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How to process a sale
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A sale is a transaction that is authorized and captured for settlement. After a sale is processed,

the transaction is automatically flagged to be settled.

A sale can be voided prior to settlement and must be refunded to reverse the transaction if the

transaction has been settled.

Step 1: Click sale from the main menu under credit card

i e

Home

Credit Card
Sale
Authorize

Capture

Void

Refund

Electronic Check
Sale

Void

Refund

Step 2: Enter the sales details such as billing information, order information, card billing address,

merchant defined fields and processor

Note: fields with red asterisk are required fields as set by the Affiliate.

Home » Virtual Terminal CC Sale

Enter the sales details to charge a customer.

= &

Billing Information

‘

% Credit Card Number

% Expiration Date | (mmyy)

#* Amount ] (nn.nn}

a' Currency LE]
Card Security Code 7 cwv2/cID What is This?
Add to Customer Vault O What Is This?
Order ID |

Order Description

Card Billing Address

First Mame
Last Name

Company
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Step 3: Click charge to complete

Home » Virtual Terminal CC Sale
Enter the sales details to charge a customer.
=&
aj Credit Card Number m
& Expiration Date loriz | (mmyy)
a’ Amount ].23;-1—' (nn.nn)
a' Currency LE]
Card Security Code [ cvva/CID What s This?
Add to Customer Vault O What Is This?
Customer Vault ID | What1s This?
aj Order ID 227014 |
a Order Description Online Order
G First Mame John—
@ Last Name Smith
G Company Apparel Co.
& country | United States A
a’ Address 123 Main Street
& city Chicago
State/Province | Ninois '=i
G' Zip/Postal Code 60185
G’ Email Address m
Same as Billing M
Send Receipt Email B




Transaction Successful

Home » Virtual Terminal CC Sale

Transaction Successful

2 Create Subscription

Print Receipt | E-Mail Receipt
Merchant: JD Construction - (Chicago, IL)
Date/Time: 06/08/2011 1:07:02 PM CDT
Transaction ID: 1419287277
Transaction Type: Card Sale
Amount: 12.34
CC Type: Visa
CC Number: 41111 wwewnny 141 G
CC Expiration: 01/12
Auth. Code: 123456
AVS Status: Mo address or ZIP match (N)
CVV Status:
Processor: CC Processor A
Currency: uUsD
John Smith John Smith
Apparel Co. Apparel Co.
johnsmith@apparelco.com johnsmith@apparelco.com
123 Main Street 123 Main Street
Chicago IL, 60185 Chicago IL, 60185
us us
Order ID: 227014
Description: Online Order
Tax: 0.29

Transaction Failed/Declined

Transactions that do not process successfully will trigger a failure response.

Transaction Failled
Processor Response: DECLINED
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How to authorize or capture a transaction "ECOMMERCE SUITE"

Authorize is used to check if there is sufficient funds in the Credit Card inventory. When a
transaction is authorized, it indicates that the Credit Card has adequate funds in the stock.

Capture is used when a transaction has been authorized and ready to be settled.

An authorization MUST be captured in order for the settlement to go through and the funds
transferred. When a transaction is both authorized and captured, a sale is processed.

Step 1: Click authorize from the main menu under credit card

i e

Home

Credit Card
Sale
Authorize
Capture

Void

Refund

Electronic Check
Sale

Void

Refund

Step 2: Enter the details to authorize a transaction.

Note: fields with red asterisk are required fields as set by the Affiliate.

Home » Virtual Terminal CC Auth Only

Enter the details to authorize a transaction.

or &

% Credit Card Number

% Expiration Date ] tmmyy)

* Amount {nn.nn)

a’ Currency [usD | H
Card Security Code CVV2/CID What is This?
Add to Custormer Vault O What Is This?
Order ID ]

Order Description

PO Number




Step 3: Click authorize to complete

Home » Virtual Terminal CC Auth Only

Enter the details to authorize a transaction.

@ &
& credit Card Number AN
& Expiration Date 0112 (mmyy)
G Amount 75.00 (nn.nn)

a Currency uUsD B

Order Information

& order ID 45123

0’ Order Description Clothing

6 First Name John

0’ Last Name Smith

G Company Apparel Co.

a Address 123 Main Street

G City Chicago

q State/Province lllinois B
& zip/Postal Code 60185

Q‘ Email Address johnsmith@apparelco.com

Processor

Processor CC Processor A B

# Authorize
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Transaction Successful

Home » Virtual Terminal CC Auth Only

Transaction Successful

o Create Subscription
Transaction Recelpt

Print Receipt | E-Mail Receipt
Merchant: JD Construction - (Chicago, IL)
Date/Time: 06/08/2011 1:13:04 PM CDT
Transaction 1D: 1419290182
Transaction Type: Card Authorization
Amount: 75.00
CC Type: Visa
CC Number: 411111 xxxxxxg1111 Q
CC Expiration: 01/12
Auth. Code: 123456
AVS Status: No address or ZIP match (N)
CVV Status:
Processor: CC Processor A
Currency: USD
John Smith us
Apparel Co.

johnsmith@apparelco.com
123 Main Street
Chicago IL, 60185

us
Order Information

Order ID: 45123
Description: Clothing
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Step 1: Click capture from the main menu under credit card E COMMERCE SN

i e

Home

Credit Card
Sale

Authorize
Capture
Void

Refund

Electronic Check
Sale

Void

Refund

Step 2: Enter the details to capture a transaction.

Note: fields with red asterisk are required fields as set by the Affiliate.

Home » Virtual Terminal CC Capture Only

Enter the transaction ID of the original
transaction and the amount to be captured.

For Voice Authaorizations or Offline Transactions, click here

qr &
Authorization Information

* Transaction ID @

%* Amount {nn.nn)

Capture

Step 3: Click capture to complete

Home » Virtual Terminal CC Capture Only

Enter the transaction ID of the original
transaction and the amount to be captured.

For Voice Authorizations or Offline Transactions, click here

2 &
Authorization Information

%4 Transaction ID 1419290182 A,

@ Amount 75.00 {nn.nn})




Transaction Successful

2 Create Subscription

Merchant:
Date/Time:
Transaction ID:
Transaction Type:
Amount:

Credit Card Information

CC Type: Visa

CC Number: 41111 %%%exe1111 G

CC Expiration: 01712

Auth. Code: 123456

AVS Status: Mo address or ZIP match (N)
CVV Status:

Processor: CC Processor A

Currency: usp

John Smith us

Apparel Co.

Home » Virtual Terminal CC Capture Only

Transaction Successful

Print Receipt | E-Mail Receipt
JD Construction - (Chicago, IL)
06/08/2011 1:15:57 PM CDT
1419290182
Card Capture
75.00

How to void a transaction
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A void can be performed on a transaction prior to settlement. To void a transaction, simply

enter the transaction ID in the void area under the Virtual Terminal section.

Step 1: Click void from the main menu under credit card

i e

Home

Credit Card
Sale
Authorize
Capture

» Void
Refund

Electronic Check
Sale

Void

Refund




Step 2: Merchant can use magnifier icon to look up a transaction

Note: fields with red asterisk are required fields as set by the Affiliate.

Home » Virtual Terminal CC Void

Enter the transaction ID you wish to void.

% Transaction ID @ -
f e

Void

Step 3: Enter the Transaction ID of the original transaction you wish to void. Click void to

complete.

Home » Virtual Terminal CC Void

Enter the transaction ID you wish to void.

& Transaction 10 (1410200182 |,

Void |

Transaction Successful

Home » Virtual Terminal CC Void

Transaction Successfully Cancelled

7 Create Subscription

Print Receipt | E-Mail Receipt

Merchant: JD Construction - (Chicago, IL)
Date/Time: 06/08/2011 1:18:05 PM CDT
Transaction ID: 1419250182
Transaction Type: Card Void
Amount: 75.00
CC Type: Visa
CC Number: 41111 1%kwwkn111 G
CC Expiration: 01/12
Auth. Code: 123456
AVS Status: No address or ZIP match (N)
CVV Status:
Processor: CC Processor A
Currency: usp
John Smith us
Apparel Co.
johnsmith@apparelco.com
123 Main Street
Chicago IL, 60185
us

Order Information
Order ID: 45123
Description: Clothing
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How to process a refund E-COMMERGE SUITE"

To refund a transaction, simply enter the Transaction ID and the amount you wish to refund.
Merchant can choose to make a full refund or a partial refund.

To make a partial refund, simply set the amount to be less than the original amount captured.
To make a full refund, the amount must be equal to the original amount captured.

Step 1: Click refund from the main menu under credit card

e

Home

Credit Card
Sale
Authorize
Capture

Void

» Refund

Electronic Check
Sale

Void

Refund

Step 2: Merchant can use magnifier icon to look up a transaction

Note: fields with red asterisk are required fields as set by the Affiliate.

Home * Virtual Terminal CC Refund

Enter the transaction ID of the original
transaction and the amount to be credited.

% Transaction ID @. -

%* Amount {nn.nn)

Send Receipt Email [

Refund )
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Step 3: Enter the Transaction ID of the original transaction you wish to void

. Click void

to complete.

Home » Virtual Terminal CC Refund

Ente

t f the original
transaction and

t to be credited.
Transaction Information
@ Transaction ID 1418784583 @

a Amount 15.00 (nn.nn)

Send Receipt Email [

(Refund ) h

Transaction Successful

Home » Virtual Terminal CC Refund

Transaction Successfully Refunded

: Create Subscription

Transaction Receipt

Print Receipt | E-Mail Receipt
Merchant: 1D Construction - {Chicago, IL)
Date/Time: 06/08/2011 1:19:30 PM CDT
Transaction ID: 14192929003
Transaction Type: Card Refund
Amount: -15.00
CC Type: Visa
CC Number: 41111 1kxRkr%111] &
CC Expiration: 01/12
AVS Status:
CVV Status:
Processor: CC Processor A
Currency: usp
John Smith John Smith
Apparel Co. Apparel Co.
johnsmith@apparelco.com johnsmith@apparelco.com
123 Main Street 123 Main Street
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Advanced features

Adding and deleting fields

Step 1: Merchants can add or delete non-required fields by clicking the gear.

Home » Virtual Terminal CC Sale

Enter the sales details to charge a customer.

= & h
Billing Information

% Credit Card Number

% Expiration Date {mmyy)

#* Amount {nn.nn)

G‘ Currency [‘usp %)

Card Security Code CVWV2/CID What is This?

Add to Customer Vault O What Is This?
Order Information
Order ID

|

Order Description

Card Billing Address

|

First Name

Last Name
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Step 2: Additional fields are pulled up. Toggle the fields on or off by clicking the boxed X. Click

the disk to save changes.

Home » Virtual Terminal CC Sale

Enter the sales details to charge a customer.

K
Billing Information

% Credit Card Number

% Expiration Date {mmyy)

%* Amount (nn.nn}
a‘ Currency usD
Card Security Code CVV2/CID What is This? x -
Add to Customer Vault What Is This? x
Customer Vault ID What Is This?
Order Information

|x

Order ID

Order Description
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