00 APPROVED CC Sale FHHHHH5454 Receipt =
Customer GMT+5 -
Cooper and Benfon 10/20/2023 12:56:58 PM
293024432217 113154 52200 APPROVED GC Sale FOOKHH5454 Receil =
e s = i
Mr Brian Smith 10/20/2023 12:41:56 PM
293012531315 13155 $80.00 APPROVED CC Sale FHHXAKIN Recei) =
Customer GMT+5 - x

5 Recurring
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5.1 Recurring Payments

Recurring Payments allows you to save time and reduce mistakes. By using recurring transactions, you can
automate repetitive journal entries, set invoices to generate automatically for subscription-type customers, or
automate writing of a check or entering a bill.

I}] Recurring Payments X
+ Create Recurring
RECURRING ID CUSTOMER AMOUNT PERIOD NO. OF OCCURRENCE STARTED DATE NEXT BILLING DATE END DATE STATUS ACTION
> 23 Demo Customer $40.00 Daily 6 08/01/2024 $40.00 on 01/09/2024 13101/2024 @
i3] 22 Demo Customer $250.00 Daily 5 15/01/2024 $250.00 on 01/16/2024 19/01/2024 @
< 21 Demo Customer $50.00 Weekly 2 01/01/2024 $50.00 on 01/08/2024 15/01/2024 @
Records per page 50 - 1-3073

1. Click on the Create Recurring Button.
2. Select the Customer from the customer dropdown.
3. Select the Start Date, Product, Quantity, Rate, Amount and Interval period.

I}] Create Recurring Invoice Close

Customer
Sam Anderson i X
Details

Start Date

1/9/2024 =
Product Description Qty Rate Amount

Hours - 2 $10.00 $20.00

Add Product
Interval

Monthly -

No. Of Occurrence

11. Enter the number of Occurrence.
12. Click on the Save Button to create a recurring invoice.
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Create Recurring Invoice Close

Product Description Qty Rate Amount
Hours - 2 $10.00 $20.00
Add Product
Interval
Monthly -

No. Of Occurrence

End Date

/812024 o]

-3

13. After click on the save button, the recurring invoice will be show in the grid as shown in the figure
below.

Recurring Payments X
+ Create Recurring
RECURRING ID CUSTOMER AMOUNT PERIOD NO. OF OCCURRENCE STARTED DATE NEXT BILLING DATE END DATE STATUS ACTION

B

28 s Sam Anderson $20.00 Monthly 4 09/01/2024 $20.00 on 02/09/2024 08/04/2024 ACTIVE

R

27 Demo Customer $20.00 Monthly 3 09/01/2024 $20.00 on 02/09/2024 09/03/2024 ACTIVE

26 Sam Anderson $20.00 Manthly 5 09/01/2024 $20.00 on 02/09/2024 08/05/2024 CANCELS 2024.01-08

B © B

25 John Mecellum $102.00 Daily 4 00/01/2024 $102.00 on 01/10/2024 12/01/2024 ACTIE

24 Demo Customer $55.15 Daily 3 00/01/2024 $55.15 0n 01/10/2024 11/01/2024 CANCELS 2024.01-08

23 Demo Customer $40.00 Daily 6 08/01/2024 $40.00 on 01/09/2024 13/01/2024 ACTIE

& &

22 Demo Customer $250.00 Daily 5 15/01/2024 $250.00 on 01/16/2024 19/01/2024 TRAIL END NONE

lllll'll
=avRvivivEviviiv

21 Demo Customer $50.00 Weekly 2 01/01/2024 $50.00 on 01/08/2024 15/01/2024 AGTIVE

Records perpage 50 ~ 1-80f8

14. You can also view the recurring details by click on the action button.
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Recurring Payments X

+ Create Recurring

RECURRING ID CUSTOMER AMOUNT PERIOD NO. OF OCCURRENCE STARTED DATE NEXT BILLING DATE END DATE STATUS ACTION
% 28 Sam Anderson 52000 Monthly 4 00/01/2024 $20.00 on 02/09/2024 08/04/2024 -— @
& 27 Demo Customer $20.00 Monthly 3 09/01/2024 $20.00 on 02/09/2024 09/03/2024 @
< 26 Sam Anderson $20.00 Monthly 5 09/01/2024 $20.00 on 02/09/2024 08/05/2024 @
25 John Mecellum $102.00 Daily 4 09/01/2024 $102.00 on 01/10/2024 12/01/2024 @
24 Demo Customer $55.15 Daily 3 09/01/2024 $55.15 on 01/10/2024 11/01/2024 @
@ 23 Demo Customer $40.00 Daily 6 08/01/2024 $40.00 on 01/09/2024 13101/2024 @
B 22 Demo Customer $250.00 Daily 5 15/01/2024 $250 00 on 01/16/2024 19/01/2024 @

21 Demo Customer $50.00 Weekly 2 01/01/2024 §50.00 on 01/08/2024 15/01/2024 @

Records per page 50 - 1-80f8
Recurring Payments X

Recurring Details Close Preview

i Started Next Invoice
09/01/2024 $20.0 on February 09
L
® Recurring details
Customer Sam Anderson Billing Method
< Period Monthly E
No of Occurances 4
Recurring Amount $20.00
Start Date 09/01/2024
End Date 08/04/2024

&

6 Customer Vault

Customer vault can be used to view the stored cards and bank, delete stored cards and bank and set the card
or bank as default for batch payment processing.

6.1.1 Customers Credit Card

The following steps outlines how to view stored cards of the customers.

1. Click on the Customer Vault menu in the left navigation as shown in the figure below.
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Dashboard

Paid

Payments
09-23-2023 fo 10-23-2023

25%

Average Monthly Approved

106

Paid Invoices

5%

Average Monthly Declined

[ ]

36%

Average Monthly Due

Approved

12

Due Invoices

@ Decine

® oD

2. It opens the Customer Vault screen with Credit Card tab selected by-default as shown in the figure

20 Sep

Oct'23

Customer Vault
Credit Card
Vault ID Customer Name
2838 Sam Anderson
2840 Cooper and Benfon LLC
2842 Mr Erian Smith Customer
2837 Sam Anderson
2832 Erian Smith

03 Oct

07 Oct 09 Oct T

Bank

Cardholder Name

sam credit card

cooper hooper

James

Sam Anderson

Test

6.1.1.1 Delete a Customer’s Credit Card Profile
The following steps outlines how to delete a stored card of the customer.

1. You are on the Credit Card tab.

Card Type

Overdue

0

QOverdue Invoices

Payments
09-23-2023 o 10-23-2023

@ Paid
@ overdue
® Due

X

@ Search Customer Vault

Card Numbes Action
,,,,,,,,,,,, 5454 Dafault
vvvvvvvvvvvv 5454 Choose an option
aaaaaaaaaaaa 111 Default
vvvvvvvvvvvv 4101 Choose an option
xxxxxxxxxxxx 8431 Default

tems per page: 50 - 1-50f5

2. Under the Action column, click on small down arrow of the card profile you wish to delete as shown in
the figure below.
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Customer Vault

Credit Card Bank
oy Q, Search Cusfomer Vault
=
Vault ID Customer Name Cardholder Name Card Type Card Number Action

< 2838 Sam Anderson sam credit card B SR AGAY Default —
2840 Guooper and Benton LLC cooper hooper B FEEESEEAEA5 4 Choose an option -
2842 Mr Brian Smith Gustomer James [ =] it AU Default -
Dﬂ 2837 Sam Anderson Sam Anderson = i 3 (0} Choose an option -
@ 2832 Brian Smith Test e -ty | Default -

ftems perpage: | 50 - 1-50i5

3. This action expands more options.
4. Click on Delete Vault to delete the customer vault profile as shown in the figure below.

Customer Vault
Credit Card Bank
n Q, search Cuslomer Vault
=
Vault ID Customer Name Cardholder Name Card Type Card Number Action
< 2838 Sam Anderson sam credit card B 5454 Default -
2840 Coaper and Benton LLC cooper hooper B FETATIRTIEIOALS
Defaull
2842 Mr Brian Smith Customear James m s ]
# Delete Vault
Eﬂ 2837 Sam Anderson Sam Anderson = i 1 (1)}
@ 2832 Brian Smith Test ] g4 Default -

temsperpage | 50 - 1-5af5

5. An alert dialog pops up; click on the Yes button.
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Delete Profile?

Are you sure you want o delste this profils”

6. The confirmation message appears and the stored card deletes successfully.

Customer Vault X

Credit Card Bank

Q search Customer Vault

Vault ID ‘Customer Name ‘Cardholder Name Card Type Card Number Action

2843 sam anderson Sam Anderson m -1 Default -
2840 Cooper and Benlon LLC caoper haoper B sremaeieass5 454 Choose an option -
2842 Mr Brian Smith Customer James @ s Default -
2837 Sam Anderson Sam Anderson = FEEE4 101 Ghoose an option -
2832 Brian Smith Test - A5 Default -

ltems perpsge: | 50 - 1-50f5

6.1.1.2 Set a Customer’s Credit Card Profile as Default
The following steps outlines how to set a stored card as default for a customer. It is used when customers
have multiple cards stored and he wants to make one card profile as default for batch payment processing.

1. You are on the Credit Card tab.
2. Under the Action column, click on small down arrow of the card profile you wish to set as default as
shown in the figure below.
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Customer Vault

Credit Card Bank
Q, Search Cusfomer Vault

Vault ID Customer Name Cardholder Name Card Type Card Number Action
2343 sam anderson Sam Anderson [ s s AE55G Default
2840 Cooper and Benton LLC cooper hooper B S5 454 GChoose an option
2842 Mr Brian Smith Gustomer James [ =] it AU Default
2837 Sam Anderson Sam Anderson = i 3 (0} Choose an option —b
2832 EBrian Smith Test e B T Default

ftems perpage: | 50 - 1-50i5

This action expands more options.
Click on Set as Default as shown in the figure below.

Customer Vault

Credit Card Bank
ﬁ:b Q Search Gustomer Vault
=~
- Vault ID Customer Name Cardholder Name Card Type Card Number Action
E‘:} 2843 sam anderson Sam Anderson m b+ Default
2840 Cooper and Benton LLC cooper hooper B 5454 Choose an option
2842 Mr Brian Smith Customer James [ vasa | it AR Default
@) 2837 Sam Anderson Sam Anderson — sarEEEERERA101 Choose an option
@ 2832 Erian Smith Test B 8431

Sel as Defaull i

ftems per page: 50

Delete Vault

5. An alert dialog pops up; click on the Yes button.
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Set to Default?

Are you sure you want fo set this profile as defauli?

6. The confirmation message appears and the card profile sets to default successfully as shown in the
figure below.

Customer Vault Profile set to default successfully

Credit Card Bank
Q, search Customer Vault
Vault ID ‘Customer Name ‘Cardholder Name Card Type Card Number Action
2843 sam anderson Sam Anderson [1s4] FEREI0E Choose an option -
2840 Gooper and Benlon LLC caoper haoper B ssssaeserteagang Ghoose an option -
2842 Wr Brian Smith Customer James = smsmssan 1] Default -
2837 Sam Anderson Sam Anderson = s 4101 Default -
2832 Brian Smith Test = seereseaaga 3 Default -
ltems perpage: 50 - 1-50f5

6.1.2 Customers Bank (ACH)
The following steps outlines how to view stored banks of the customers.

1. You are on the Customer Vault screen.
2. Switch to the Bank tab as shown in the figure below.
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Customer Vault

Credit Card Bank
oy Q, Search Cusfomer Vault
=
Vault ID Customer Name Account holder Name Bank Type Account Number Action
2841 cooper hooper cooper hooper | 1 [ 1808 Default

&)

ftems perpage: 50 < 1-1oi1

& & @

6.1.2.1 Delete a Customers Bank (ACH) Profile
The following steps outlines how to delete a stored bank of the customer.

1. You are on the Bank tab.
2. Under the Action column, click on small down arrow of the bank profile you wish to delete.
3. This action expands more options as shown in the figure below.

C'\ Search Customer Vault

Account Number Action
b 111 Default sl ~
tems per page: 5 - 1-10of1

4. Click on Delete Vault as shown in the figure below.
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), search Customer Vault

pe Account Number Action

e 1] Default -
Choose an oplion

ltams par page: 50 - 1-
Default

Delete Vault i

5. An alert dialog pops up; click on the Yes button.

Delete Profile?

Are you sure you want to delete this profile?

Mo Yes

6. The confirmation message appears and the stored bank deletes successfully.
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Customer Vault

Credit Card Bank

© 8@ kR B

& & @

No profile(s) found

6.1.2.2 Set a Customer’s Bank (ACH) as Default
The following steps outlines how to set a stored bank (ACH) as default for a customer. The purpose of setting
bank profile as default is when customers has multiple banks (ACH) stored and he wants to have one bank

profile as default for batch payment processing.

1. You are on the Bank tab.

Profile deleted successfully

Q, Search Cusfomer Vault

tems perpage: 50 - 00f0

2. Under the Action column, click on small down arrow of the bank profile you wish to set as default as

shown in the figure below.

Customer Vault
Credit Card Bank
ad
E Vault ID Customer Name Account holder Name Bank Type
o 2819 Sam Anderson Sam Anderson
2814 Roger Binny Singh Duncan John Mecellum
125 Nelson Gerald test bank
61 124 Walkin Customer test account
2525 David Miller David Miller
2810 Mark Wade Mark Wade
131 John Paul nmi echk
User Guide

Q,_ search Customer Vault

Account Number Action

<1805

ETE90

3123

1808

Tee0

3123

890

Choose an option  eeelie ~

Default -
Default A
Default -
Choose an option -
Default -
Default -

Page 43 of 49



3. This action expands more options.
4. Click on Set as Default as shown in the figure below.

Customer Vault X

Credit Card Bank

Q, search Customer Vault

Vault ID Customer Name Account holder Name Bank Type Account Number Action
2519 Sam Anderson Sam Anderson 808 Choose an option -
2814 Roger Binny Singh Duncan John Mecelum [ 0000 e 7890 BICTERET Al
125 Nelson Gerald test bank 3123 - Setas Default h

| Delete Vault
124 ‘Walkin Customer test account 808
2825 David Miller David wMiller s} 0 FEEE 7890 Choose an option -
2810 Mark Wade Mark Wade ey Default -
131 John Paul nmiechk — [sg 7890 Default -

5. An alert dialog pops up; click on the Yes button.

Set to Default?

Are you sure you want to set this profile as default?

6. The confirmation message appears and the bank profile sets to default successfully as shown in the
figure below.
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Customer Vault
Credit Card Bank
n
I~
E Vault ID Customer Name Account holder Name
@ 2819 Sam Anderson Sam Anderson
2814 Roger Binny Singh Duncan John Mecellum
125 Nelson Gerald test bank
@ 124 ‘Walkin Customer test account
2825 David Miller David Miller
2810 Mark Wade Mark Wade
131 John Paul nmi echk

7 Settings

7.1.1 Payment Gateway
The following steps outlines how to configure a Card Connect payment gateway in Settings.

1. Click

on the Payment Gateway tab.

B B [ ¢
3
=
2
2
®

B B &

'

Account Number

rrreiq 808

e =111}

T PE]

reerq B8

a7 EO0

T PE]

reeerxTag)

Profile set to default successfully

Q, search Customer Vault

Action
Choose an option -
Default v
Default -
Default -
Choose an option -
Default -
Default -

2. It opens the Payment Gateway settings screen as shown in the figure below.

Settings
General Payment Gateway Convenience Fee Branding Aleris Change Password
A First Data Company
CardConnect offers simple and secure credit card payment processing for small, medium
and enterprise businesses.
Usermame
testing
Merchant Id
User Guide
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3. Enter the gateway configuration that you have been provided.
4. Click on save button.
5. The confirmation message appears and gateway configuration setting saves successfully.

The following steps outlines how to configure a Nmi payment gateway in Settings.

1. Click on the Payment Gateway tab.
2. It opens the Payment Gateway settings screen as shown in the figure below.

Settings

General Payment Gateway Alerts Reminders Change Password

0}

B

nmi

NMI's full commerce enablement platform powers payments in all the channels your merchants

B ¢ A

need: in-store, mobile, online or unattended

3. Enter the gateway configuration that you have been provided.
4. Click on save button.
5. The confirmation message appears and gateway configuration setting saves successfully.

7.1.2 Convenience Fee
The following steps outlines how to set up convenience fee in Settings.

1. Click on the Convenience Fee tab.
2. It opens the Convenience Fee settings screen as shown in the figure below.
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Settings

General Payment Gateway

Do you want to charge a convenience fee?

Convenience Fee

BEranding Aleris Change Password

No @ Yes

(@) Creale a new invoice for Convenience fee in Quickbooks

(") Append convenience fee as a line item in an invoice in QuickBooks

Convenience Fee Name @

CR Fee

3. To enable convenience fee; click on toggle to set to Yes as shown in the figure below.

Settings
General Payment Gateway Convenience Fee Branding Aleris Change Password
Do you want to charge a convenience fee? Mo 9 Yes

@ Create a new invoice for Convenience fee in Quickbooks

() Append convenience fee as a line item in an invaice in QuickBooks

CR Fee
2 00% 035%
3.00% 055%

4. There are two options to apply convenience fee in an invoice.
- If an option “Create a new invoice for Convenience fee in QuickBooks” is selected then new
invoice will be created in QuickBooks Online for convenience fee amount.

- If an option “Append convenience fee as a line item in an invoice in QuickBooks” is selected then
a convenience fee amount will be added as a line item in the same invoice in QuickBooks Online.
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5. Enter the convenience fee name and the percentage in each card brand field as shown in the figure

below.

Settings
General Payment Gateway Convenience Fes Branding Aleris Change Password

Do you want to charge a convenience fee? No © @ ves
Create a new invoice for Convenience fee in Quickbooks

(]
N

@ Append convenience fee as a ling item in an invoice in QuickBooks

6. Click on Save button
7. The confirmation message appears and convenience fee setting successfully.
7.1.3 Branding
The following steps outlines how to upload company’s logo. The logo reflects in invoice email, payment

notification email and print receipt.

1. Click on the Branding tab.
It opens the Branding screen as shown in the figure below.

2.
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Settings X

General Payment Gateway Convenience Fee Branding Alerts Change Passwaord

Upload Company Logo

_________________________

.........................

3. Upload the logo by clicking on the box and selecting your logo file from your hard drive. Logo files must
be in one of the following accepted file formats like JPEG and PNG. JPEGs are designed to efficiently
store high-quality digital photos packed with detail and color. They compress large images into much
smaller file sizes, making them easier to share and upload online on the other hand the PNG file format
is widely used on websites to display high-quality digital images. Created to exceed the performance of
GIF files, PNGs offer not just lossless compression, but also a much broader and brighter color palette.,
PNG and that logo’s must be no larger than 200px X 100px. We recommend logos sizes for the best
results.

Settings Logo saved successfully

General Payment Gateway Convenience Fee Branding Alerts Change Password

D2

ERP PAY

Preferred image resolution size- 200px x 100px

r

m ¢ H
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