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EPASS Pay

Setup

Andersons Appliances signed up with EPASS Pay and received their Merchant ID from Fullsteam. They
connected their payment terminals to their network and are now ready to configure their security options.

Terminal Settings
Set up Default PinPad

Lt iy N, R
Z-R &

TEr P XE|OR K2 @R L PEEE- S E @
B3 Branch = X

Code | Descrption | Tools > System Maintenance >
Andersons South Surey Branch
Andersons Richmond

1
2
3 Andersons Calgary
4 Andersons Dttava

Barcode Schema
Bin Location

Andersons Delta Warehouse

Andersons Appliances

ONLINE ONLINE BRANCH FOR CLICK TO PAY \

Select the Branch and

Click Terminals. L'} ! ox i
B3 Edit Terminal for Branch Default, Andersons Appliances = X
Terminal T Printers T Print Forms T Dimension ExplessT Email Foims T Text Forms s
Cods FEET
Pririt I Review | Add | Edit | Delete | Exit | Description [P etaut Branch
B3 Terminals for Branch Default, Andersons Appliances = X E ¥ Shaw Cost 7 Shau Lis ™ Auta Popup .ﬂl
=i Invaice Type | J |
* Code | Deseription | Add QC Invoice Type |
2P fccounts Payable P | [ ‘
ARUNR & /R Default with no timeouts Payment Type |coo | [Payment Before Delivery g
SVR DE SERVER EE Tax Code [BCP _1[scPsT
UNR Default with no timeouts Salesperson Code I _I [
Select the Default Model Delivery Loc— [awH _| |Delta warehouss
and Click Edit. chasing | \odel Bickuglioe e ] [Oorewashows
Item Delivery Loc |9WH _I |Delta‘w'areh0use
: ltem Pickup Loc [9wH __| |Deltawarehouse
i s Detauit Pin Pad |Detautg0! | [Mobile 5000
: Default PO Number | ~ Open Edge PIN Pad
J ; . RCM User Port (Teminal Mode Only)
gt | Bovew | Com | s | Edt | Delr | Eam ol s 4 3 =] fuo [~ Fired [0
5 Dispatching Department | ALL -
i I~ Auto Sign Out afterl 15 Mirutes of Inactivit
Select Default Pin Pad. e neey
T~ Shut down ePASS | 5 Inactive Minutes after Sign Out
Phone Extension

P: 192168.1.46 [User Liza Anderson | Branch: Default

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1
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How do we set up the printing from a terminal?

(El Edit Terminal for Branch 1, Andersons South Surrey = >
TerminL} T Printers T Print Farms T Dimengion E:-:pressT Ermail Farmz T Test Forms
Drefault Printer ]Miu:ru:usu:uft Frint to PDF [redirected 1] LJ 0K
R t Pririk -

epart Printer ] _J Cancel

Check Printer ] L]

Staternent Prinker ] L]

Receipt Printer ] L]

Fapment Receipt

Caszh Drawer Printer 1 L]

Cash Drawer Model 1 L]

Contract Printer 1 L]

— Label Printers

Label 1 |4>< 3 ﬂ Labell Printer |h-1iu:r-::su:|ft Print to POF [redirected 1] ﬂ
[v Confirm Before Print

Label 2 | :J Label2 Frinter ||:I:u:|LaI:|eI2F'rinter j
[v Confirm Before Print

Label 3] L] Label2 Frinter |u:|:u:uLaI:ueI3F'rinter j
¥ Canfirm Befare Print

Security Options

To complete the EPASS Pay setup, you'll need to activate several security options. After the setup, some or all
of these security options will need to be activated for each person.

1. Log into EPASS.

2. Goto Tools > System Maintenance.
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ustomer GL AR AP Tools Window Help

) & | o |

System Maintenance

Lock Table R

'@ Messaging System

C Toggle Cost Shift+F8
L. Toggle List Shift+F9

Change Password...

¥, ePASS Updates

3. On the Tables tab, select User Security, and then click Open.

&3 Options - X
Tables T Variables
Sale Referral A
Sales Division
t>' S NP NP N N N N

. ext Foumat

Text Number
Transfer Status
Trip Charge

Unit Of Measure
User Security
Warranty Type
Web Tags
Wireless Terminal

Open Close
| t}l I
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4. Select your account from the list, and then click Security.

5 User - X
Search Options
Search For| By |ID LI Matching |Anywhere LI Type IBoth lj Search
Security Option | | |All Records Show IAII Ll
[*1D [ Name [ Type | Group | Obsolete | N

Accounts Receivable No
Assistant Store Manager

Chris

CaPl
Print | Security I Review Add Edit Delete Exit
IR

5. Inthe menu on the left, click EPASS Pay. Select Merchant Track - All Branches and Merchant Track -
Terminal Management. (The additional security settings are optional and not required to complete the
EPASS Pay setup. They can be activated as needed for each Merchant Track user at a later time.) Click

OK.
I
8
Search for Security Options
Keyword I
::r:voi}t;:ing Security Option l
“::: | :5':3 " Merchant Track - All Branches oK
Serial Inventory [T Merchant Track - Only My Branch
Serial Inventory Lists [] Merchant Track - Transaction Search
igg‘;ﬂ:t\; eg‘tac;gbllieosts [l Merchant Track - Reverse Open Transactions Cancel
; [T Merchant Track - Reverse Settled Transactions

Accounts Receivable
Gpneral Ledger [T Merchant Track - Reporting
g'sstgﬁ‘ Maintenance [T] Merchant Track - Virtual Terminal Select Al

y . Merchant Track - Terminal Management —
Messaging
Wireless Inventory [T1Merchant Track - PCl Management T
Financing . - DECHeC
ePASS Mobile Sales [T Merchant Track - Merchant Capital Advance All

i e
ePASS Mobile Service
General
oy
i
ePASS Reports
ePASS Reports - Custom Add
EPASS Pa =C
R L Secuy_ |
-7-
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All Branches

Allows access to Merchant Track data for all branches.

Only My Branch

Allows access to Merchant Track for the User's branch only.

Transaction Search

Enables the Search For Transaction feature in Merchant Track.

Reverse Open
Transactions

Allows the User to reverse payment transactions that are currently
"Open" and not in a batch.

Reverse Settled
Transactions

Allows the User to reverse a transaction that has already settled in
a batch.

Reporting

Enables the Reports section in Merchant Track.

Virtual Terminal

Enables the Virtual Terminal in Merchant Track.

Note: We recommend that you keep the virtual terminal
disabled for your staff. Any transactions processed through
the virtual terminal are not recorded in EPASS.

Terminal Management

Enables access to the Terminal management screen in Merchant
Track.

PCI Management

Currently not used. This option will control access to a feature in a
future version of Merchant Track.

Merchant Track -
Merchant Capital
Advance

Currently not used. This option will control access to a feature in a
future version of Merchant Track.

6. Click Invoicing on the left menu and enable the highlighted options so that the user can see these

options in the entry method drop down list.
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I
3. Security for User: Chris = X lem | Modd | Lebs | Mo | Comment | Waweiy | Pagment |  Tax | Package | Signelue
Search for Security Options
Kepnord | Payment Type  [EPCC | [EPASS Credit Card Amourt 230527 Tendered Tigh [ 1
eynor ) -
. Entry Method PIN Pad Keped |v Save Credit Card for Future U; i Sl
T nyMethod  [FIN Padeyed  v] ¥ Save Credi Card for Future Use Pamens [ ]
R icice Dot ~Add g Pagront : 0K, P Pad —_—
\Etem \Irlwer\tmy =l e e | Balance 54,67
erial Inventary Invoice Detail - ‘reduth Faymen
gena: :nvenlmy Em Invoice Detai - Add Force Auth Papment o L | | Uschargs
erial Inventory Coste . 7 ancel Balance + =
Ao Pae :nvulce Beta\: ::z anment Eulrg KeyFeld —_— I LS |
Accounts Receivable rivoics Detail - Add Payment - Card on File o St e fer = Upcharge based on paying
General Ledger [ Invoice Detail - &dd Payment - Save Card [pefau 0|75 i e el the full balance
Ui Irwaice Detail - Add Auta Papment Transter | seectal Minimam Doposit 2.305.27
i Inwoice Detai - Edit Auto Payment Transfer Amount Deposit Received  0.00
esta0ng Depasit Required 2,305.27
Witeless Irventory Inwvoice Detai - Add Manual Payment Transfer ST
Fg:ggrﬁ . [#] Invoics Detal - Edit Payment =8l Invoice Total -
B obie Sales
PASS Mobie Servics Invwcice Detai - Delete Papment Concel [ amier
General Invoice Detail - Void Papment aMx[ oo
;aﬂ Ndumbe's Invoice Detail - Refund a Previous Papment Power User
e;:g‘sagepm Irvvoice Detail - Refund a NorePrevious Payment
ePASS Reports - Custom Invoice Detail - View Payment Mote i
ERASS Pay Invoice Detai - Edit Branch on Payment o
Secuity
Invoice Detail - Edit Branch on Detail Lines J

7. Enable the highlighted security options below in order to complete an integrated refund.
B3 Security for User: Sales — X

Search for Security Options

Keyword Ilnvoice Detail

Secuty Option I
Invoice Detail - Delete Open Detail Lines OK |
Invoice Detail - Add Payment I
Invoice Detail - Add Negative Payment
Invoice Detail - Add Preduth Payment Cancel
Invoice Detail - Add Force Auth Payment -
Invoice Detail - Add Payment - Form Keyed
Invoice Detail - Add Payment - Card on File Select All
Invoice Detail - Add Payment - Save Card
Invoice Detail - Add Auto Payment Transfer D
Invoice Detail - Edit Auto Payment Transfer Amount “ Al
[T Invoice Detail - &dd Manual Payment Transfer
7] Invoice Detail - Edit Payment

[T Invoice Detail - Delete Payment Power User
[ Invoice Detail - Yoid Payment
Invoice Detail - Refund a Previous Payment

Invoice Detail - Refund a Non-Previous Payment S:c%iily
Invoice Detail - View Payment Note il |

If these options are deselected, you will get the following error message.
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I

Type | Pack | llem [ Lo | Desciption | Ol Amount] Tas [ Status | GQOH |
Payment EPCC 1] 520.75 Cammitted
Misc Mo  CCUPC CC Upcharge Fee 1 17.E1 MMM

bem | Model | Lebor | Misc | Comment | ‘Wauarty | Papment |  Tax | Fackage | Signalue
Payment Type  [EPCC | [EFASS Croit Card smount | 52075 Tendsied Tiipt[ 1
Original Transaction Invoice Total 1761
TID 22565823 Mote: Fefunds will be processed through - Payments 52075
the same Branch as the original S ale. _—
Entry Method |Credit Card on File
‘ Balsnce 50314 |
Card Mastercar - === 5454
Upcharge 7Bl | You do not have enough security to add integrated refund
Balance + =T A8 payments
Comment | | Upcharge
B h . * Upcharge based on paying
ranci |Dietault | lAndersans Applisnces e |

i~ Invoice Total -

e o

-
B3 Security for User Sales = x

Search for Security Options -

K.ewword ]Irwu:uiu:e Dretail

Ireaicing Security Option
|rvoice Detail - Delete Open Detail Lines ok,
|rvoice Detail - Add Payment

|rvoice Detail - Add Megative Papment
[rvoice Detail - Add Preduth Payment
[rvaice Detail - Add Farce Auth Fapment
|rvoice Detall - Add Payment - Farm Keyed

Invoice Detal - Add Payment - Card on File What does the "Force Auth

Irvoice Detall - Add Payment - Save Card i o
[nvoice Detail - Add Auto Payment Transfer PE}’H’IEF‘I’E allow the userto do*

[rvoice Detail - Edit Auto Payment Transfer Smont
1 Irwoice Detail - &dd Manual Payment Transfer

] Irwecice Detail - Edit Payment

1 Invoice Detail - Delete Payment Bawer Uzer
] Inwice Detail - Yoid Payment

Invoice Detal - Refund a Previous Payment

. . . Add
Irvoice Detal - Refund a Hon-Frevious Payment Security
[rvoice Detall - Yiew Payment Mote ——
A -
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ErASS

Enter User Information for Merchant Track

Each Merchant Track user will need to enter their name, phone number, email, and the branch associated with
their EPASS User profile.

1. In the User Security window, select your account and then click Edit.

3 User — X

Search Options
Search For I By |ID LI Matching |Anpwhere _'J Type IBOlh _'J Search
Security Option | | |All Records Show [AII LI

*1D | Name |Tupe |Groun |Dbsolete | N

AR Accounts Receivable Group No

ASM Assistant Store Manager Group No

CAPI CAPI APl User No

Print | Security Review Add | Edit I Delete | Exit |
IR
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2. On the Settings 1 tab, in the EPASS Pay Merchant Track area, enter your name and a phone number.
{ (3. Edit User C Chris

o

>
I} Settings 1 T Settings 2
ID / Uzernarne ic [ Dbsolete v Save Defaults __
Fuall M arme thris —EPASS Pay Merchant Track :
Pazsword [+ First M ame |Chriz Cancel
E Last Marne IHarrig

Fe-enter Paszword

Phane Nurber |E04-555-1212

1vee JUSEI LJ Email and Branch I ired for kerchantTrack
. mail and Branch are alzo required for MerchantTrac

Group belonging ta 1

Email !chris.harris@andersnns.cnm

Export Location ] _J

You should alwayps use the full network path, for example AASERVERAR eports\MyFolder

Salezperson ] Default Technician for Labor

Techniciah ] Route ]—_]
Expeditor Eranich 1Defau|t ]
Report Teams Code | D' ezcription ]
Clal Al
] o0& TEAM 01 Test team
CIRPT1 856 For RPT1 256
Wl TEST Test Team 1
~ Retaileck 1 My Partz Help Search / BlueB ook Hatlink,
IJzer Mame ] @ Llzer Name ]
Fazzword ] Pazzwaord ]

3. If the Email field is blank, enter your email address.
4. In the Branch dropdown, select the branch that you are associated with.
5. Click OK.

Customer Setup
Configuring Your “Cash” Customer

You need to make sure that the customer account that you have set up in EPASS for “quick sale” or “cash”
transactions is configured for EPASS Pay. This is necessary so that the address verification procedure is
skipped when taking EPASS Pay payments on invoices that use this customer account.

1. Go to Customer > Maintenance.

2. Search for your “cash” customer, and then click Edit.

-12 -
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B3+ Customer

Search Options - Click here to make this your default Search

| Matching [statofField -]
_'J atching

Search For |Quick Sale
jaND |

B Account #
- Last Name
- Uzer Created

By J Last Mame

Search

For | -

By J Last Name Start of Field ]

~ Record Count - 7
1 Histamy ‘ Eeviewl

Add ‘ Edit | Dielete LCopy ‘ Excel Credit ‘ E it ‘
I

Default

AT

3. Click the Credit tab.
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4. Select the EPASS Pay — Cash Customer checkbox.

.

5 Edit Customer 232589 Cash Sale =] B[S
Dretails T Contacts TMaiIing .-’-'-.du:IrT t.ap T Pricitig T Credit T ailing Lizt T YWieh T Daocuments T E=dMatepad
Account Type Balance | 0.00 ak
[T ype Code | Jili 7D Purchaze | 0.00
Payment Type oo il Last Y'ear Purchaze [ oon Lancel
Tax Cod

ax Code |BCP il _ Histary
5 alezperson Code [ Lt [ e Congare
Parent Company Code | _J [ Alaw ki
Credit Manager User Code [ Lt [~ CreditHold 0 Credit Hold D ays Credit
Credit Limit o 0.00 [~ Faorce Credit Approval Haotepad
A0 Day A k
EFASS Pay - Cazh Customer v [] il il
TR T = [~ Statement ]F‘rinl Orily _] Credit
, [T Bill Service Charge Statug
Fotllaw to Save Socounts/ Credit v [T Irvaice PO Required
Saved Accounts/Credit Cards Del [~ Do not Service
_:_j [ &bways synch in Mobile Tech
Tax 2 Exemnpt |
Tax 3 Exempt |
Finance Document J _J

5. Click OK to close the Customer record.

Note: You cannot use Click to Pay links or save cards on file with Cash Customer accounts.

-14 -
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Configure EPASS Pay Variables (WIP)
1. Go to Tools > System Maintenance.

ustomer GL AR AP Tools Window Help

) QO = @ System Maintenance
Lock Table R N

‘@ Messaging System

C Toggle Cost Shift+F8
L. Toggle List Shift+F9

Change Password...

¥, ePASS Updates

2. Click the Variables tab.

3. Click EPASS Pay, and then click Open.
(5 Options - X
Tables T WYariables

Configuration
Carnpany

Irmeicing

Cluick Cazh

M anager Dazhboard

Diggmisieing e b _ . ¢

[¥]}
-JI‘V1T 1
Financing
ePA55 kMobile
Webszite

Server Engine

CHipen | Dose |

4. Do the following:
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P EPASS B

— Click to Pay
Base URL [ LS
Profile 0 L Carcal
Token W alidity Days ]—3. -
Enable URL Shartering ¥
LBL shartening service request Hrmeout in seconds I—-_E'
Enall:ule AL zhartening for the staging v [
environment .

Prink Mernchiant Copy of Payment Receipt v Save Cards onFile To m

Print Declined Payments on [nvoice v zet Cards on File From “E“"T':'—ﬂ

Automatically Print Beceipt on Pinpad Printer v

If you want EPASS to print a merchant receipt as well as the customer receipt after
each payment transaction, select the Print Merchant Copy of Payment
Receipt checkbox.

Select this checkbox if you want declined payments to appear on printed invoices.

If you’re using a PinPad with a built-in printer, selecting this checkbox will print the
customer’s receipt from the PinPad.

By default, credit cards are saved to the customer record that appears in the invoice’s
Sold To field and are recalled from the customer record that appears in the invoice’s
Bill To field. You can change the defaults using the two dropdowns.

9@ @

Note: EPASS always prints the customer’s copy of the receipt.

5. Click OK.

-16 -

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1



R&D Business Systems Ltd.
E P S S P 604.439.1115
‘/1 TF 888.629.4218
S o FE T w C] R E

E sales@epass.software

Add the Merchant ID

The Merchant ID for your branch has been provided by Fullsteam. If you do not have the Merchant
ID, contact EPASS support for help.

1. Go to Tools > System Maintenance.
ustomer GL AR AP Tools Window Help

)80 an > EETETTEE—
| Lock Table R N

@ Messaging System

C Toggle Cost Shift+F8
L Toggle List Shift+F9

Change Password...

¥ ePASS Updates

2. On the Tables tab, select Branch, and then click Open.
B3 Options - X
Tables ] Variables

Advertising A
AP Trans Import

Bank Recon Tx Type

Barcode Schema

Bin Location

Branch

Brand

Carrier

Check Series

S e

1 4.

oealer

Department

Destination Address

Electronic Funds Trans v

Open - Close

k!s
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3. Select a branch, and then click Edit.
B Branch — X

* Code Description
Andersons South Surrey
Andersons Richmond

[ge) —

3 Andersons Calgary
4 Andersons Ottawa
9 Andersons Delta Warehouse
Default Andersons Appliances
Piint Teminals | Review Add | Edit | Delete | Exit
by

4. Click the Payment Proc tab.
3 Edit Branch 2 Andersons Richmond

Branch ] @EhiLogo ] PBX Settings T Payment ProckT Te

Code | 2

Description |ndersons Richmond

g::t?:gp jiortor lAndersons Appliances Richmond
Address 1 |5400 Minoru Boulevard

Address 2 |

it IRirhmand

5. Inthe EPASS Pay area, enter the Merchant ID. You'll notice that there are 2 fields: one for the Credit
Card Merchant ID and the ACH Merchant ID. If you are using ACH, you will have a different MID that you
will be adding to this field..
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i | Edit Branch Default Andersons Appliances X |
ranich T g= Logo T PB Settings T Payment Pm.::I Tax T SMTP T Locations T Erands

v Default Save Account/Credit Card for Future Use to Checked oK
¥ Use Address and Card Security Code Verfication in Form Keyved Payments
[ Enable CAPTCHA for Form Keyed Payments

| v Use Test Server

Cancel

LAEPASS ]

-EPASS Pay

Credit Card Merchant [ [frssssss:

ACH Merchant 1D 1xxxxxxxxxxxxxxxx

f Cloud PIM Pad | Code ] Description J Serial Mo ]

T | ) Default533 Test3000 30110877 26067389
i @l D efaultsa0 L7000 with Signature 3011 234326524305
Eefresh @ Drefaults0l Muobile 5000 320118151961 3245
) Defaultd2s b ovee G000 320118151961 3245

Local Delete ) Defaultz40 A77 Test 1760202819

@ Default2dl ingenico L3600 508594307
@I Default342 A320Pr0 test 1851811930
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6. Before closing this window, continue with the next section.
Activate Payment Terminals

The final step in the setup process is to activate your payment terminals. Make sure to follow the instructions that
came with your payment terminals to connect them to your network.

If you have a Move 5000 terminal, follow these instructions to connect it to your wireless network.

To Connect the Move/5000

1. If necessary, power on the terminal by holding down the green Enter key for two seconds.
2. At the terminal home screen, press [0], [0], [0], [1] on the keypad.

3. On the touchscreen, tap WIFI Parameters.

ADMIN MENU

2-Ethernet Parameters.

S—WIFI F‘aramatﬂ_{ﬂ

5.Serial Parameters
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4. Tap Scan Networks.

1-Dizable

4-Default IP Configuration

5-Active Roaming
6-Connection type

7-Bind interface

Avalliable notworks

Note: Only Wi-Fi Networks that are password-protected appear in the Available Networks list.
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7. Enter the Wi-Fi password and then press the green Enter key.

E-ntl' pas m-.-md'.

112345677

8. You are automatically taken back to the Terminal's home screen. Wait for at least one minute for the Wi-
Fi connection to complete. The Wi-Fi symbol in the top left corner of the screen is orange while
connecting and green when connected.
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Activating Payment Terminals

1. In the Payment Proc tab of the Branch window, click Online Manage. Merchant Track opens to its
Dashboard screen.

4AEPASS T Worldpay T

~EPASS Pay

Me'chanl ID Irx:xxxxxxx)txxxxx

Cloud PIN Pad | Code | Description
@ BR1600 EPASS COM
Online Manage
Refresh
Local Delete

2. In Merchant Track's left navigation menu, click Terminals, and then click Activate Terminal.
4A EPASS Pay MerchantTrack
“— Ihttps://merwanttradth.fullsteampay.net/

= EPASS Pay MerchantTrack

Dashboard Dashboard

H > Activate TerminaI[}

Terminals

View Termina

Daily Volumes
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3. Enter the Activation code displayed on the Terminal's screen.
= EPASS Pay MerchantTrack

e Dashboard / Terminals / Activate Terminal

B >
b Activate Terminal

Activation Code *

Activation Code: 654321

654321 =

Description *

Front Desk

Merchant *

Andersons v

Please note, Activation can take several minutes depending on the terminal

type.

Enter a Description for the Terminal. (For example, Front Register, Parts Counter, etc.)
In the Merchant dropdown, select the Merchant ID that this Terminal is assigned to.
Click Activate.

Repeat steps 2-6 for each terminal.

No ok
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Payment Types

To process payments through EPASS Pay, you'll need to add new Payment Types to EPASS. Follow these
instructions to add a Payment Type for each payment method that your business requires.

Adding a Credit Card Payment Type

In this section, we’'ll cover instructions for creating credit card payment types with credit card upcharges and
without.

When to Use Disable Debit

Use “Disable Debit” when you have the option “Add Credit Card Upcharge” enabled.

The reason being is that if you have a customer paying with a combination Visa Debit card and the payment is
made using Debit, the customer will be charged a credit card upcharge fee. The bank may penalize the company
for charging the customer an upcharge fee.

Using the Disable Debit setting ensures that if the customer uses a combination card, EPASS Pay will only
process the payment as a credit card and won'’t give the customer an option to pay with debit.

When Not to Use Disable Debit
If you have the option “Add Credit Card Upcharge” disabled, then uncheck the “Disable Debit” option.

If you don’t use credit card upcharges, then you can turn off Disable Debit. With this setting inactive, a customer
that uses a combination card to pay is given a choice to pay by credit or debit (the payment terminal will prompt
them to enter a PIN number. If they do, debit is used. If not, credit is used.)

The benefit is that you don’t have to change Payment Types depending on how the customer wants to use their
combination card—they can use the EPASS Pay credit payment type to process both types of transactions.

Creating a Credit Card Payment Type with Upcharges

Credit Card Upcharges are used to recoup credit card fees charged by the payment processor.

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.
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&3 Options - X
Tables ] Variables

Miscellaneous Type A
OEM

Package

Package &l Hub

Picker

PO Number

Podium Rules

Price List Template

Priority

Product

Hetun Heason
Route

Sale Referal

Sales Division

Salesperson N

Openy I Close |
L\

2. In the Payment Type window, click Add.

3 Payment Type - X

CHQ CHEQUE

CoD Payment Before Delivery
Eprr EPASS Pay Mredit Card
nerel neiund Lredil Laid
VISA Visa

WTY Warranty Receivable

Print Review Add | Edit Delete Exit
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3. Fillin the required fields:

(59 Edit Payment Type EPCC EPASS Pay Credit Card >

Settings T Branich Restriction

Cods [EPcc " W ledtlad [ Obsolete [ gy
Description  [EPASS Pay Credit Card
G/L Account  [1120.0 | [ Add Profit Center
Comment Label |Comment

[ Comment Required  Limit Camment ta I_EI Characters

Cancel

Code: Enter a unique identifier code for the payment type. This code is used in multiple areas of EPASS
to identify the payment type, including on reports.
Description: Enter a description of this payment type.
G/L Account: Select the G/L account to link this payment type to.
4. Select the Credit Card checkbox.

B9 Edit Payment Type EPCC EPASS Pay Credit Card -

Settings T Branch Restriction

Code EPCC v CreditCard [ Obsolste ok
Description  |EPASS Pay Credit Card

! Cancel
G/LAccount  [11200 _ [ Add Frofit Center |

Comment Label |Comment
[ Comment Required  Limit Commentta | 0 Characters

5. Inthe Payment Processing area, select EPASS PAY - Credit from the Type dropdown.

Fayment Proceszszing

Type IEF'.fl'-.SS P& - Credit ;] v Request Signature if Applicable

[v Prevent Duplicate Payments (zame card same amount within zame batch]

6. Verify that Disable Debit is selected.

7. If you require signature capture with credit card payments, select the Request Signature if
Applicable checkbox.

Note: Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this
setting is always selected.
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8. Set up the “Credit Card Upcharge Fee” in the Miscellaneous table and link it to the payment type.

B9 Edit Misc Charge CCUPC CC Upcharge Fee - *
Code CCUPC & Tames  Use Branch Tases oK,
Description JIEC Upchiaigs Fes I Taxl

i Cancel
| i ] Model S elling Price I Taxz _J
fiow Price: Reduction
Cost [T I~ DoNot Al Price Change I Tae3
I~ Costis & % of bisc Seling Price
| GAReverws  [4005 | & addP |

BAConDebt | ] [ AsdProfi Cent I Update History
BACostCedt [ ] [ AddPiofi Cenlr [ Show in ePASS Mokide Tech

Comnmeni Code | T
Dualfication = :
‘ I 3. Edit Payment Type EPCC EPASS Credit Card X

StartDale -Sale  [30/00/20 ] EndDate  [owmomn | i Settings ] Branch Restriction ]
Start Date - Quote [00/00/00 ] EndDate  [a0/00/00 = | . l

I Mode! Discount - - " e prmnandt g gpsatah i e | il
Wananly [From Irwoice Type =] MicType  [UPCHARGE | r i
EDI Fomnat I <] Poinis I i I
Link [ 1 [ Satisfies Min Depasit Line

Requiement

Prompt I a7

I~ Show Ciadt Reazen
Time [in minutes) 0.00 -

[ Do ot Attach Rislsted

Misc when it is a Pickup
~Instalation Shtelpe o
I~ Link ToMode! L \A'ilhlmlallatmn Crogted [E° EEEZI| 5000 % [V Add a Megative Upcharge for Refunds
Modfied | /2024
1 s Rl S J |CCLtpchamaFae
r

9. Near the bottom of the Payment Type window, select Add Credit Card Up Charge. This will apply a
credit card upcharge at the time of payment.
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5. Fdit Payment Type EPCC EPASS Credit Card X
Settings T Branch Restriction
Code EFCC [~ Obsolete ok |

Deseription  [EPASS Credit Card
: Carcel
G/L Account  |1000 (B [v Add Profit Center

Comment Label |Comment
I~ Comment Required  Limit Comment to | 0 Characters

Bark Fec Type [Depost |

Payment Group
o |EPCC

[T &R [T COD. NetDaps[ 0 DayinMestMorth [ 0
[ Do Mot Allow Papments in Detail [~ DOMOT allow az payment an Contract

[ Show Onlnvoice Header W Show In lnvaoice Detail [v Show In Mobile Tech .

[ Dpen Cash Drawer [~ Make Penny Adjustment [Canada Only)

Fayment Processing

Type ] EFASS PAY - Credit _vJ |v FRequest Signature if Applicable

[v Prevent Duplicate Papments [zame card same amount within same batch)
[w Dizable Debit

v &dd Credit Card Up Charge
Percentage I 3E000 % W Add a Megative Upcharge for Refunds
Hisc SN __| |CC Upcharge Fee

Note: If you select “Add Credit Card Up Charge”, ensure that the “Credit Card” checkbox located next to
the Code field is enabled.

10. Fill in the percentage.

11. (Optional) Select Add a Negative Upcharge for Refunds if your policy is to reverse the credit card
upcharge on refunds.

12. Click OK.

Creating a Credit Card Payment Type without Upcharges

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.
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3 Options - X

Tables ] Variables

Miscellaneous Type A
0EM
Package
Package 4l Hub
Picker
PO Number
Podium Rules
Price List Template
Priority
Product

neluin neason

Route

Sale Referral

Sales Division

Salesperson h

Openy I Close |
Wy

2. In the Payment Type window, click Add.

[ Payment Type - X

CHQ CHEQUE

CoD Payment Before Delivery
Fprr EPASS Pay Mradit Card
nerel neiund Liredil Laid
VISA, Visa

WTY Warranty Receivable

Print | Review I gddﬁj Edit Delete | Exit |

3. Fillin the required fields:
[ Edit Payment Type EPACC EPASS PAY Credit X

Settings ] Branch Restriction

Code | EPACC

Description  |EPASS PAY Credit —a
G/L Account  [1050 ] I AddProfit Center oo |

Comment Label |Comment
[~ Comment Required  Limit Comment tol 0 Characters

[~ Obsolete 0K

-30-

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1



R&D Business Systems Ltd.
EP /! Ss P 604.439.1115
‘/1 TF 888.629.4218
S o F ki w [E] R E

E sales@epass.software

o Code: Enter a unique identifier code for the payment type. This code is used in multiple areas of
EPASS to identify the payment type, including on reports.

o Description: Enter a description of this payment type.

e G/L Account: Select the G/L account to link this payment type to.

4. Inthe Payment Processing area, select EPASS PAY - Credit from the Type dropdown.

— Pavment Processing 1

Type IEF'.-'l'-.SS Py’ - Credit ;I v Request Signature if Applicable

¢ Prevent Duplicate Papments [same card same amount within zame batch)

5. Clear the Disable Debit checkbox.

6. If you require signature capture with credit card payments, select the Request Signature if
Applicable checkbox.

7. Click OK.

Note: “Prevent Duplicate Card Payments...” is used for fraud prevention, and we recommend that this
setting is always selected.

Adding Debit Card Payment Type

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.
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B3 Options — X

Tables ] Variables

Miscellaneous Type A
OEM
Package
Package Al Hub
Picker
PO Number
Podium Rules
Price List Template
Priority
Product

Route

Sale Referral

Sales Division

Salesperson N

Openy_ I Close
L\

2. In the Payment Type window, click Add.

[ Payment Type — X

CHO CHEQUE

CoD Payment Before Delivery

FPOC EPASS Pau Mredit Mard

REFCC Refund Credit Card

VISA Visa ‘
WTY Warranty Receivable

Piint | Beviewl .l_\ddg Edit Delete | Exit |
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3. Fillin the required fields:

3 Edit Payment Type EPADB EPASS PAY Debit X

Settings 1 Branch Restriction

Code IE PADB

Description  |[EPASS PAY Debit
G/L Account 1050 | [~ Add Profit Center
Comment Label |Comment

[~ Comment Required  Limit Comment tol 0 Characters

Bank Rec Type | ]

Payment Group I
Code

[~ Obsolete 0K

Cancel

e Code: Enter a unique identifier code for the payment type. This code is used in multiple areas of
EPASS to identify the payment type, including on reports.

e Description: Enter a description of this payment type.

e GI/L Account: Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS PAY - Debit from the Type dropdown.

— Payment Processing -

Twpe |EPASS PAY-Debt | [~ Request Signature if Applicable

|+ Prevent Duplicate Payments [zame card zame amount within same batch)

Note: Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this
setting is always selected.

5. Click OK.
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Adding an ACH (Automatic Clearing House) Payment Type
Pre-Authorized Debit (PAD) Agreement

Before using EPASS Pay ACH to take payments from your customer, you must have a Pre-Authorized Debit
(PAD) agreement on file between your business and the customer.

EPASS does not generate PAD agreements. Follow your local and state laws and consult with your financial
institution to create a document that you can use with your customers before using EPASS Pay ACH.

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.

&3 Options - X
Tables ] Variables

Miscellaneous Type A
OEM
Package
Package &l Hub
Picker
PO Number
Podium Rules
Price List Template
Priority
Product

Route

Sale Referral

Sales Division

Salesperson N

Openy I Close I
W
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2. In the Payment Type window, click Add.

5 Payment Type — X
* Code Description
CHO CHEQUE
CoD Payment Before Delivery
Ferr FRACS Pay Cradit Card
REFCC Hefund Credit Lard
VISA Visa
WTY Warranty Receivable

Pint | Beviewl gddg Edit | Delete | Exit |

3. Fillin the highlighted fields. Select “EPASS PAY — ACH" in the Payment Processing section.

d} Add Payment Type >
Settings T Branch Restriction
Code IEPA[:H [~ Credit Card [~ Obzclete ok |
Description  [EPASS Pay ACH
; Cancel
G/ Account |‘I aoo _I v Add Profit Center

Comment Label [Comment

[~ Camment Required  Limit Camment tol_DEharacters

Bank Rec Typem

Payment Group |
Code

T AR [~ COD. HMetDays 0 DavinMest Monthj u}
™ Da Mot Allows Papments in D etail [~ DOMOT allow az payment on Contract

[~ Show Onlrvoice Header [ Show In Invoice D etail [v Show In Mobile Tech

™ Open Cash Drawer ™ Make Penny Adjustment [Canada Only)

—Payment Processing——————————

-

Fercentage n.ooon r
Mizc | il
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o Code: Enter a unique identifier code for the payment type. This code is used in multiple areas of
EPASS to identify the payment type, including on reports.

o Description: Enter a description of this payment type.

e G/L Account: Select the G/L account to link this payment type to.

Adding a Pre-Authorization Payment Type

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, select Payment Type, and then
click Open.

B3 Options - X

Tables ] Variables

Miscellaneous Type A
OEM
Package
Package &l Hub
Picker
PO Number
Podium Rules
Price List Template
Priority
Product

Route

Sale Refenral

Sales Division

Salesperson v

Openy_ I Close
L\

2. In the Payment Type window, click Add.
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33 Payment Type - X

Payment Before Delivery

FPCC EPASS Pay MCredit Card
neroee melund ciedil Laid
VISA Visa

WTY Warranty Receivable

Piint | Beviewl gddﬁJ Edit Delete | Exit |
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3. Fillin the required fields:

[ Edit Payment Type EPAPA EPASS PAY Pre-Auth X

Settings ] Branch Restriction

Code [EPAPA [~ CredtCard [~ Obsolete [ g
Description  |EPASS PAY Pre-Auth
G/L Account 1050 | I~ Add Profit Center

Comment Label |Comment
|~ Comment Required  Limit Comment to r_U Characters

Bank Rec Type | ]

Payment Group I
Code

Cancel

e Code: Enter a unique identifier code for the payment type. This code is used in multiple areas of
EPASS to identify the payment type, including on reports.

o Description: Enter a description of this payment type.

e G/L Account: Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS PAY - Pre-Auth from the Type dropdown.

Payment Processing

Type IEPASS PAY - Pre-Auth L] [ Request Signature if Applicable

5. Click OK.

Marking a Payment Type Obsolete

Tip: Have a Payment Types that you no longer use? Don’t delete them! Instead, we recommend marking these
unused Payment Types as “Obsolete”. This maintains the integrity of your payment history data.

To mark a Payment Type as “Obsolete”, go to Tools > System Maintenance. On the Tables tab, click Payment
Type, and then click Open. Select the Payment Type, and then click Edit. On the Settings tab, click the Obsolete
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checkbox, and then click OK.

53 Add Payment Type X

Settings ] Branch Restriction
Code [oc v CieditCard  [¢ Obsolete | g
Description | Diner's Club -

= Cancel

G/L Account  [1000.0 _ [~ Add Profit Center
Comment Label |Comment

[~ Comment Required  Limit Comment to [_0 Characters
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Pre-Authorizing A Credit Card

Running a pre-authorization in EPASS is used to verify the authenticity of the customer's credit card. It is not
used to create a temporary hold for a specific amount.

If the pre-authorization is successful and the card is valid, EPASS adds a $0.00 payment line to the Invoice
Details. If not, a "Declined" payment line is added instead.

Before Starting
You need to do the following before you can pre-authorize credit cards:

1. Create a dedicated Payment Type for pre-authorizations.
2. Activate the Add PreAuth security setting (see below).

Activating the Add PreAuth Security Setting

1. Go to Tools > System Maintenance.

ustomer GL AR AP Tools Window Help

e YL f@w
| LockTable i

@ Messaging System

L Toggle Cost Shift+F2
L. Toggle List Shift+F9

Change Password...

#; ePASS Updates

2. Onthe Tables tab, select User Security, and then click Open.

3 Options - X
Tables ] Variables

Sale Refernal A

Sales Division

e WYY YYYY.

. ext Fomat
Text Number
Transfer Status
Trip Charge
Unit Of Measure

Warranty Type
Web Tags
Wireless Terminal N

Open Close
Lk\}l I

3. Select a User or Group from the list, and then click Security.
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B User - X

Search Options
Search Forl By |ID Ll Matching |Anywhere LI Type [Bolh LI Seareh
Security Option [ | Al Records Show IAII L]

) | Name | Type | Group | Obsolete | 4]

AR Accounts Receivable Group No

ASM Assistant Store Manager Group No

CAPI CaPI APl User | No

pit | Secuiy | Review | add | Edt | Delte | Ext |
IR

4. In the Keyword search box, enter PreAuth. Select Invoice Detail - Add PreAuth Payment.

a Security for User Chris - e
Search for Security Options -
K.eywaord |Preduth

Security Option
rwu:uiu:e Detail - Add Preduth Payment ok

Cancel

5. Click OK.
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Pre-Authorizing A Credit Card

1. Go to the Details of the customer's invoice. Make sure that you are in Edit mode.

2. Click the Payment Tab.

B Invoice # 03-1 - Howlett, James - Add Payment [E
Type ] Pack l Item I Loc I Description l Qtyl Amountl Tax 1 I Tax 2 I Tax 3 I Status l Wiy |
Comment  No This Invoice has been split, furt... 0 0.00
Model No  JDRP548HL 4/H 48 DF RANGE, 6'W/GRIDDLE... 1 18907.00 No Yes Yes Commited
Item ] Model ] Labor ] Misc ] Comment ] Warranty T Payment r Tax ] Package ] Signature |
Payment Type || [ ||| Amount 0.00 Tendered Triptt[ 1
Comment | A

3. Inthe Payment Type dropdown, select your pre authorization Payment Type.
[tem todel T Labor Misc T LComment Wi arranty P
Payment Type ] _] ] LAy
Camment Code D ezcription ﬂ
EPCTF EP&455 Web Papment [
Branch EXCHG Exchange A
MC Maztercard
EPCEC Pre-Authorizarion ]
PT Paprment Transfer Ba
WISA Wiza :‘ Ch

4. Do the following:
o If you have the physical card, select PIN Pad from the Entry Method dropdown, and then select
the PIN Pad that you want to use from the PIN Pad dropdown.

Entry b ethod
PIM Pad

|PIN Pad
[pefaulE0n

d Iv Save Credit Card far Future ze
| L7000 with Signature

Click here to view/change addrezs for thiz payment
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-OR-

If you don't have the physical card, select PIN Pad Keyed or Form Keyed from the Entry
Method dropdown.

Entry Method Form E [v Sawve Credit Card for Future Use

Click here to view/change address for thiz payment

5. Verify that Click Save Credit Card for Future Use to save the card on file.

6. Click OK. Enter the card information depending on the Entry Method you chose: either through a PIN
Pad or through the Form Keyed window in EPASS.

7. Once the pre-authorization is processed, the result appears in the Invoice Details.

(3 Invoice #9223 - Andersen, Jenn - Review Payment e |
Type | Pack | Item J Loc | Description | Oty | Amount 1 iy ] Tax J Status ] GQ0H I
Model Mo YMED4S0OMW SwH  70CUFT FROMT LOAD DRY... 1 1,025.82 My Open 1/

Mizc Mo  BaDRYER Builders Allowance Diyer 1 -7a0.00 MY
odel Mo MEE3TE/11SG  SwH  30DELECTRIC RANGE, CONY.. 1 2,856.51 MY Open 2415
Misz Mo  BA RAMGE Builders Allowance Range 1 -B00.00 MY
odel No  “WR=S865HY  SwH  3EFOUR DOOR FRIDGE.BL ... 1 £.292.35 MWy Open 974108
Misc Mo Ba FRIDGE Builders allowance Fridge 1 750,00 MY
Model Mo DWwBOKE0S0US SwH 24 DISHWASHER, 48 DBA, 55 1 1.196.41 MY Open B/25
Mo Bé DISHWAS. . Builders Allowance Dishwazher 1 -750.00 M
; :

Item T Model T Labor T Mizc T LComment T Warranty T Payment T Tax T Package T Signature

PaymentType  [PAUTH | [EPCC Pre-Authorizarion Amount 008 Tendersd Tiigtt [7
Ertry Method Form Keyed Receipt  Preview I Pritat I Ernail I Invaice Tatal 4.655.62 BiisteFadted
Card [Mastercad - == 5454 | - Payments DO/00/00
Buth # [ws1es | Txip | | s s o Balance | 965562
Click here to view/chanae address for this payment Show Sigriat : A

| ick here to view/change address for this paymen o Sighature | Change
Comment J - - e;:’?c8|£2024
Cashedoutby [ ] On [OO/0/00 | ot | o

Branch | Detault __| |&ndersons Appliances l:l 00/00/00

Invoice Total

ﬂeaderJ Add ‘ Edi ‘ Qelete‘ Esil ‘ Add From Cart “_Immmﬂ 365562

it Discount 1
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Taking a Payment
PIN Pad

1. In the Entry Method dropdown, select PIN Pad

& - Invoice #RS00000174 - Nelson, lim - Add Payment = || -E
Type | Pack | ltem | Loz | Description | oy Amount | Wity | Tax I Status J oaH |
Model Mo wWHRS3155MHE FH 36 5¥5 FRIDGE, BL 1 274318 Ny Open T8
Mz Mo DELIWERY Delivery Feesz 1 100.00 MK
Fayrnent EPCTF a0 158617 MMN - Open
FPayment EPCTF 0 200.00 MM Open

L= T todel T Labor T Mizc T LComment T W arranty T Payment T Tax T FPackage T Signature

Payment Type  [EPCC | |[EPASS Credit Card Amount 0.00 Tendered Tript [ 1
|nvoice T atal 317234

Entry Methiod |F'|N Pad j ¥ Save Credit Card for Future Use S Paimshls 170617

PIM Pad |DetaulEn | [Mohile 5000
Balance 1,386.17

Click here to view/change address for thiz pavment Upcharge * 4852

Balance +

Comment | Upcharge aiaads

Branch | D efault | |ndersons Appliances E Up[:hﬂzgfilﬁrz';fazzepaying

Invoice Total

oK, | Cancel ] 317234
G Z| oo

2. If necessary, select the terminal from the PIN Pad dropdown.

3. Enter the payment Amount, and then click OK.

It T Miodel T Lahar T tizc T Carnrnent T W arrarity T Payment T Tax T Package T Signature

Payment Type  [EFCC | [EPASS Credit Card Amaunt R ]:Tendered Tripht[ 1
Irvoice Total 317234

Entry Method |PIN Pad L] v Save Credit Card for Future Use R 178617

PIM Pad | DefaultEa __| |Mobile 5000
Balance 1.386.17

Click here to view/change address for this payment Upcharge * 4552

Balance +

Comment | pcharge Lisiisd

Branch |Default | JAndersons Appliances g Upc"?ﬁg‘;[ﬂf‘;‘;‘;‘aﬁzepayi"g

4. On the PIN Pad terminal, have the customer swipe, tap, or insert their payment card.
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Mg
Uy,

Insert, Swfp,e‘, or
Tap Card

Amount
$1,434.69

5. If necessary, have the customer sign on the terminal, and touch OK.

Move/5000 ingenico

[
A

Sign Here

6. A payment line is added to the invoice. The card, authorization and transaction ID appear below the
“Entry Method” in the highlighted area
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B3 - Invoice # RSODOD0174 - Nelson, lim - Review Payment = ||= @
Type | Pack | Item | Loc | Description | aw] Amount] oty ] Tax I Statug I QoH |
b odel Mo WwRS355MHE FwiH 36 55 FRIDGE. EL 1 274318 MY Open T
Mizc Mo DELIVERY Delivery Fees 1 100.00 MMM
Payment EPCTP 1] 158617 MMM Open

200,00 MNN  [pen
- HHN

Payment EFPCTF 1]
] i
Mizc Mo CCUPC CC Upcharge Fee 1 52 MMM

Item T Madel T Labar T Misc T LCormment T Wwlarranty T Payment T Tax T Package T Signature

Payment Type  [EPCE | [EP&5S Credit Card Amount [ 1434E8  Tendeied Tiiptt [ 1
Entry Method  |[FIN Pad Receipt  Previsw I Print I Emnail ! Irvvice Total bl Date Posted
Card [z - s 0243 | - Payments 3,220.86 00/00/00
Auth # [429238 | 741D [2256435977 | PINPad B
: - : 1 e Status
Click here to view/change address for this payment Shaow Signature Charige
A ] | | 836;3?';2024
Cashedoutky [ | On [00/00/00 | at | Madified
Branch ]Default _] ]Andersons Appliances l:l 00,0000
| i Ranakat Invoice Total
e Header ] Add I Edit I Yoid J Esit J &dd From Cart ‘ |||||||||“| 320006
G % | 0.0

Form Keyed

Adrian and Elizabeth Foster sauntered into Andersons Appliances hand in hand looking for the beverage center
KUBR214KSB recommended to them by their interior designers, Inderjeet and Priyanka Chopra. Fred
Nickerson, the General Manager, happily greeted them and showed them the product. Adrian and Elizabeth
Foster agreed to take it and gave Fred a 50% minimum deposit.
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1. Create Inv RS00000173 and collect 50% deposit. Select the payment type, fill in the amount, choose the

entry method and click OK.

£ Invoice # RSD0000173 - Foster, Adrian and Elizabeth - Addl Payment =N
Type | Pack | ltem | Loc | Desoiption | Oyl Amount| Tas | Status | 00H |
Modsl Mo  KUBRZI4KSE 9wH 24 BEV CENTRE, 55 1 388806 NYY Open /0
Misc No  DELWVERY Deliveny Fees 1 10000 NN

e | Model | Lshor | Misc

Papment Type  [EPCC | [EPASS Credit Card

Entiy Method ¥ Save Credit Card for Future Use

Click here to view/change sddress for this papment

Comment |

Brarch |Default | [Andersons Appliances

Amount

| Comment | Waraniy | Payment | Is

| Package | Signatue

2305.27 Tendered

Irvwoice Total 4.454.62

- Payments

Balance
Upcharge *

Balance +
Upcharge

* Upcharge based on paying

the full balance

Triph[ 1

Minimum Deposit  2,305.27
Deposit Received 0.00
Deposit Required 2,305.27

Invoice Total

4,454 62
G % [ili]

Cancel

2. The EPASS payment screen appears after clicking OK. The Billing Information auto populates based on
the bill to information. Click Next.
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5 Invoice = RSO 72~ Foster, Adrian and Elizabeth - Add Payment
Type | Pack | ltem | Loc | Deseription | oty|  Amount] Tax [ Staus | DOH |
Model No  KUBRZ214K58 SwH 24 BEV. CEMTRE, 55 1 388806 MNYY  Open (1]
Misc No  DELWERY Delivery Fees 1 10000 MNN
tus | Name
4a EPASS Payment Processing - Invoice # RS00000173 = o s
ltem T Model T Labor T Misc T LComment T Yl arranty T Payment Tan

Fapment Type  [EPCC | [EPASS Ciedit Card Amaunt 230627 Charge Amount: $2305.27

Billing Information

Please enter the following information exactly as it appears on the card statement.
Required fields marked by *

Iraice Total

Entry Method Form Keyed L [ Save Credit Card for Future Use - Payments

Balance
Upchargs

Click here to view/charige addrsss for this payment

Balance + Name On Account * Adrian and Elizabeth Foster
Comment [ Upchaige A5
B S T s v First Name  Adrian and Elizabeth
Branch Upcharge based on paying
ranc |Default J |Ande|snnsf3«pphances tha full balance
Last Name  Foster

Minimum Deposit 2.305.2?
Deposit Received 0.00

Address One 2514 Kulshan Street
Deposit Required 2,305.27

Address Two

City  Belingham

State WA
Zip * 98244
Country  United States of America v

3. Fillin the credit card number and click Submit.
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P Inunicing

£57 Invoice £ RSDOO00T73 - Foster, Adrian and Elizabeth - Add Payment

Typs | Pack. I Item | Loz I Description | Dly' Amountl Tax | Status | Q0H |
Model Mo KUBR214KSE 9wH 24 BEV. CENTRE, 55 1 386806 NYY  Open 0/0
Mise: No  DELIVERY Delivery Fees 1 10000 MNM

44 EPASS Payment Processing - Invoice # RS00000173

tem | Modd | Lsber | Mise | Comment | Wawany | Papment | Tax

Payment Type  [EPCC _ | |[EPASS Credit Cad Amount 230627

Irweoice Total 4 454 B2|
Entry Methad Ime Keyed >| ¥ Save Credit Card for Future Use Pyt

Card Number

5454 5454 5454 5454

Balance

Click here to view/change address for this papment Upcharge * 155,91

Balance +

Expiration cw

12128 222

Comment |

Branch [Defau | [Andersons Appiiances E uDCh;:g’?ﬁr;‘;fasg:

Minimum Deposit A ..
Deposit Received 0.00
Deposit Required  2,305.2 Submit

Privacy Policy

By clicking Submit, you agree 1o our
Privacy Policy and consent to the use
of your transaction information for
processing this transaction and for
fraud and risk management

4. The card, authorization and transaction ID appear below the “Entry Method” in the highlighted area.

Type | Pack | ltem | Loc | Dessiption | ow|  Amount| Tax | Staws [ 0OH |
Model Mo KUBRZI4KSE 9wH  24BEV. CENTRE, 55 1 388806 NYY Open 00
1 MK

Misc Mo DELIWERY Delivery Fees

2 1 {H
Misc Mo  CCUPC CC Upcharge Fee 1 20.68 NMN

e | Model | Lshor | Misc | Comment | Wamanly | Payment | Tax | Package | Signature

Payment Type  [EPCE | [EFAS5 Cradit Card Amount ZaEaE | Tenteed Trigt[ 7
Eny Method  [Form Keyed Fecsipt Preview |  Print |  Emsi | Invoice Total Daate Posted
Card Mastercard - s EAEL - Payments 00/00/00

Auth T ID 2260254264 A O Y W Balance

" y “ Stat

Click here to viw/change sddss foi this payment  Show Sianstwe | | Changs
pen

Comment [ Gizaled

Cashedoutby [ ] On 00000 Jat[ ]

Branch [Defaut | [Andersans Appliances [ oo

Cammit

Serial | Spli

- Invoice Total
j’ Header | odd | E@t | wod | et | acdFomCat | ]mml“l 15D
G a0

International Card

Jim Nelson is a Canadian resident who owns a property in Bellingham, WA. He purchased a new fridge for his
US property with his Canadian credit card.
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1. First, we need to set up the Bill To Customer and Ship To Customer for Jim Nelson’s Canadian and US

o Edit Customer 232595-1 Nelson == Ech Edit Customer 232555 Nelson ===
Details ‘T Contacts TMalImg AddrT Map T Pricing T Credit \f Mailing List T Wweb T DucumentsT [=OMotepad Details iT Contacts TMamngAddrT Map T Pricing T Credit T Mailing List T web T Docurnerts T =JMatepad
Accourt # 325051 Open/Tatal Invaices: 14 + gt";”lp‘i& Account # 30555 DOpen/T atal Invaices: 10/11 Ugtp;"tpaw
pt Out -~ Opt Dut-
LastHame  [Welson LastMame  [Nelson
¥ Do Nat Mail ¥ Do Mot Mail
Text Text
FirstName  [im Cel [ | W DaMotEmal Cancel Ini| | Firstame  [Jim Cell W[ | ¥ DaNctEmal Cancel
Addiess 1 600 25th Stieet Home: I §| W DoNotTes _ | addess 4658 Canada 'way Home I || ™ DoMNotText )
Address 2 Swhork [ ¥ Do Mot MMS s J Address 2 ‘wiork [ % Do Mot MMS Hitoy
City Belingham [ : City Buinaby [
i fwa  DerProne = Updats Shat [fE OterPhone . Update
o ™ Contact =e ’ ™ Contact
Zip Code 96225 Infa Zip Code: WEG TKE Infa
Country United States of America [inelson@gmail com ™ Declre Courtiy linelson@gmail com I Declne
Contact i | Contact |
Bill To Account Website Update: Bill To Account ] Update
Open Open
Table 1 Sale Referal Invoices Table 1 Sale Refenal Invoices
Create a customer record Create a customerrecord |
Prefened E Prefenad i 1
Comieete || Tiee | with the US address. T ey [Pl e [Vae ¥ \yith the Canadian address. - —
Set Set
Preferred Preferred
Contacts Cortacts

2 C"reat-e_ an invoic;e wi-t-h thé Bill :Fo Cﬁstomer Number "232"595. Use the US address customer number

232595-1 for the Ship To Customer.
{\ Edit Invoice # RS00000182 - Nelson, Jim =] =

Invoice T Contacts T Service T Dispatching T InvoiceEont.T “warranty T Documents T E=dMotepad

View Print Histo Related Invoices T Follow Up }8.-"29.-"2024
||

Invoice # | RE0O000182 [8/27/2024 | ScheduleDate [si27/2024 | Pickuwp [oD/DO/OD |
-
Job Status UNCOMFIRMED | Select the Canadian

Invoice Type _| |Pstail Sales PONuber [ | address customer
ment TYRe [ap | [Papment Before Delivery Reference — =i number for the Bill To.

Payment Link
32508 sty |

ShipTo |232595_1 History Bil Ta

Use the US address
customer for the Ship To.

L Melzon, Jim [™ Financed  |Melsan, Jim
B0 25th Street 4668 Canada Way
C =] Bellingham, wia, 38225 Bumaby, BC, CA, VGG 1K8
ustamer jnelson@armail. com jnelson@gmail. com
Motepad
Phone | og
Customer Phone Log
Total Created -
Salesperson 1 [CL&RA | [Clara Chao S 406053 It jererzoze f17.30
2 | | Modified -
Salespersan 2 | | E4 T Status f—Dpen .0. fied | |ss2zr2024 1735
S sle Fieferral - : Finizhed ] ]UU.-"UU.-"UU ]
alz Referal  [RTN | |Retuming Custamer ]8.-"30.-"2024 R
MinDepost [ 5000 % { st [oo/o/on |

Invoice Audit Trail
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3. Customer is making a minimum deposit. Process the partial payment using the entry method “Form

B Invoice = RS00000182 = Melson, Jim

Keyed”. The Billing Information is populated with the Bill To Customer information.

- Add Payrment

(sl®]=

Type | Pack [ item

| toc [ Desciption | oyl anount|wy [Tex [Stews [aoH

Model
Misc

No  MFI2263FRE
Mo  DELIVERY

4k EPASS Payment Processing - Invoice = RS00000182

Charge Amount: $2063.99

9wH  33FRENCH DOOR.BL 1

3487.38 NPT Open 10
Delivery Fees 1

100.00 NN

em | Modsl

Billing Information

I Lo | Mee | Comment | Warenty | Payment | I | Packege | Sigoalwe

Piease erter the following information exactly as it appears on the card statement. Payment Tipe  [EFCC

Required fields marked by *

| [EPASS Credit Card Amount

[ 206358 Tendered Tiig# [ 1

Name On Account * Jim Neison Erty Method
First Name

Last Name

Jim

Neison

Fom Keyed ~

Click hese

Invoice Tetal
“Pameni

Balance 3.388.39

[V Save Credit Card for Future Use

addiess fo this payment

Upchaige* [ 13959

Address One

4668 Canada Way [

i

Upcharge:

Address Two [Dretauit

City  Bumaby

Province

The information is populated based on

BC the Bill To Information.

= Upcharge based on paging
the tull balance
Minimum Deposit  2,063.99
Deposit Received  0.00
Deposit Required 2.063.99

| [andersons Applances

Postal Code *
Country

Cancel

4. Enter the Canadian credit card number.

55 Involce RSO000DTEZ - Nelson, Jim - Add Payment

—Ineoics Tol

[ zams

El
GMz[ dg

[s=]=
Type | Pack | Item | Loc | Description | Ow|l  Amount|wiy | Tax [Staws | 00H
Model No  MFIZZ63FRE 9wH  33FRENCH DOOR. BL 1 346734 N Dpen 10
Misc Mo DELIVERY Delivery Fees 1 100,00 NNM
4x EPASS Payment Processing - Invoice # RS00000182 = o X
If
-
2
Card Number Pem | Mosel | Labor |  Mgo | Commenl | Waenty | Pagment | Ia | Package | Sgnatue
5413 33008960 4111
Payment Type  [EPCT | [EPASS Cradit Cad Aot 206399 Tendered | Trph[ 1
Expiration cvv Invoce Totdl | 396839
—— | EriyMethod  [Fom Feged ~| & Save Credit Cardfor Futura Use .
12128 [ 201| ‘ E—— Pamas
r anadian credit . e
card information. ) ) ) Eas
Llick hete lo view/chanie addiess for this payment Upcharge * 13959
Balance +
T Conrment [ Opehage [ 2173
Submit e
Branch [Default __| [Andersons Applisnces """fh'g e
Minimum Deposit  2,063.99
Privacy Policy Daposit flacei .00
By clicking Submit, you agree to our Deposit Required  2,063.99
Privacy Policy and consent 1o the use R
of your transaction information for =
0K 2988,39
processing this transaction and for ‘ —I oM Xi'_un
fraud and risk management.
hd

5. The payment is processed.
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B3 Invoice # RS00000132 - Melson, Jim - Review Payment E’ -

h Type ] Fack 1 Ibem ] Lo 1 Cescription 1 Q!}ll Amounti Wty J Tax 1 Status j G0H
Model Mo MFI2265FRE FwH  I3FREWNCH DOOR, BL 1 348734 M Open 0.
| Misc Mo DELMWVERY Delivery Fees 1 100.00 MMM

HHMH  Open

| Mizc Mo  CCUPC CC Upcharge Fee 7224 MMM

=,

ltem T Model r Labaor T Mizz r LComment T WwWharranty T Payment T Tax T Package T Signature
1 Papment Type  [EPCC | [EPASS Credit Card Amourt 2,063.95 Tip#[ 1
Entry Methad Form Keyed Receipt Preview | Print I Email l Inveice Total GHLENEE Date Posted
Card |Mas_lercar_d e e R | - Payments 206393 0000400
Ath 8 [118144 | Tx ID 2256445613 | &g ooy Bal T
: ) . . . e - Shatus
Click here to views/change address for thiz payment Show Signature Change
pen
Comment I ; .. ea;zc?l'fzuzd
Cashedoutby [ | On [00/00/00 | at | Madified
Branch |Defaull _j ]An z0hs Appliances |:| 00/00./00
The payment was processed
without issue. ———
— Inwoice Total -
Header ] Add I Edit ‘ Void J Exi I Add From Cant I ummml] 4.060.63
| G % | 0.0

Credit Card on File
1. Select the Credit Card on File entry method.
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E3 - Invoice # RSD0D00173 - Foster, Adrian and Elizabeth - Add Payment

S|

Tupe | Pack | Item | Loc | Description J Oty | Amounll Tax | Status | ooH J
Model Mo KUBRZ14KSE IwH 24 BEY. CENTHE, 55 1 388806 MNvy  Open U]
Misc Mo DELIWERY Delivery Fees 1 10000 MNM

Payment ERCE o 230527 NNN  Open

Misc Mo CCUPC CC Upcharge Fee 1 8068 NNN

bem | Model | Labor | Mge | Comment | Waranl | Pagment |  Tax | Package | Signatue
Paymert Type  [EPCC __| [EPASS Credil Card Amount 500.00 _Tendered T[T
Invoice Total
EntyMethod  [Credit CadonFile = - Papments
Card | | —_—
Balance
Click here to view/change address tor this pavmel Upcharge *
i Balance +
Carmment ] | L!pcharge
Branch [Default | [Andersans Appliances i Upchf':gmazzfaﬁgenawng
Invoice Total
- Cancel 1530
GM % 00
2. Select the card number from the dropdown list.
3. Click OK.

-{ % ROD0D00TTE - Foster, Adian snd Elizabet =i
Type | Pack | ltem [ Loc | Description | o] Amount| Tax | Status | G0OH |
Model Ho  KUBRZ14KSE SwH  24BEV. CENTRE. 55 1 383306 NvY Open 00
Mise Mo  DELMERY Delivery Fees 1 10000 MMM
Payment EPCC 0 230527 NNN Open
Misc Mo CCUPC CC Upcharge Fee 1 2068 MNNM

Jtem T Modsl T Labor T Mizc: T Lomment T Wdananty T Payment j’ Tax T Packags T Signature
[EPASS Payment Processing L
Paymg Amount 50000 Tendered Tiph[ 1
Transaction in progress. Please wait Inwoice Total 535.30)
Eoy - Payments
Card
—
= e Upsharge * 76,05
Balance +
Comment | Upcharge
Branch [Detaut | [Bndersons Applances % ”Dchﬁggj‘:}ﬁts‘iﬂﬁgeﬂﬂyinu
e ] “aced 45330
G % 0.0

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1




=rUASS

R&D Business Systems Ltd.
P 604.439.1115

TF 888.629.4218

E sales@epass.software

4. Once the transaction is processed, you'll see the card, authorization and transaction ID below the entry

method.
£3 - Invoice # RSD0DOO173 - Foster, Adrian and Elizabeth - Review Payment =S
Type J Pack ] Item | Loc ] Description J Oty I Aot | Tax ] Status ] Q0H J
Model Mo KUBRZ14KSE IwH 24 BEY. CENTRE, 55 1 388806 MNvY  Open ]
Misc Mo DELIWERY Delivery Fees 1 10000 MNM
Payment ERCE a 230527 NNN  Open
CC Upcharge Fee 8068 NNN

Misc Mo CCUPC

CC Upcharge Fee

ltem T Model T Labar T Misz T LComment T Warranty T Payment ]’ Tax T Package T Signature

Payment Tyne  [EPCC | [EPASS Credit Card Amount

5000 crded | Tipd[T

Entry bethod  [Credit Card on Fils Receipt Freview |  Pint |  Email | Invoice Total | 4.552.60) Date Posted
Card - Payments 2,805.27) 00400200
Atk [P39293 | reim[e2mesedsm | mvssow[vd I | | g T
clance .
Click here to viewschange address bor this pavment Show Signature Change
pen
Eommert I . e:;:izaz-t
Branch [Detault | [Andersons Appliances l:l 00400400
5 Invoice Total
mimit || Disegunt
e J Header ] add ] Edt ] Void ] Ext ] Add From Cat ] I_Ilﬂllllllﬂ FEE]
GM % 00

Automatic Clearing House (ACH)
Pre-Authorized Debit (PAD) Agreement

Before using EPASS Pay ACH to take payments from your customer, you must have a Pre-Authorized Debit

(PAD) agreement on file between your business and the customer.

EPASS does not generate PAD agreements. Follow your local and state laws and consult with your financial
institution to create a legally binding document before using EPASS Pay ACH.

1. Click the Payment tab, select ACH as your payment type and enter the amount.
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B3 Invoice # RSD0D0D213 - Foster, Adrian and Elizabeth - Add Payment = |[-=
Type | Pack | Item ] Loc | Description | ol Amount] Tan ] Status I Q0H |
Madel No  KREL103ESS FuH J0BOTTOM MOUMNT, 55 1 285765 NYY  Open 38/
Misc No  STAO000007 MANLFACTURERS PROMOTION 1 000 NYy
Mizc Mo TRIF8D Delivery Feex 1 8000 MMM

Select the ACH Enter the payment.

payment type.

Labaor T Mizc T LComment T W aranty T Payment T Tax Signature

d PaymentType  [EPACH | |EPAS5S Pay ACH dmount | Bono0  Terdered Trip#t [

Irweaice Total 3,280.57)
Entry Method iForm Keyed - v Save Account for Future Use ke
=)

Click here to view/change address for this pavment Change
Commet ] "
Branch |Default _| |&ndersons Appliances

Minimum Deposzit  1,640.23
Deposit Received 0.00
Deposit Required 1.640.23

[~ Invoice Total i
Ok | Cancel 328057
G % ; [illi]

2. Verify the customer’s information, and then click Next.
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&4 Invaice = 3 - Foster, Adrian and Elizabeth - Add Payment o ==
Type | Pack | lem | Loc | Desciption | Ol Amount| Tax | Statws | QOH |
Model Mo KRBLIDJESS SwH B0BOTTOM MOLNT, 55 1 285765 NYY  Open 88/
» : Misc Mo 5TAOODOOT MANUFACTURERS FROMOTION 1 0o MY
= * =
Lol S e R S ‘L Mise Mo TRIPEO Delver Fees 1 8000 MMM

Charge Amount: $600.00

Please enter the following information exactly as it appears on the card statement.
Required fields marked by *

The billing infarmation is pulled from
the Bill To Information from the invoice.

Name On Account * Adrian and Elizabeth Foster

FirstName  Adrian and Eizabsth /

LastName  Foster lem | Model | Lsbo | Misc | Cowert | Weieniy | Payment | I | Packegs | Signelue
Address One 2514 Kulshan Street

Payment Type  [EPACH _| [EPASS PapACH Amount 600,00 Tendered Tiipt[ 1
Address Two

Ci Bellingham Invoice Total 3,280.57|
4 Entry Method Farm Keyed - ¥ Save Account for Future Use B

State WA
Balance
L Click here to view/shange address for this payment Charige
Country  United States of America v

Comment [
Branch [Defauit | [Andersons Appliances

Deposit Received  0.00
Deposit Required 1.640.23

—lnvoice Total
328057
GM % 0o
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3. Enter and verify the customer’s Account Number, Routing Number, and select the Account Type.

4k EPASS Payment Processing - Invoice # RS00000213

Account Number

------

Verify Account Number

123456

Routing Number

065400137

Account Type

Personal Checking

Privacy Policy

By clicking Submit, you agree ic our
Privacy Policy and consent to the use
of your transaction information for
processing this transaction and for
fraud and risk management.

4. Click Submit. The ACH payment is processed and added to the invoice.
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<

i . ==
i Type ] Pack ] ltem ] Loc ] Description ] Qtﬂl,l] Amount1 Tax i Status i G0OH J

Model Mo KREL10SESS FwH 20 BOTTOM MOUNT, 55 1 285765 NYY  Open 984

Misc Mo STAODO0COO1 MANUFACTURERS PROMOTION 1 oo Ny

Misc Mo TRIFE0 Delivery Fees 1 8000  MNM
4 Payrnent EPACH ] B0000  MWHN  Open

Item T Hodel T Labar T Misc T LComment T W arranty T Payment T Tax T Package T Sighature
Pagment Type  [EPACH | [EPASS PapACH dmount [ BO0OD Triph[ 1
Entry Method Form Keyed Receipt Preview I Print J Ermnail ‘ Invoice Total 3.28057 Date Posted
decourt |Fersonal Checking - =sssssess 5| - Payments £00.00 00/00/00
Auth # | |remfeeesazie Javssow[ || | gy 258057

: . . : dance [ 268057 e
Click here to view/change address for this pavment Show Signature Change
S | egijgxznm
E Cashed out by |:| Or [00/00/00 | ot | P
Branch |Detault | |&ndersons sppliances Minimum Deposit  1.640.29 I:I 00/00,/00
Deposit Heceived 600.00
Deposit Required 1,040.29
—Invoice Total
Header | add | Edt | wvod | Est | AddFromcan | 1T
| GM % 0.0
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Declined Payments

What happens when you have a declined payment?

When a payment is declined, EPASS will write a payment line with the description “Declined Amount Requested:
(dollar amount)” and 0.00 under the amount.

B Inieiting e e

4a EPASS Payment Processing - Invoice # RS00000184 — (=] X | Invoice & 000184 - Foster, Adrian and Elizabeth. - Add Payment o |[& =
A oL Twpe | Pack | tem | Loc | Description | o] Amount|wiy | Tas [ Status | 0OH
Model No  YWMC30516HZ SwH 1.6 CU FT COUNTERTOP MICROWAVE, 55 1 7760 Y Open A

o | Mic No  TRIPED Delivery Fees 1 8000 NHN

Charge Amount: $2.67

Please enter the following information exactly as it appears on the card statement.
Required fields marked by *

R

Enter the payment amount.

Mern | Model | Lsbor | Msc | Comment | Wamany | Pagment | Ia

Signature

Name On Account * Adrian and Elizabeth Foster

FirstName  Adrian and Elizabeth Payment Type  [EPCC | [EPASS Credit Card Amount 267 Tendered Triptt[ 1
Last Name  Foster IaiseTe 53314
Address One 2514 Kulshan Street Entry Method Form Keyed - [+ Save Credit Card for Future Use - Papmerts
Address Two (i
City  Belingnam Click here to view/change address for this pavment Upchage® [ 17.6]]
EBalamce +
rates 0y The customer information is Coyrert [ Uochare
= Upch: based
Zip* 98244 populated from the Bill To Customer Branch [Default | [Andersons Appliances Lo a:geluli‘;‘:hﬁgepa 9

information.Click Next.

Minimum Deposit  260.38
i Deposit Received 0,00
Deposit Required 260,38

Country  United States of America

oK 503,14
GM % a0
£ lnvoicing | =1l |
i EPASS Payment Processing - Invoice # R300000184 L invoice - Foster, Adrisn and Elizsbeth - Add Payment
Type | Pack | lem | Loc | Description | aw|  Amount|ww | Tax | Status | QOH
Model No  YwMC3051EHZ SwH 1.6 CU FT COUNTERTOP MICROWAVE, 55 i 377.60 MYV Open 71
Hisc Mo TRIFE0 Delivery Fees 1 80,00 NMH

Card Number

4895 2810 0000 0006

Expiration cvv
lem | Model | Labw | Mge | Commen | warany | Pagment | Tax | Fackage | Signawe

12123 222 We are using the Entry
Method "Form Keyed". Fayment Type  [EPCC | [EPASS Credt Card Amount 267 Tendered Tig[ 1
Enter the credit card
number. _ Invaice Total 503 14)
ErtyMethed  [Fom Keped v ¥ SaveCiedit Card for Future Use e

Balance 503.14)
Pifvaicy Policy Click here to view/changs addiess for this payment Upchange T7E
Balance +

By clicking Submit, you agree to our Comment [ Upcharge ﬂ

Privacy Policy and consent to the use Branch [Defaut T e * Upcharge based on paging
5 ol the full balance
of your transaction information for s :

processing this fransaction and for ::::::"Ht':::d 253'33
fraud and risk management. Deposit Required ~ 260.38

-nvoice Total

A03.14
G Z [ilt]
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= = I = lEE
Fs Invoice = RSODD00184 - Foster Adran and Elizabeth Addl Bayment | = ” = | 2
Type ] Pack J Item ] Lac ] Description | Qt_\.li .&mount] Uy ] Tax 1 Status 1 G0OH
odel Mo vWwWMC30516HZ $4H  1.ECUFT COUNTERTOR MICROWAVE, 55 1 37780 WYY Open 14
Mizc Mo TRIPED Delivery Fees 1 0,00 MMM
ode A
: | Branch| custopp—= ! : In this example, we used an
Defaul| 36024 EPASS Payment Processing x expired card. Click OK.
ed|1 350248
ed|1 360245 - = 5 T
c ransaction request was declined.
ed :11 ig;:; _I_;\ - S LComment T W arranty T Papment T Tan T Package T Signature
1 232588 Dzssgr?Stsizn'oTr:hsaction declined due to expired card |
1 23258¢ Card Issuer Response Code: 54 5 Credit Card Armnount | 267 Tendered TripH f_f
ed|1 232588 Card |ssuer Response Description: Expired card
ed|1 232585

i
J Detail Bievie

¥ Save Credit Card for Future Use

Llick here to view/change address far this payment

| Carnment |

Branch | Default

i

Anderzons dppliances

Invoice Total
- Payments

Balance 50314
Upcharge *

Balance +

Upcharge

= Upcharge based on paying
the full balance

Minimum Deposit 260.38
Deposit Received 0.00
Deposit Required 260.38
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3.+ Invoice # RS00D00184 - Foster, Adrian and Elizabeth - Review Payment

Type ! Pack ! [tem | Loz ! Description I Oty | .t’-‘«mc-unt] ity _l Tax _I Status _! G0H
todel Mo wC30516HZ FwH  1.6CUFT COUNTERTOP MICROWAWE, 55 1 37r.an My Open 11

rizc Mo TRIFSO Delivery Fees 1 20.00 MM
Declined. Amount requestas i .00 MMM Committed

A declined payment line
record is written on the
invoice.

Item T Model T Labor T Mizc T Comment T Wharranty T Papment ]/ Tax T Package T Signature
Tip[ 1

Entry Methad Receipt Pleviewj Print J Email i Irvvice Total S Date Posted
Card [ilsa - s I0G | - Payments 0.00 00/00/00

Auth # | | T«ID |22565E|DB?"'1 | ANE £ DY Balance 503,14
: : : : Statuz
1 Click_here to wiew/change address for this payment Show Signature Change

Created
Cammient |

-L _8;’28.:"2024
Cashed out by I:I On (0000400 | at | Moadified
Branch |Defaul _| |&ndersons Appliances Minimum Deposit 251.57 |:| L

Deposit Received 0.00
Deposit Required 281.57

FPayment Type  |EPCC | |EPASS Credit Card Amount I nog Is

 Invoice Total —

ﬂeaderi Add ] Edit ] Yoid ] Exil ] Add From Cart ]lllﬂlllllﬂ [ &mi4
I ;

g 4a EPASS Pay MerchantTrack

= EPASS Pay MerchantTrack

- d U e
Dashioard
$ : Pare
m;::"" Merchants: Date Type: Auth Date Transaction Types: Time Zone: Mountain
ePASS.Merchant.1 All
- Start Date: 8/22/2024
Virual
e End Date: 8/28/2024
H >
Terminats
ICY FB Report Data
Reperss
Showing Records 1 - 100 of 123 Results per page: 100 ~ Time Zone =~ Mountain L

The transaction appears in Merchant Track =
with a "Failed" status and the error BB Saxiia bt

message

« [ENER -

Merchant Display Transaction Auth Date V‘ Invoice Last Processing Funded Funding
Name D - Number Name on Account 4 Network Amount Status Error Message Date D
ePASS. Merchant.1 2256500874  8/28/2024 2:50:55 PM RSD0000184 Adrian and Elizabeth 0006  Credit $2.67 Failed Transaction declined - Expired
Foster Card. Request another form of
payment
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B3 Invoice # RSO0D00184 - Foster, Adrian and Elizabeth - Review Payment = Eoh <"
Type | Pack | ltem | Loc | Description J Oty | Aot | ity | Tax | Status | ooH
Model Mo vwhC30516HZ SwH  1.6CUFT COUMTERTOP MICROWSWE, 55 1 377.80 Ny Open 141
Pz Mo

TRIF3S0 Delivery Fees 1 50.00 RIT]

Declined. Amount reguest .00 MMM Committed

A declined payment line
record is written on the
invoice.

Item T Model T Labor T Mizc T Comment T Wharranty T Papment T Tax T Package T Signature
Pagment Type  [EPCC | [EPASS Credit Card Amount Dog  Tendsied Tiptt[ 7
Entry Methad Feceipt  Preview I Print J Email I Irvvice Total S Date Posted
Card [Visa - oo 0006 | -Payments | 0.00) 00/00/00
Auth # | | T«ID |22565E|DB?"'1 | ANE £ DY Balance 503,14

Sta
Click_here to wiew/change address for this payment Show Signature Change
| ommitte

Cormment I | | eaa:;calfzuzei
Cashedoutby [ | On [00/00/00 | at | ey
Branch |Default _| |&ndersons Appliances Minimum Deposit  251.57 |:| 00/00/00

Deposit Received 0.00

Deposit Required 281.57

Invoice Total

rtl ﬂeader] Add ] Edit ] ] Exil ] Add From Cart ]ummmﬂ [ &mi4 |
GMx[ oo

Note: You can hide declined payments on the invoice print form through the EPASS Pay Variables.

.El EPASS Pay -

Click to Pay

Baze URL ]https:a"a’n:liu:ktnpa_l,l-stage.epass.snftwarefepass Ok

Profile 1D ]EIEIEaI:u:dEI-‘I 234-5678-3abc-abc0abe0ab33 Cancel
1 | Takenalidity Days 7
4 | Enable URL Shortening I

IJURL shortening service request timeout in zeconds 1 5

3

| Print Merchant Copy of Payment Receipt [ Default Entry Method |F'IN Pad j
" Priet Declined FPaymentz on Invoice 1 Save Cards on File Ta ]Eill To - ]
i . l
. Automatically Print Feceipt on Pinpad Printer W Get Cards on File From |Ei|| Ta - i
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"—-— ( INVOICE #: RS00000184
@ wdersons PP“&’\HC—@S . Date Ordered: 8/28/2024
X --Invoice-- Date Finished:
Andersons Appliances Date Purchased:
6971 Chelmsford Street Reference #:
Richmond, BC V7C 4J1 PO #:
Phone: (604) 274-9984 Job # UNCONEFI
GST# 79494 2580 Page: 1 L
Date Printed: Sep 13, 2024
12:3346PM
Bill To: 3602458596 Ship To: 3602458596
Foster. Adrian and Elizabeth Foster. Adrian and Elizabeth
2514 Kulshan Street 2514 Kulshan Street
Bellingham, WA 98244 Bellingham, WA 98244
Phone: (360) 245-8396 Phone: (360) 245-8596
Tax Exemption #'s:  BCP:
Delivery Date: Wednesday, August 28 2024 Map/Zone: MEV
Pavment Type: Payment Before Delivery Inv Type: Retail Sales
Salesperson: Clara Choo Tax Code: BC PST
Description Qty Extended Cost
*=BCP Exempt
TWAICI0516HZ 1.6 CUFT COUNTERTOP MICROWANVE, 38 1 377.80
JENNAIR, APPLIANCE
Delivery Fees 1 30,00 =
Sub Total 457.80
7% BCP tax on 377.80 26.45
The declined amount does S SRR ——
not show on the invoice.
Invoice Total 503.14
Payment 0.00
Balance 503.14

Printing or Emailing a Payment Receipt

Note: If you are using a PIN Pad terminal with a built-in receipt printer, you can choose to have it print a

transaction receipt automatically.
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1. Go to Tools > System Maintenance > Variables > EPASS Pay, and then select Automatically Print
Receipt on PinPad P_rinter.

Click to Pap
Base UAL e
Frafile |0 Cancel .
Token Walidity Days [ 7 -
Enable URL Shartening [ j
LURL shaortening service request timeout in seconds |—5 I
; } I c "

Frint Merchant Copy of Fayment Receipt I Save Cardz on File To Im

Frint Declined Paymentz on Invoice v Get Cardz on File From Im

Automatically Print Beceipt on Pinpad Frinter v

-65 -
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After a payment transaction has been processed, you can print or email a receipt for the customer.

1. Click the Payment line on the Invoice.

B4 - Invoice # RSD00D0T72 - Foster, Adrianand Elizabeth - Review Payment || [
Typs | Pack | Item ‘ Loc | Description | awl Amountl Wity l Tan J Status J aoH |
Model MNo  KUBRZ14KSE Tw'H 24 BEV. CENTRE. 55 1 3.888.06 My Open o0
Misc Mo  DELMERT Delivery Fees 1 100,00 MMM
Ry EPCC o 2306527 MMM Open
Misc o CCUPC CC Upcharge Fee 1 8068 MNMN

aymer 1 EFCE il 50000 RIS
Misc b MG CCUPC CC Upcharge Fee 1 1750 MMM

Item T Modsl T Labar Y Misc T LComment T M arranty T Papment T Tan T Package T Signature
Payment Type  [EFCC | [EPASS Credit Card Amaunt o000 [ endered Trg#t[ 1
Entty Method  [Credit Card on File Recept Preview | Punt | Email | Irvoics Total BiateBastad
Card [Mastercard - s 5454 | - Payments 00/00/00
Auth # [7a9203 | 11D [2250254337 | avs 2 ow Y7 Basce -

atus
Click here to view/change addiess for this pagment Show Signature ] Change
Comment I ' C E'Eﬂ‘ﬁjzm
T — o i Y —
Branch [Befaut | [Bndersons Appiances [ |[ooome
N - Invoice Total
mit Discpunt
e e I add ] Edit ] Void I Exit I Add From Cart Jlﬂﬂlﬂﬂ]ﬂ 155280
GM % 00

2. In the Payment tab area, do one of the following:

CC Upcharge Fes
ayment 5 0
Misc Mo CCUPC CC Upcharge Fes 1
ltem T Model T Labor T Misc T Comment T Wharranty T Payment Tax
Payment Type  [EPCC | [EPASS Credit Card Amount 500.00 |
Entry Methad Credit Card on File Receipt  Preview I Print | Email I Invoics Tatal
Card |Mastarcard BEsesce BB | - Payments
itk # [739233 | 71D 2250254387 | aws sowv [V 4 PN s
Click here to view/change address for this payment Show Signature Change
Comment J

e Click Print. This will send a payment receipt to the printer selected as the Receipt Printer in
Terminal Settings. (File > Terminal Settings > Printers tab.)

[ Edit Terminal for Branch Default, Andersons Appliances == X

Terminal Printers T Frint Forms T Dimension ExpressT Email Forms T Text Forms

Default Printer |M|c|osnlt Print to POF [redirected 1]
Fieport Printer jAdobe FDF B
Check Printer |4dohe POF

Statement Printer |Adoba FDF
Fieceipt Frinter IBrother MFC-L27200% zeries Printer

Payment Feceipt 1EPA Receipt 1

Cash Drawer Printer 1

Cash Drawer Model ]

Contract Printer ]

=1
=]
=l
=l
=l
=l
=]
=1
=
-66 -
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-OR-

o Click Email. This will open your default Email app and create a new email message with a copy of
the receipt attached as a PDF file.

H SO ¥ Your Payment Receipt for Invoice RS00000173 from Andersons Applianc... =

Message Insert Options Format Text Review Help Q Tell me what you want to do

i

E From chris,ninkovich@epass.software

T cfoster@gmail.com

w
I
o
a

|Z

!

Subject Your Payment Receipt for Invoice RS00000173 from Andersons Appliances

PaymentReceipt240708194100690726800109413040.pdf
) BKB

Thanks for shopping at Anderson's Appliance! It was a pleasure serving you today.

-OR-

o Click Preview. This opens a preview of the receipt that you can print or export as a file.
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B3 Preview Payment Receipt - O bt

TRANSACTION RECORD

Print or Export to
File

Andersons Appliances
6971 Chelmsford Strest
Richmend, BCVTC 471

Phone: (604) 274-9984

PURCHASE CORRECTION

Payment Method Mastercard
Cﬂ.fd_\:umb&f ¥$$$¥$$$¥$$$5454
Entry Context COF - Merchant Initiated Ph Ordar
Entry MMethod Mot Applicable
Response Code 000
Auth Code 564428
Subtotal 544833
Tax 551.45
Total Amount $500.00

AFPPROVED - THANK YOU

DateTime H4-07T0E 19:41:00
Payment Ref 24070815841 00605 726800109413040
Invoice = REDOO01T3
— IMPORTANT -
Retain this copy for your records
— Duplicate —
™
| € >

Refunding a Payment

You can refund a customer's previous EPASS Pay transaction back to their original payment method once the
payment has been batched. This means that you cannot refund a payment on the same day that you take the
payment. Usually, the waiting period is a day.

What if the original payment wasn’t made through EPASS Pay?

Any payments made before you started using EPASS Pay do not have a transaction ID and are refunded using
an alternative method.

Note: You can only refund payments without a transaction ID within 180 days of your EPASS Pay
onboarding date. After 180 days, you can’t refund any payment that doesn’t have an EPASS Pay
transaction ID.

- 68 -
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Refunding an EPASS Pay Payment on the Invoice

1. Open the Invoice Detail in Edit mode.

2. Click the Payment tab.

B3+ Invoice # RS00000092 - Queen, Oliver - Add Payment

Type I Pack I Item ] Loc I Description I Qtyl Amountl Tax 1 I Tax2] T.
Model No DCF14543wDB 9wH 60CHEST FREEZER,145CU ... 1 1,396.77 No Yes |
Model No B3BCDSO0SNS  9wH  36FRENCH DOOR, SS 1 6,040.48 No Yes |
Comment  No Add a payment using Virtual Te... 0 0.00
Payment EPCC Deposit payment 0 3,960.34

Item ] Model ] Labor ] Misc ] Comment ] Warranty T Payment I Ta

Panment Tuns | [N Armonnt [

3. Inthe Payment Type dropdown, select the EPASS Pay Payment Type you are refunding to.

Payment Type | 1 Ar
Comment Code Description il
CASH CASH In'
Branch CHQ CHEQUE K
EPACH EPASS PAY ACH
EPASS Pay Credit Card N
EPDC WS  |EPASS Pay Debit Card B:
EPVT EPASS Pay Virtual Terminal Ct
EXCHG Exchange v

4. Enter the Amount of the refund as a negative. This triggers the refund function in EPASS.
Item T Model ] Labor ] Misc T Comment ] Warranty ] Payment ] Tax ] Packag

Payment Type  |EPCC | |EPASS Pay Credit Card Amount | -3,960.34] Tendered|

|~ Refund without original transaction
Original Transaction

-
TxID I _I Note: Refunds will be processed through Wlth a negative amount
Entry Method | | the same Branch as the original Sale. — entered, this area
Card [ — automatically changes to
accommodate the
refund process.
-69 -
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5. Click the Tx ID browse button.

Original Transaction

TxID I Note: Refunds will be processed through
Entry Method I the same Branch as the original Sale.

Card I

6. Select the original transaction from the list, and then click Return.
B3+ Select Payment Transaction

oo
Bill to Customer Branch Record
Code [232583 | Name [Oliver Queen | [ Default | [171 ] Retum I Cancel |
Trans ID

Amount $ | Card Brand Card # | Entry Method
Default | 3960.34 | Mastercard *5454

2217777148 | 2023-09-14 15:59:06 RS00000092

Payment T
Form Keyed 121141

7. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.
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8. If not already selected, select your Branch from the dropdown.

Branch [Default |&ndersons Appliances

Code Description

1 Andersons South Surrey
Andersons Richmond
Andersons Calgary k
Andersons Ottawa
Andersons Delta Warehouse
efault Andersons Appliances

3
4
9
D

9. Click OK. Once the refund is processed, the result is applied to the invoice.
B3 - Invoice # RS00000092 - Queen, Oliver - Review Payment

Type I PacLl Item l Loc4l Description l Qtyl AmountJ Tail Tax 2J Taﬁl Status
Model No DCF14553wDB 9wH  B0CHEST FREEZER,145CU ... 1 1.396.77 No Yes No  Committed
Model No B3BCDS50SNS  9wH 36 FRENCH DOOR, SS 1 6,040.48 No Yes No  Committed
Comment  No Add a payment using Virtual Te... 0 0.00
Payment EPCC Deposit payment 0 3,960.34 Open
Payment EPCC Declined. Amount requested: -$... 0 0.00 Committed
Order cancelled 0
R Y T [ R Y La: Y ~ (o TSI = - Y o
iiem | Model | Labor | iMisc | Comment | ‘Wamanty | Payment | Tax | Packe
Payment Type  |EPCC __| |EPASS Pay Credit Card Amount [ 3960.34
Entry Method |F0m‘l Keyed I Receipt Preview | Print | Email | Invoice Total 7.920.67 [
Ca(d IMaSlelcald = xxxxxxxxxxxx5454 I = Payments E
R T — L ———
Click here to view/change address for this payment Show Signature Change 0. 00! —
-71 -
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Refunding a Payment Not Made Through EPASS Pay

Transactions not made through EPASS Pay are refunded to a customer's credit card.

Note: Refunding a transaction without the original transaction ID is only allowed for 180 days starting
from the date you on-boarded with EPASS Pay.

1. Open the Invoice Detail in Edit mode.

2. Click the Payment tab.

B3« Invoice # RSODDD0M2T - Melson, James - Add Payment

Tope l Pack l [tem | Lac I Description | E!tyl Amourt | iy | Tax J Stahuz
tdodel Mo WRS3IBSMHE FwH 36 5x5 FRIDGE, BL 1 274316 Mi Open
Fayment ML 1138-2427 n 1653617 MYy Open
<
[kem T todel T Labor T Mizc T Comment T Warranty T anmﬁﬂ Tax
]
I v N 1T - . I

3. Inthe Payment Type dropdown, select the EPASS Pay Credit Card.

Payment Type | 1 s

Comment Code Description i'
CASH CASH In'

Branch CHQ CHEQUE '
EPACH EPASS PAY ACH
EPCC EPASS Pay Credit Card N
EPDC LS |EPASS Pay Debit Card B:
EPVT EPASS Pay Virtual Terminal Ct
EXCHG Exchange ~|
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4. Enter the Amount of the refund as a negative. This triggers the refund function in EPASS.
Item T todel T Labor T iz T LComment T W arranty T Payment T Tax T Fackage

Payment Tvpe  |EPCC | |[EP45S Pay Credit Card Amnount [ -1,535.1?I Tendered

I Refund withaut original transaction -
Original Tranzaction

T#ID ] _J Mate: Refundsz will be proceszed through
Entiy Methad | | the zame Branch as the original Sale. =
alance -
Card
. | . Change [ . .
- . With a negative amount
Comment ]Drder canceled

entered, this area automatically
Branch [Detau | JAndersons Appliances changes to accommodate the
refund process.

—

5. Select Refund without original transaction.

Payment Type  |EPCC __| |EP&SE Pay Credit Card
-lﬁHefund withaut ariginal tranzaction

Entry Method |Eredit Card on File _"_j

Card | _ﬂ

Click _here to view/change address for thiz payrment

6. Select the Entry Method from the dropdown. If PIN Pad is selected, select the PIN Pad you are using
from the dropdown.

Paymert Type  |EPCC _ | |EP&S5 Pay Credit Card

—¥ Refund without ariginal ransaction

Entry Method Forrn Keped ;I W Save Credit Card for Future Use

FIM Pad
PIM Pad F.eyed

Credit Card addrezs for this pavment

Carnrnent |
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7. Click OK. Once the refund is processed, the result is applied to the invoice.

&« Invoice £RSD0000121 - Nelson, James - Review Payment = =R
Type I Pack I Item ] Loc | D excription | Qty] Amountl oty ] Tax ] Statuz | QoH
Model Mo WHRS3I15SNHE  SwH 36 SXS FRIDGE, BL 1 274316 97100

I|_Payrn MC 1138-2427

ent
ayment Crder can

i] 153617

£ >

Item T Maodel T Labar T Mizc T Cormment T Warramnty T Payment T Tax T Package T Sighature

Tip#| 1 -

Entry Method Farr Keped Receipt  Preview I Print I Ernail I Irveoice Total 307234 Diate Pasted
Card |Mastercard < pemEree R AL | - Payments I&I 0040000

Click here ta view/change address far thiz payment Show Signature Change

Payment Type  [EPCC | [EP&5S Pay Credit Card Amaurnt -1 53617

Statusg

Camment |Order canceled i Created

C |[F/eas20zd
Cashed out by |:| O [00/D0/00 | ot | _

Muodified

Branch |Default __| |Andersons Appliances Minimum Deposit  1.536.17 I:I 0000400

Deposit Received 0.00
Deposit Required 1.536.17

 Invoice Total

ﬂeader‘ Add I Edii I aid ‘ Exit J Add From Cart ‘ |||||II||“I [ zoz%
| GM % 0.0

Déscoasnt

Viewing the Refund in Merchant Track
1. Click the Merchant Track button on the toolbar.

4& EPASS - Andersons Appliances
File Invoicing Purchasing ltem Inventory Serial Inventory Custormer GL AR AP Tools Window Help

Z-Pe-0- a9X® Q0 B2 Ofc | am PEER 8 3|07
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2. Click Recent Transactions — View Report.

&a EPASS Pay MerchantTrack

= EPASS Pay MerchantTrack

Dashboard

$

Transaction

Dashboard

Dashboard

- Shortcuts

Virzual
Terminal

H >

Terminals

Search

[

Reparts

View Report

Recent Funding Activity

Recent Transactions

View Report

"

3. The refund appears in the Transaction Report. Click the Transaction ID link to view the complete refund

details.

4a EPASS Pay MerchantTrack

= EPASS Pay MerchantTrack

2]

s .
Transactions Report

=}

H > Merchants:

7%

B3 Report Data

Dashboard / Reports / Transactions Report Parameters / Transactions Report

Date Type: Auth Date
Start Date: 7/18/2024

End Date: 7/24/2024

Transaction Types:
All

Time Zone; Mountain

Showing Records 1 - 16 of 16 Results per page: 100 v TimeZone | Mountain v
< 1 of 1 g Exportto CSV | Export to PDF
Merchant Display Transaction ‘Au(h Date B Invoice Name on Last  Processing Error Funded Funding
Name D b Number Account 4 Network Amount Status Message Date ID

2252692683 772472024 10:32:20 AM RS00000121 James 5454  Credit ($1,536.17)  Batched

Nelson
2252650708 7/23/2024 6:33:00 PM JENNY LOCK 5454 Credit $75.00 Batched 712512024 30183
2252645306 7/23/2024 3:42:22 PM RS00000004 Miki Otake 5454 Credit ($1,249.66)  Batched 712512024 30183
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= EPASS Pay MerchantTrack

[arsadonieels

Transaction ID 2252692683 i . Receipt
Shipping Information
Transaction Date 7/24/2024 10:32:20 AM Cancel Refund
Issuer Settlement Date 7/23/2024
Business Name
Status Batched
Merchant FirstMaime Reconciliation Details
Last Name
Request ID 240724093159329007400112
828788 Addresss Invoice Number ~ RS00000121
Customer ID 232587 Address2 Commodity Code
Address 3 :
Total Amount ($1,536.17) . Discount Amount  $0.00
Create Source API Ciy Shipping Amount  $0.00
Update Source API Store Duty Amount $0.00
Created By Zip VAT Amount $0.00
Creator IP Country VAT Rate
Store and Forward FALSE Ehone Shipped From
Entail dlngas Order Date
Processing Details
M Maste d
Eayment Method s Account Owner Information
Network Type Credit
Card Entry Context Not Applicable
Name on Account James Nelson
Card Entry Method Not Applicable )
3 Business Name
Device ID 0060810007
First Name James
Terminal ID e
Middle Name
Account Last 4 5454
Last Name Nelson
Processor Transaction ID 409857306
Address 1
Create Date 7/24/2024 10:32:20 AM
gomae Address 2
Authorization Total Amount ($1,536.17)
Avith Fada AA20D Address 3 —

Viewing the Refund in AR — Customer Balance

1. After the invoice has been posted, click AR > Balance.

4a EPASS - Andersons Appliances
File Invoicing Purchasing [|tem Inventory Serial Inventory Customer GL AR AP Tools Window Help

E".Q'-'HBD:K! ®®|Hﬁ|{:ﬁ| Transaction Processing ﬁg

Deposit Batch

A/R Histol

Total G/L

Verify Balance
Post Transactions
Posting History
Month End Close

Service Charges

Drop Paid Invoices

Reports

Utilities
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2. Enter the customer’s code in the Customer search box, and then click Search.

e

B AR Balance

Search Options -

= Cuistarner
Cuztomer (& _J |Nelsnn,James 535“3*1 Motepad AR
Credit Limit: | 0an
3. The refund appears in the Current A/R list.
£5.- A/R Balance [= _E_| .
Search Options-
| |Mekan, James Search ENUDS:;;":C; A/R History Ok ‘
Creditlimt [ 000

AR Cument -

[ueDate

i
RSO0000122
RS00000122

Defaut  |Payment  |7/24/2024 | ZMME5]  Mastercard Depost IC 0
Default  |Invaice 742442024 7/24/2004 204551 | c 0
Wigw
~ Invaicing | Wiew AR Balance [ g
| * Invoice |Branch | Date | Delivery | Tatal | Balance | )
V| RSOOOOOTZ] Detaut | 772472024 | 7/25/2028 | 307238 | 307234 | - AR Aging

Current [ om
123 [0 [ o©m
w5 [ om
ees g oo

s+ g | .00
&R + Approved Invoices -:{ju oo

AJF + 40l Open Invoices (@) 307234
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Refunding an ACH Payment

1. Edit the invoice and click the Payment tab.

2. Inthe Payment Type dropdown, select EPASS ACH.
£3 - Invoice # RSO0D00117 - Stark, Tony - Add Payment = o>
Type l Pack I [bem J Loc J Drescription J Oty | Amount | wiy | Tan I Status
Model Mo WRS3I155HHB aH 3655 FRIDGE, BL 1 274318 WYY Reserved
Payment ACHPA, I} 20,00 My Open
FPayment ACHPA Deposit i} 20.00 M Open
£ >
Item T Model T Labar T Mizc T Comment T Waranty T Payment T Tax T Package T Sighature
Payment Type  [BCHPA _EL |EPASS ACH Payment Typs Amalnt 000 Tendered Tip#[ 1
|
Imvaoice Total 3,236.93
Entry b ethod ]Form Feved _:] [~ Save Account for Future Usge - Paprents 40,00
Balance 3196.93
Click here to wiew/change address for thiz payment Change
Comment | -
Branch ]Default _] ].-’-‘mdersons Appliances
Minimum Deposit 161847
Deposit Received 40.00
Deposit Required 1.578.47
e ~ Invoice Total
Diiscount
T e (5] | Cancel 323693
G % 3o

3. Enter the Amount of the refund as a negative.

Item T Model T Labor T Misc T LComment T Warranty

T Papment T Taw T FPackage

| Papment Type  |ACHPA | |EPASS ACH Payment Type Armount | 2000 Tendered
Original Trangaction Ivoice Tatal 3.236.93
TxID ] Mote: Refunds will be processed through - Payments 40.00
the same Branch as the ariginal 5 ale
i lance 3.136.33
Card |
[WNu N
Cornment | With a negative amount
Brarch [Detaul | [Andersons Appliances entered, this area automatically

changes to accommodate the
refund process.
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4. Click the Tx ID browse button.

Original Transaction

TxID I Note: Refunds will be processed through
Entry Method I the same Branch as the original Sale.

Card [ ]

5. Select the original transaction from the list, and then click Return.

£3+ Select Payment Transaction = E
- Bill to Custorner [~ Branch - Record: 0
Code [3438754561 | Mame [Tony Stark | [ Defauk | [[172 ] Rieturn i Cancel ‘

Entry Wethod
(.00 | Personal Checl | Form Keyed |
Personal Checl *678% | Form Keyed |

Auth #

ACH

6. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.

7. If not already selected, select your Branch from the dropdown.

Branch |Default E |&ndersons Appliances
Code Description
1 Andersons South Surrey

Andersons Richmond
Andersons Calgary k
Andersons Ottawa
Andersons Delta Warehouse
efault Andersons Appliances

O W &= W
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8. Click OK. Once the refund is processed, the result is applied to the invoice.

B - Invoice # RSD0000117 - Stark Tony - Review Payment =
Type | Pack | Iterm I Loc I Description ] Oty | Arount | ity | Taw | Status
Model Mo WHS31595NHE FuH 36 5x5 FRIDGE, BL 1 274316 Ny Reserved
Fayment ACHPA 0 20.00 MY Open
Payrnent ACHPA, Dreposit 1] 20.00 My O
: [reposit refunded 1]
< >
Item T Model T Lahar T Misc T LComment T Warranty T Payment T Tax T FPackage T Signature
Payment Type  |ACHPS | |EPass ACH Papment Type Arnourt 0o Ten Trip# 1_1
Entry Methad Receipt  Preview | Prit ! Email I Ireoice Total 323893 Date Posted
Accourt |Personal Checking - === Er2a | - Payments 20.00 00400700
Auth # | |Tuip 225643886 [avssow [ ]| poae EFEE
] ) ) . - Status
Click here to view/change address for thiz pavment Show Signature Change m
Carnent ]Depnsit refunded B e;:’;?‘£2024
Cashedoutby [ | On [00/00/00 | at | il
Branch |Default __J |#nderzons Appliances Minimum Deposit  1.618.47 I:I 000000
Deposit Received 20.00
Deposit Required 1.598.47
—Inwvoice Total —
t Discount
JIE: | Header | add I Edi I Yoid J Exit J Add From Car J ] 3.236.93
GM % 3o |

Refunding Using AR Transaction
How do you refund a customer using AR Transaction?

Adrian and Elizabeth Foster received their fridge and noticed a big dent on the side. They contacted Andersons
Appliances. Andersons offered them a $100 concession. Because the fridge was installed into cabinetry and
wasn’t visible, they agreed to take the offer. Clara, the salesperson at Andersons Appliances, created a negative
invoice (credit note) for the concession damage before helping another client. Clara forgot to process the refund
and by the time, she remembered the negative invoice (credit note) was finished and posted.

Steps to Process a Refund using AR Transaction

1. Create the Negative Invoice (Credit Note).

-80 -
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R Edit Invoice # RS (=& =E ==
i Invoice T Contacts T Service T Dispatching T Invoice Cont. r Warnanty T Docurnents T Notepad
View Print History Relsted Invoices D e Follow Up | 7/25/2024
Invoice # | ASO0000178 [7/23/2024 | ScheduleDate [7r23:2024 | Pickup [on/00/000 |
Cancel
JobStatus [UNCONFIRMED _| [UNCOMFIRMED
Invoice Type: [R5 | [Retail Sales PONurber | Detal ] |
Payment Type [E0D Fayment Before Del : : il
I | [Payment Before Delivery |5 . Related to Invaice #R500000178 i
Pavment| 1 booon
Ship To 3602458506 History 0001
Linked
ey Foster, Adrian and Elizabeth Ll oo
2514 Kulshan Street D00C
Belingharm, W, 95244
CN“SWWQ |360) 2458596
otepa cfoster@amal. com
Bhone Log
MHew Invoice J Wiew Invoice J Edit Invoice J Add Relation J Delete He\allunJ
Salesperson 1 [CLARA | [Clara Chos
Salesperson 2 z e | “Statis r‘-—-—FimshEd [ sl e [0 | TT
Finished |
Sale Referal  [RTN Returning Customer 712312024 e L /es/a0zd (1043
Min Depasit 5000 % | kel L 7/23/2024  |10:43 y
Invoice Audit Trail
= T o = = FiEelds | = S [

Create the credit and link it
to the original invoice.

B_.I-\lwo‘tce #RS000001TS - Foster, Adrian and Elizabeth - Review Misc

Add a $100 concession for the
dented fridge.

o sl

ltem T Model T Labar T Misc I Comment T wharranty T Bayment T Tax T Package T Signature
Mise [ACCOUNTIN._ | [Accounting Purposes Gty | 1 Amount [~ qpopg [ Package Triph [ 1
Mote 1 Wharranty iNo ,1 Cost 1 0.00
Tatal 3
G/LRev [7250 | [Vendor Chargeback i L
Cle ] —-—] J [~ Update History
Cast Cr ] __] J
Branch 1 = Comrmizsion
-
Misc. Link ] ) Created
& TI232024
Caomment - r Modified
¥ BCP I
v ¥ G5T
- Invoice Total
e ‘ Add ] Edit ] ] Ei ] hd [ 31200

G % | 00
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Irwoice T GL st T Adjustment T Papment T Jaurnal Entry T Sy Charge T Mizc
Custemer |3602456596 | |Foster, Adrian and Elizabeth Search by
damourt 11200 Iroice
l ‘ ™ Pay Didest ¥ Frint Receipt ‘
1. Type in the refund amount. S - Ol
20 Payment Type  [EFCE EPASS Credit Card 11200 ]
2. Fill in the payment type. IEE RN e = ! Rl
T Refund without original transaction Bank Acct
3. Select the original s G

transaction.

T=ID 2252634429 I Mate: Refunds will be processed through Bark Rec Type
Ertry Methed [Credit Card on File. the same Branch as the original Sale. Depost

Card |Maslercard Y
Date TA23/2024 I
Fo Ba Dislabotod
Carmrnent I A
¥ I 0.oa
4. Apply it to the negative
invoice. Distribution
Pay Invoice 3 Custarier Code Customer Name Date Balance Arnount Paid
No R 5000001 75 7242024 -7341.25 i
s R500000178 712342024 -112.0 1120
» 0.0 00
*
Fiter 4/R Balance
I Other Customers ok Lancel Impart: A3 25

2. Post the AR transaction

El A/R Transaction Posting ,E

WARNING 1 :
AJR Posting

@ Posting finished successfully.
Posting Batch #: 55681

During the posting process the following files will be updated:
AR Transactions File
AR Posted Transactions File
A/R Hiztory Detail File

GAL Transactions Holding File

PLEASE NOTE: “ou MUST be the only one accessing these files
for the posting to function properly

¥ Transaction List

[™ Preview Posting Drily [ GJL Distribution List
[~ Deposit Batch Repart
¥ Custorner Account List

A/R Posting

i Check the posting reports, %-}Mlll

If the A/R Transactions are correct and the G/L Posting total is § :
Zero, Supplier Maintenance

click < OK> to Post the information to A/R and G/L.

¥ Do Nat Print

Postup to and including Date  |7.29,/2024
Branch | i

For User Created L | |Liza &nderson

0.

If corrections are needed, click < Cancel=.

Add Invoice

Itern Mairtenance

=

3. Check the AR Balance.
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AR AP Tools Window Help

Transaction Processing
Depasit Batch
Balance
A/R History
Total G/L
Verify Balance
Post Transactions

Posting History [~ Search Option: 2 . _ =
M Bt Customer [3E02450596 [Faster, Adiar and Elieateth ius:ﬂme‘jl AL History 0K
olepar
Service Charges Credit Limit: noo
Drop Paid Invoices ~ AR Current
| *Invoice [Branch | Type Date | Duebate|  Amount | Mote |User | Batoh i

Reports 3

RS00000176
RS00000176
RS00000176
RS00000177
RS00000177 | Default
R500000178 | Default
R500000178 |Default | Papment

Default
Default
Default
Default

Utilities

7123/ 2028| 742372024

Invoice

~ Invoicing

[* Invoice | Tope |Bianch | Date | Delivery | Total |
M RS00000173 |\nv0ice |Detault | TI22/2024 | 70202 | 455280 |

Wiew AR Balance [ 734125

Balance
174753 ahpgng
Current. 0.00

2 o[ 7
we o[ om
g8 o [ om
o G W

AR + Open &R Invoices @ 7.341.25
AR+ Al Dpen Invoices @1 559372

The refund has bee|
posted.

Furchasin

4. Check the transaction in Merchant Track.

AP Tools Window Help

PEEE~-® 8 &«

EPASS Pay MerchantTrack

Click Merchant Track to view
the transaction.
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50 E9ASS Pay Merchantrack - A %

= EPASS Pay MerchantTrack

Dashboard
Alternatively, you can view the report.
This report will show you a list of the
Dashboard transactions.
l;t Shortcuts Stats
A » Total Transaction Count
Terminats Recent Funding Activity tecent Transactions 3317
= Total Transaction Volume
Reperts $845,189.12
View Report > View Report Last Transaction Date

7/23/2024 11:52:31 AM MT
Last Transaction Merchant

ePASS.Merchant.1
Daily Volumes Last Transaction Amount
{$112.00)

Last Transaction ID

6

[ <PASS Merchant 1 (USD) [ ePASS Merchant 1 (USD) [N @PASS Merchanl 1 (USD) [E] <PASS Meschant

s7.000

‘You can see the most recent
transaction on the Dashboard.

26 0827 0528 O

5. View the “Transactions Report”.

= EPASS Pay MerchantTrack

Dashboard Dashboard / Reports / Transactions Report Parameters / Transactions Report

Transactions Report

> Merchants: Date Type: Auth Date Transaction Types: Time Zone: Mountain
Terminal ePASS Merchant.1 All
Start Date: 7/17/2024
I
Repors End Date: 7/23/2024

You can also "Export to CSV"

EB Report Data (spreadsheet).

Showing Records 1 - 65 of 65 Results per page: 100 ~ Time Zone MOWW\ b
portto CSV Exportto PDF

Merchant Display Transaction Invoice Last Processing Funded Funding
Name D - Number Name on Account 4 Network Amount Status Error Message Date D
ePASS.Merchant.1 2252635889 7/23/2024 11:52:31 AM RS00000178 Adrian and 5454 Credit ($112.00)  Refunded

Elizabeth Foster

The $112.00 refund is a partial refund of

ePASS Merchant.1 2252634429 7/23/2024 11:36:10 AM RS00000177  Adrian and 5454 Credit $7,376.89  Partially S the original transaction. Hence, why you
Elizabeth Foster Refunded see that "Partially Refunded" status on
the original transaction.
ePASS Merchant.1 2252547997 7122/2024 6:05:04 PM WO00001010 JOAN SMITH **56  ACH $19.00 Failed Transaction declined™
ePASS.Merchant.1 2252547705 712242024 6:02:38 PM W00001010 JOAN SMITH ##56  ACH $23.68 Failed Transaction declined - Invalid Data
ePASS.Merchant.1 2252546829 7/22/2024 5:56:25 PM WO00001010 JOAN SMITH **56  ACH $29.99 Batched
ePASS.Merchant.1 2252546756 7/22/2024 5:55:09 PM WO00001010 JOAN SMITH 6789  ACH $21.00 Failed An error has occurred. Please try

6. Exportto CSV
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i S _

Click Open File

tion Types: Time Zone: Mountain

Export to CSV

- i Time Zone Mountain v

Export to POF

ing Funded Funding
1 Amount  Status Error Message Date D

($112.00)  Refunded

$7,376.89 Partially
Refunded

Formulas  Data  Review  View Help @ Tell me what youwant to do

Transaction ID

A B & D E F G H | J K L M N (s} P Q R 5 T
1 |Transactic Merchant Merchant Auth Date Capture D Issuer Set Reporting Amount  Status Error Mes:Invoice Nt Name on.Last4 ProcessinjFunded Di Funding ILCard BIN  Issuer Res Issuer Res Digital Wel
2 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-2. 2024-07-2. #itfHH# 2024-07-2. -112 Refunded RS00000L7 Adrian am 5454 Credit 545454 0 Transaction Approvel
3 | 2.25E+09 epass.melePASS.Me 2024-07-2:2024-07-2, #gtss 2024-07-2;  7376.89 Partially Refunded RS000001% Adrian am 5454 Credit 545454 0 Transaction Approvel
4 | 2.25e+09 ePASS.Me ePASS.Me 2024-07-22T18:05:04, ittt 2024-07-2, 19 Failed Transactic W0000101 JOAN SMI **56 ACH I
5 | 2.25E+09 ePASS5.Me ePASS.Me 2024-07-22T18:02:38, ### 2024-07-2. 23.68 Failed Transactic W0000101JOAN SMI **56 ACH |
6 | 2.25E+09 ePASS5.Me ePASS.Me 2024-07-2. 2024-07-2; ##tt 2024-07-2. 29.99 Batched WOO000101 JOAN SMI **56 ACH }
7 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-22T17:55:09. #HE 2024-07-2. 21 Failed An error h W0000101 JOAN SMI 6789 ACH t
8 | 2.25EH09 ePASS.Me ePASS.Me 2024-07-2:2024-07-2. ##HE##H## 2024-07-2. -5 Refunded W0000101 JOAN SMI **56 ACH [}
9 | 2.25E+09 ePASS5.Me ePASS.Me 2024-07-2. 2024-07-2; ##t 2024-07-2 70 Batched WOO000101 JOAN SMIT 6789 ACH |
IG_ 2.25E+09 ePASS.Me ePASS.Me 2024-07-22T17:43:37, ##HHH 2024-07-2. 65 Failed An error h W0000101 JOAN SMI 6789 ACH I
11| 2.25E+09 ePASS.Me ePASS.Me 2024-07-22T17:42:46, #HitHH###H 2024-07-2. 65 Failed An error h W0000101JOAN SMI' 6789 ACH |
12 | 2.25E+09 ePASS5.Me ePASS.Me 2024-07-2.2024-07-2. #HiHH#s 2024-07-2, 50 Voided WOO000101 JOAN SMIF 6789 ACH [}
13 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-2:2024-07-2; #HiHHHHE 2024-07-2 60 Batched W0000101 JOAN SMI 6789 ACH t
14 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-2.2024-07-2. HHHH### 2024-07-2, 60 Voided WO0000101 JOAN SMIF 6789 ACH |
15| 2.25E+09 ePASS5.Me ePASS.Me 2024-07-2. 2024-07-2. #itHH 2024-07-2. 60 Voided WOO000101JOAN SMI' 6789 ACH |
16 | 2.25E+09 epass.Mel ePASS.Me 2024-07-2:2024-07-2. it 2024-07-2.  3113.98 Batched RS00000L: Focker Be 5454 Credit 545454 0 Transaction Approvel
17 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-2:2024-07-2; #Hitht 2024-07-2, o remmmTmm T T ) t
18 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-22024-07-2. #H#H##H## 2024-07-2 : 1 |
R 220EH0B SPASSME ePASS M NI2M.07- 2, HI0.OF: it 202y 044 By default, Excel will perform the following data conversions in this file: !
20_ 2.25E+09 epass.MelePASS.Me 2024-07-2: 2024-07-2 #H##HH 2024-07-2) | Ui 30161 545454 0 Transaction Approvel
21| 2.258+409 epass.Mel ePASS.Me 2024-07-2:2024-07-2. i 2024-07-2 l R s 30161 545454 0 Transaction Approve!
22 | 2.25E+09 ePAS5.Me ePASS5.Me 2024-07-11 2024-07-1! it 2024-07-1 Do you want to permanently keep these conversions? I |
i L IRET BRACH M PG Me S 0.5 1 MR O F 1 iniire 2 08 [_JDon't notify me about default conversions in .csv or similar files, !
24 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-11 2024-07-1! HHHH### 2024-07-1 |
25| 2.25E+09 £PASS.Me ePASS.Me 2024-07-1! 2024-07-1' #ssstiss 2024-07-1, ST Dnib GhTher: Help I
26 | 2.25E+09 ePASS.Me ePASS.Me 2024-07-1! 2024-07-1! s 2024-07-1! 60 Voided Woeo0101 X H |
27 | 2.25E+09 epass.MelePASS.Me 2024-07-1! 2024-07-1! ##h 2024-07-1 10 Batched R50000012 5435 0 Transaction Approvel
28 2.25E+09 ePASS.Me @PASS.Me 2024-07-1:2024-07-1: ####i 2024-07-1: 10 Batched 11065 5435 Click "Don't Convert". 0 Transaction Approve
29 | 2.25E+09 ePass.MelePASS.Me 2024-07-1: 2024-07-1! #itte 2024-07-20 10 Failed Operatior CI0000968 5435 |
30| 2.25E+09 ePASS.Me ePASS.Me 2024-07-112024-07-1! HitHHHH 2024-07-1 185.5 Batched Daniel EP: redi 0 Transaction Approvel
311 2.25E+09 ePASS.Me ePASS.Me 2024-07-1: 2024-07-1! ##HH#44 2024-07-1! 185.5 Batched Daniel EP« 5454 Credit 545454 0 Transaction Aporovel
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F2 = fe 7/22/2024 ~
A e s b | €& F | G | H 1 J K L M| N o P Q R s | 7 u
Merchant Issuer ) Issuer Issuer )
Transaction Merchant capture . Error Invoice Name on Processing o’ Digital 3
| - Display Auth Date Settlement  ReportingUpdateDate  Amount  Status Last4 Funded Date FundingID CardBIN  Response  Response Region
D Identifier Date Message  Number  Account Network iy wallet
1 Name Date code Description
2020-07-  2024-07- r
Adrianand
ePASS.Merc ePASS.Merc 23T11:52:31. 23T11:52:31 2024-07- Transaction
2252635889 7/22/2024 -112 Refunded RS00000178  Elizabeth 5454 Credit 545454 00 us
hant.1 hant.1 0470000+00: | 0470000+00: 23T12:25:30.0166667+00:00 s Approved
b = o oster
202407~ 202407 d
. Adrianand
epass.merch ePASS.Merc 23T11:36:10. 23T11:36:10. 2024-07- Partially . Transaction
2252634429 7/22/2024 7376.29 RS00000177  Elizabeth 5454 Credit 545454 00 us
ant.1 hant.1 6170000+00:  6170000+00: 23T12:25:30.0166667+00:00 Refunded e Approved
3 00 00
2024-07-
Transaction
ePASS.Merc ePASS.Merc 22T18:05:04. 2024-07-
2252547957 7/23/2024 19 Failed declined - W00001010 JOANSMITH **56 ACH us
hant.1 hant.1 7270000+00: 22719:25:30.0133333+00:00
Invalid Data
4 [
= Transaction Report has been exported to
ePASS.Merc ePASS.Merc 22T18:02:38. 2024-07-
2252547705 7/23/2024 23.68 Failed declined - W0D001010 JOANSMITH **56 ACH CSsV. us
hant.1 hant.1 0430000+00: 22719:25:30.0133333+00:00
Invalid Data
5 00
202407~ 2024-07-
ePASS.Merc ePASS.Merc 22T17:56:25. 22T17:56:25. 2024-07-
2252546829 7/22/2024 29.99 Batched WO0001010 JOANSMITH **S6 ACH us
hant.1 hant.1 7600000+00:  7600000+00: 22718:25:30.0233333+00:00
6 00 00
An error has
2024-07- occurred.
ePASS.Merc ePASS.Merc 22T17:55:09. 2024-07- § Please try
2252546756 7/22/2024 21 Failed WO00001010  JOAN SMITH 6789 ACH us
hant.1 hant.1 7400000+00: 22718:25:30.0233333+00:00 again later
0 or contact
7 support
2024-07-  2024-07-
ePASS.Merc ePASS.Merc 22T17:50:20. 22T17:50:20. 2024-07-
2252546610 7/22/2024 -5 Refunded WO0001010  JOANSMITH =*56 ACH us
hant.1 hant.1 1470000+00: | 1470000+00: 22718:25:30.0233333+00:00
8 00 ]
2024-07-  2024-07-
ePASS.Merc ePASS.Merc 22T17:44:26. 22T17:44:26. 2024-07-
2252545077 7/22/2024 70 Batched WO0001010  JOAN SMITH 6789 ACH us
hant.1 hant.1 8800000+00: 8800000+00: 22718:25:30.0233333+00:00
9 00 00
An error has
2024-07- occurred.
ePASS.Merc ePASS.Merc 22T17:43:37. 2024-07- Please try
2252544785 7/22/2024 65 Failed WO00001010  JOAN SMITH 6789 ACH us
hant.1 hant.1 9700000+00: 22T18:25:30.0233333+00:00 again later -

Refunding a Transaction where all Lines except the Payment Line is Removed

Adrian and Elizabeth Foster ordered a microwave and paid the invoice in full. A few days later, they were at
Home Depot and noticed that the same microwave was on clearance for $100 off. They decided to cancel their
order with Andersons Appliances. But by then, the payment was already posted. Clara, the salesperson, had to
cancel the order and refund the client.

B3+ Invoice # RS0D000185 - Foster, Adrian and Elizabeth - Add Payment ‘ ==
Type J Pack I Itern J Loc l Drescription ] IJLI,I] Amﬂunt] Tan ] Status 1 Qo0H ] g m
Fayment EFCC 0 62075 Committed Note: The model and delivery
Misc Mo  CCUPC CC Upcharge Fee 1 17.61  NNN Charges were de|eted from the
invoice with the credit card upcharge
remaining.
Enter the Payment Enter the refund.
Type.
ltem T HModel T Labor Comment T ‘wWaranty T Payment T Tan Signature
Payment Type  [EPCC _| [EPASS Credi Card Amaunt B0 Tendered | Tripk[ 1
™ Retund without original ransaction — - o\ Selack Payment Transaction ,E"E”El

Diiginal Transaction

T=ID Mote: Retun Bill to Customer Branch 1 Record-

Enty Method the same Brd Code | 3602456656 | Mame [Adiian and Elizabeth Foster | [ Defaut | e Retuin | Cancel |

Click the gray box to open up |
the "Select Payment

Amount § | Card Brand | Card # | Entry Method | Asuth #
5T5.46 | Mastercard *5454 | Credit Card on File

\Invmce#
RS00000187

| * Date Time:
2024-08-28 1451112

\ Payment Type | User |
2258502991 cC

Transaction”. 2256502918 RS00000186 Iastercard Credit Card an File
- 3 B 3 5 | Defautt rcard & on File 7
A Default | [Andersans Applance 2252604070 | 2024-07-24 09:40:58 RS00000178 | 1 Credit Card on File 134522 EPCC

astesgard
Mastercara®
Mastercard

2252634429
2250254337
2250254264

2024-07-23 10:34:59 RS00000177 | 1
2024-07-08 15:38:28 RS00000173 | Default
2024-07-028 19:22:24 RES00000172 | Default

Credit Card on File 261013 EPCC
Credit Card on File 739293 EPCC
Form Keyed 930764 EPCC

Select the original transaction.
4

[l — [l

230527

L]
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E3 - Invoice # RSO0D0018S - Foster, Adrian and Elizabeth - Add Payment

==

B3 Review Payment Type EPCC EPASS Credit Card

Codz

Description

Settings

EFCC

T Erarich Restriction

[v Credit Card [~ Obsolete

|EPASS Credit Card

G/L Account (1000 ]

I¥ Add Profit Center

Mote: Refunds will be processed through

Entry Method [Credit Card on File e same Branch as the onginal Sale

. Balance

Latc Mastercard - =545 1 The original transaction ID is
populated.
Comment
Branch |Detaul | [Andersons Appliances

Upcharge *
Balance +
Upcharge
"Up-char'ge based on paying"
the full balance

Type | Pack [ Item ] Loc | Description | ol AmuuntJ Tax J Status J QoH |
Payment ERFCC a 520,75 Committed
Misc Mo  CCUPC CC Upcharge Fee 1 17.61 MMM
Item T Iodel T Labor T Mizc T LComment T ‘warranty T Payment T Tax \f Package T Signature
Payment Type  [EFCC _| |EPASS Credit Card Amount [ 52075 Tendered Tip#t[ 1
|1 Refund without original ransaction - i |
Original Transaction Invoice Total
T=ID [P256501823 - Payments

Invoice Total
Cancel 17.61
[E4 T

Comment Label |Comment

|~ Comment Required  Limit Comment to | 0 Characters

Bark Rec Tppe |Deposit

Payment Group
et [ePcC

[ &R [ COD. MNetDays[ 0 DapinNestMorth[ 0
[~ Do Mot Allow Payments in Detail

[~ DO MNOT allove 2 payment on Contract
[~ Show On Invoice Header [ Show InInvoice Detail W Show In Mobile Tech

[ [ Dpen Cash Drawer I~ Make Penny Adjustment [Canada Dnly]

Tupe |EPASS PAY - Credit - ¥ Request Signature if Applicable

W Prevent Duplicate Payments [same card same amount within zame batch)
¥ Disable Dehit

Enable this option on the
payment type in order for the
negative upcharge to appear
when doing a refund.

v 4dd Credit Card Up Charge

Percentage 3R000 % v Add

Misc |CCupC _| |CC Upcharge Fee

egative LUpcharge for Refunds
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& w

£ Invoice # RS00000185 - Foster, Adrian and Elizabeth - Review Payment
Typl} ! Fack I Itern | Loc | Dezcription l Qlyj .-’-'«mu:nunl] Tax J Status J QoH |
Payrent EPCC 0 52075 Cornrmitted
Pl iz Mo CCUPC CC Upcharge Fee 1 P

Migc Mo  CCUPC CC Upcharge Fee 1 A7 MMM

W,

Item T Model T Labor T Misc T LComment T W arranty T Payment I Tax T Package T Signature

Papment Type  |EFCC | |EPASS Credit Card fmount [ E207E  Tendeed Tripht {1
Entry Methad |Eredit Card on File | Fieceipt  Preview i Print i Email i Irvoics Tatal Date Posted
Card Mastercard - =454 | - Payments
Ba2871 | TwID [2256526457 avsrow | [ om

- |cr kh t| 'H th defess | u[' b Show Signat o il

! ick_here ta view/change address for this paymen o Signature . Change | Gpen |
C ; T Created
arnrment i

| CLARS, |B/29/2024 |

Cashedoutby [ ] On [D0/00/00 | at | Moo
Branch iDefauIl _] i.&ndersons Appliances | ||':":'-"":'D-"":":I |

—Invoice Total ——

Esit ] R Era Lt ] o.00
G 2 1 0.0

Voiding a Payment

If an error is made when taking a payment, the transaction can be voided and removed from the invoice.

A Caution: We recommend that you void payments through EPASS only and not through Merchant
Track. Transactions voided in Merchant Track are not reflected in EPASS and this may cause errors in
your data and reporting.

[ Note: You can only void EPASS Pay transactions on the same day that they were taken and before
they are placed in your daily batch. To see if a transaction has already been batched, you can search for
the transaction in Merchant Track and view its status. If you can't void the transaction, you will have

to refund it instead.

1. Open the Invoice Detail in Edit mode.
2. Click the Payment line that you want to void.
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Click "Yes" to void the
highlighted transaction.

Model

l"& oid the Payment and delete the current line?

£3 Inveice = RSOOD00184 [= = | =]
Type L | Pack | Item | Loc | Description J Oty | Aot | Wty | Tax | Status | goH
Model Mo KUERZ14KSE F4H 24 BEV. CEMTRE. 55 1 3,888,068 W Open 00
Mizc Mo DELMERY Deliverny Fees 1 100.00 MMM
Paprmznt EPCC a 2.305.27 MMM Open
Misc No  CCUPC PASS 1 80.68 NNM

Yes HTI ?a_vment T Tax T Package T S

Tip] 1

Date Posted

Cashed out by

Branch

I

On [00/00/00 | at |

|Default

_| |&ndersons Appliances

Payment Tvpe  [EPCC _ | |EPASE Credit Card Amount 230527 1=

Ertry Method Credit Card on File Receipt  FPraview ] Print 1 Email l | Irvedice Total 453530

Card |Mastelcard e A B | - Fayments 230527

T T T R
Click here o wiew/change address far this payment Shiaw Sighature Change

Cammient |

00400400

Status

; Created

Modified

-

Invoice Total

{ ﬂeader] Add ] Edi ] vod | i ] Add From Cart ]ummm W
<[ oo

.

3. Click OK after the payment has been voided successfully.
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il : ===
Type | Pack | Item | Loc | Description J Oty | Aot | Wty | Tax | Status | goH
tadel Mo  KUBRZ214K5SE wH 24 BEV. CEMTRE, 55 1 3.888.08 WYY Open 00
Mizc Mo DELMERY Deliverny Fees 1 100.00 MM
Paprment EPCC 1] 2.305.27 NMM - Open
Mizc MNo  CCUPC EPASS Payment Processing > 1 8068 MMM

Voided successfully.

Click OK.

Response Code: 0
Transaction |d: 2256334288

Iterm T Model T Labar Payment T Tax T Fackage T Signature
Payment Type EFCC i E'l"m?&mm y Arnaurt ] 230627 | Tendersd Tfipﬁﬁ
= T . -
Erty Method  |Cradit Card on File Recsipt Freview | Pint | Emal | | ‘ Invoice Tatal | 453530 Date Posted
Card |Mastelcard e | - Payments 2,305, 27 00,/00/00
Auth 598493 | TxID [2256334288 | avs /D Balance 223003
_ | _ _ s
Click here to wisw/change address for this payment Show Signature Change
1 pen
Comment l " | 85;33;2024
Cashedouby [ | On [00/00/00 | at | Madified
Branch |Default _| |&ndersons Appliances l:l 0o0/00/00

4. The refund is automatically printed to your default printer.
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: Save Print Qutput As - x
h I _ <« Documentation » Z-Liza » 20240919 Day2 » 1_EPASS Payand Clickto Pay » w &) Search 1_EPASS Pay and Cli.. 2
Crganize » New folder = (7]
5 == Shared Documents - User Meeting Planning Mame B Status Date modified Type Size
» Whiteboards Bank Reconciliation e} 8/23/2024 347 PM File folder

I D Payment Receipt for Inv RS0D00D182.0xps @ B8/25/2024 5:10 PM OXPS File 21

2l Desktop +
4 Downloads »
= Documents »
P4 Pictures »

Video Content »
¥ Music »

The refund is printed

i3 Videos # automatically. In this
Test Docs example, the terminal
settings are defaulted to
EPASS

the PDF printer.

Prinrities | ist
File name: | Refund Receipt for Inv RSO0000184 &
Saveastype: PDF Document (*.pdf) -

# Hide Folders Save Cancel
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Transaction Receipt

T ra—ns action Date

Customer ID

Invoice

Account Last 4
Payment Method
Card Entry Context
Card Entry Method
Verification Type
Name on Account

Transaction 1D
Host Response Code

Approval Number

Transaction Type
Status
Original Amount

Amount

ePASS. Merchant. 1
123 test st
phoenix, AZ 85048
555-555-5555

8/25/2024 7:38:16 PM

3602458596
RS000001584

5454

Mastercard Credit

Card on File - Merchant Entered Phone Order
Manual Entry, Card-hot-Present

Signature Not Required

Adrian and Elizabeth Foster

2256334288
0/00
598499

Approved

Sale
Vaoided
%2,305.27
%0.00

| agree to pay the above total amount according to the card issuer agreement

Thank You

5. You'll see on the audit trail that the payment has been voided.
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Andersons Appliances OE-38
Invoice Audit Trail
Invoice From: RE00000184 To: RS00000134 Code From: To:
Date From: Jan 1, 2001 To: Angl3 2024 Transaction Type: Sort by: Date
Usa Cost: Written Replace Zero Cost With:  Last Ussrs:  All
Beport Date: Aug 23, 2024 System Date: Aug 23, 2024 System Time:  6:37 pm Page: 1
Cate Time Invoice Action Line Type Line Code Line Desoription
Salesperson User Cruantity Cost Price Tax1 Tex2 Tax3 In Package
232024 18:3335:072  RS00000134 Copy Inv - Add Model KUBR214K5E 24 BEV. CENTRE. 55
FRED L Old Valies 0 235081 000 N N N No
New Values 1 2.350.81 388800 N Y o No
8:25/2024 183535073 RS00000184 Copy Inv - Add Misc DELIVERY Delivery Fees
FRED L Old Values 0.0 000 W N N No
New Values 1 0.0 10000 N N N No
8/25/2024 183535074 RS00000184 Copy Inv - Add Misc CCUPC CC Upcharge Fee
FRED L Old Values 0.0 000 W N N No
New Values 1 0.0 8351 N N N No
8/25/2024 183547017 RS00000184 Delate Mfisc CCUPC CC Upcharge Fee
FRED L Old Values 1 0.0 8351 N N N No
New Values 0 0.0 000 N N N No
8:23/2024 18:36:16:364  RS00000184 Add Payment
FRED L Old Valies 0
New Falues 0
8:23/2024  18:36:16:615 FS00000184 Add Misc
s - Kook record for the voided
New Falues 1
252024 183644742 RS00000184 Delete Payment payment.
FRED L Old Values 0 3
New Falues 0

6. In Merchant Track, you’'ll see the voided transaction.

o

Blo#

) S ses
4%

g

|EPASS Pay MerchantTrack|
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4 EPASS Pay MerchantTrack —

= EPASS Pay MerchantTrack

ua@mm Dashboard

&l Dashboard

VE.L. Shortcuts Stats
Terminal

H > . : Total Transaction Count
Terminals Recent Fi,mdingm_:l]vlty Recent Transactions 3626

lda Total Transaction Volume

Reports

$952,519.75
Last Transaction Date
8/25/2024 7:36:16 PM MT

; . Last Transaction Merchant
Click View Report. st Transaction Mercha
ePASS.Merchant.1
Last Transaction Amount
$0.00

B ePASS Merchant 1 (USD) [[] ePASS Merchant 1 (USD) Last Transaction 1D

2256334288

View Report View Report

Daily Volumes

20,000

18,000

16,000

14,000

12,000

10,000

8,000

6,000

4,000

L
s

= EPASS Pay MerchantTrack

Dashboard / Reports / Transactions Report Parameters / Transactions Report

$
=8 Transactions Report
=
vireual
Terminal
H > Merchants: Date Type: Auth Date Transaction Types: Time Zone: Mountain
Teaminals ePASS Merchant.1 All
Start Date: 8/20/2024
o
Keps End Date: 8/26/2024

BB Report Data

L3
Showing Records 1 - 62 of 62 Results per page: 100 TimeZone  Mountain o
Export to CSV Exportto PDF
Merchant Display Transaction Auth Date b Invoice Last Processing Error Funded Funding
Name D > Number Name on Account 4 Network Amount Status Message Date ID
ePASS.Merchant.1 2256334288 8/25/20247:36:16 PM RS00000184 Adrian and Elizabeth 5454 Credit $2,305.27 Voided
Foster

7. You can also view and reprint the “Voided” transaction from Merchant Track. Click the “Transaction ID” to
access the screen to view the receipt.
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= EPASS Pay MerchantTrack

Dashboard Dashboard / Reports / Transactions Report Parameters / Transactions Report
$ .
i Transactions Report
=
Vistual
Terminal
Merchants: Date Type: Auth Date Transaction Types: Time Zone; Mountain
H> yp P!
Teaminals ePASS Merchant.1 Al
Start Date: 8/20/2024
[C
et End Date: 8/26/2024
B8 Report Data
L3
Showing Records 1 - 62 of 62 Results per page: 100 ~ Time Zone  Mountain v
Click the "Transaction ID". Exportto €SV || Exportto PDF
Merchant Display Transaction Invoice Last Processing Error Funded Funding
Name D Number Name on Account 4 Network Amount Status Message Date ID
ePASS.Merchant.1 2256334288 8/25/2024 7:36:16 PM RS00000184 Adrian and Elizabeth 5454 Credit $2,305.27 Voided
Foster
4a EPASS Pay MerchantTrack - 8 x

= EPASS Pay MerchantTrack

Dashboard / Transaction Search / Transaction Details
s . .
L= Transaction Details
=) Time Zone * Mountain v
et
o _
Terminais
8 Transaction ID 2256334288
e X Shipping Information
Transaction Date 8/25/2024 7:36:16 PM
Issuer Settlement Date 8/25/2024 . . .
Business Name Click Receipt.
Status Voided
First Name Adrian and Elizabeth
Merchant ePASS.Merchant.1
Last Name Foster
Request ID 2408251836155654831001094193 Invoice Number RS00000184
Address 1 2514 Kulshan Street .
32 e Commodity Code 85
Customer ID 3602458596 i Discount Amount 5000
Subtotal Amount $2,063.82 A_ddre“ 3 Shipping Amount $0.00
Tax Amount $24145 ay Bellmgham Duty Amount 5000
Total Amount $2,305.27 State WA, VAT Amount $50.00
Create Source APl zip sz VAT Rate 0.00
Count us
Update Source API i Y AR Shipped From V7C 4
Created By ePASS-Test-API ne o0} 2421 Order Date 8/26/2024
Creator IP 64.180.66.83 Email Address efoster@gmail.com
Store and Forward FALSE

Processing Details

Payment Method Mastercard

2! Account Owner Information
Network Type Credit
Card Fntrv Contayt Carrd on File - Marchant Fararad
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I

Transaction Receipt - MerchantTrack

&

https://merchanttrack-ext.fullsteampay.net/Transa

Transaction Receipt

Transaction Date

Customer ID
Invoice

Account Last 4
Payment Method
Card Entry Context
Card Entry Method
Verification Type
Name on Account

Transaction ID
Host Response Code
Approval Number

Transaction Type
Status
Original Amount

Amount

ePASS.Merchant.1
123 test st
phoenix, AZ 85048
555-555-5555

8/25/2024 7:36:16 PM

3602458596
RS00000184

5454

Mastercard Credit

Card on File - Merchant Entered Phone Order
Manual Entry, Card-Not-Present

Signature Not Required

Adrian and Elizabeth Foster

2256334288
0/00
598499

Approved

Sale
Voided
$2,305.27
$0.00

| agree to pay the above total amount according to the card issuer agreement

Thank You

DV Q

0 @

= o X
a
Refresh Ctrl+R ‘
Save as
Print ¢
Share \

Inspect ‘

Right click anywhere on the
screen and select Print.
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| Transaction Receipt - MerchantTrack = O X
[  https://merchanttrack-ext.fullsteampay.net/Transactions/Receipt?merchantidentifier=ePASS. Merchant. 1 &transactionld=2256334288&timezone=Mountain =
. . . o a
Print This is the Windows default printer
Total: 1 sheet of paper setting. If you wantto printitto a
different printer, click the drop down to P
) select from the list. 123test st
Printer phoenix, AZ 85048
555-555-5555
Microsoft XP5 Document Writer
Ready Transaction Date
8/25/2024 7:36:16 PM
Microsoft Print to PDF
Ready
- Customer ID
3602458596
Fax Invoice
Ready RSO0000184
Brother DCP-L2550DW series
Read Account Last 4
may 5454
: P Method
Add a printer Aymen e X
Mastercard Credit
Color Card Entry Context
| Card on File - Merchant Entered Phone Order
Color W Card Entry Method
Manual Entry, Card-Not-Present
verification Type
Maore settings « Signature Not Required
Name on Account
Print using system dialog... {Ctri+Shift+P) Adrian and Elizabeth Foster
Transaction ID
2256334288
Host Response Code
/00
Approval Number
598499
Approved
Transaction Type
Sale
Status
Voided
Original Amount
$2305.27
Amount
v
Thank You
v
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I E}Trat\sacticn Receipt - MerchantTrack = [m] %

IE] httpsy//merchanttrack-ext.fullsteampay.net/Transactions/Receipt?merchantldenti timezone=Mountain =8

7 = by
Print !
Totak 1 sheet of paper
ePASS Merchant.1
y 123 test st
Printer phoenix, AZ 85048
555-655-5555
Microsoft Print to PDF w
Transaction Date
. Bf25/2024 7:36:16 PM
Copies
1 Customer 1D
3602458596
Pages Invoice
RS00000184
O A
- Account Last 4
\J | eg.1-5 & 1113 5454
- Payment Method
Mastercard Credit
Color Card Entry Context
Card on File - Merchant Entered Phone Order
Color ~ Card Entry Method
Manual Entry, Card-Mot-Present
Verification Type
More settings Signature Not Required
Name on Account
Print using system dialog tri+Shift+P) Adrian and Elizabeth Foster
Transaction 1D
2256334288
Host Response Code
oron
Approval Number
598499
Approved
Transaction Type
v

Ln
[=]

[

Click Print.

Sale
Status
Voided
Original Amount
$2,305.27
Amount

Cancel $0.00

Thank You
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R

https://merchanttrack-ext.fullsteampay.net/Transactions/Receipt?merchantlden

Transaction Receipt

&
ePASS.Merchant.1
123 test st
phoenix, AZ 85048
555-555-5555
Transaction Date 8/25/20247:36:16 PM
Customer ID 3602458596
Invoice RS00000184
| | Save Print Output As >
“- S <« F-liza » 20240919 Day 2 » 1_EPASS Payand Click to Pay » ~ C Search 1_EPASS Pay and Cli... @
Organize ~ Mew folder = (7]
5 & Projects Mame 2 Status Date modified Type
3 Recordings " Bank Reconciliation 4] 8/23/2024 247 PM File folder
» == Sales Invoice Discounts
» 22 Shared Documents
5 s Shared Documents - User Meeting Planning
> Whiteboards
@ Desktop = In t_hls _example, we are
saving it to PDF. Type in
+ Downloads » the name of the file and
click Save.
File name: | Void Receipt for Inv R500000124) .
Save as type:  PDF Document (*.pdf) -
~ Hide Folders Save Cancel
| agree to pay the above total amount according to the card issuer agreement
Thank You
= v
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ePALSS Merchantl

123 test st This is the saved
shoenix, AZ 85048 B
s BE5=555-5555 rECEIpt'
Transaction Date
BF25/2024 7:36:16 PM
Customer |D
302458596
Invoice
REO000D1 B4
Account Last 4
B454
Payment Method
Mastercard Credit
Card Entry Context
Card on File - Merchant Enterad Phone Order
Card Entry Method
Manual Entry, Card=Mol=Rresent
Verification Type
Signature Mot Required
Name on Account
Adrian and Elizabeth Foster
Transaction D
2350334288
Host Response Code
2600
Approval Number
S9R499
Approved
Transaction Type
Sale
Status
Wolded
Original Amount
$2.305.27
Amount
0.00

1 agree to pay the abeve total ameunt accerding te the card lssuer agreement

Thank You
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Capturing a Non-Payment Signature

EPASS Pay credit card terminals support signature capture from EPASS for non-payment related items, such as
"Terms and Conditions" or contracts.

For example, you can have EPASS Pay send a "Terms and Conditions" agreement with a signature line to a Pin
Pad terminal. The customer can scroll through the terms, accept them, and sign with EPASS capturing their
signature. Signatures are saved in EPASS along with a copy of the signed contract and can be printed on

your invoices.

Tip:

Tip: Learn how to create a "Terms and Conditions" agreement that you can add to your Invoices with
* this tutorial.

If you are using a separate device for signatures, you can eliminate one device and do it all through EPASS Pay.
We recommend using the Lane 7000 if you plan to capture signatures for terms and conditions, as it has a larger
screen, though it does also work on the Lane 3000 and Move 5000.

1. With an open invoice in Edit mode, click the Signature tab.

. o wpn e
57 NYY Open 0/0

50 NNN

0 NNN N

>

Payment ] Tax ] Package ] Signature ]

2. Make sure that the EPASS Pay checkbox is selected.
T v
>

LY

] Payment ] Tax ] Package ] Signature

v _EPASS Pay Tripht [ 1
r%ignalure Pad

™ Touch Screen

3. Do one of the following:
e Inthe Comment field, enter a message that you want to appear on the invoice above the signature
line (for example, "The undersigned agrees to the terms of sale.")
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Misc No ECOFEE250 Eco Fees $2.50 1 250
Misc No DELIVERY Delivery Fees 1 88.00
<

Item ] Model ] Labor ] Misc ] Comment ] Warranty ] Payment

Comment I _] The undersigned agrees to the terms of sale.lI
EPASS Pay Signature
Umadn, 1
-OR-
e If you have a pre-generated message saved in the Comment table, select it from
the Comment dropdown.
Misc No ECOFEE250 EcoFees $2.50 1 250
Misc No DELIVERY Delivery Fees 1 88.00
<

Item ] Model ] Labor ] Misc ] Comment ] Warranty ] Payme

Comment ITAC _&1. Payment is due within 30 days from the date of the in
— Hate.
Code Description
1. Payment is due within 30 days from the date of the iny
EPASS Pe
Header
SubHeade
PIN Pad

4. (Optional) Enter a Header and Sub-Header.

EPASS Pay Signature

Header 'Tetms and Conditions

SubHeader

Signature required 1

With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar
to the following:
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Terms and Conditions
The undersigned agrees to the following:

1. Payment 4s due within 30 days from the date of the imvoice:
2. Late payments may be subject to a 5% late fee after the due date.
3. Payments are accepted through credit card or bank transfer,

Description

5. If necessary, select the Pin Pad terminal that you are sending the signature line to from the dropdown.

PIN Pad  |Defaultt00 _‘:& |EPASS COMPANY2

Code Description

Defaulte00 EPASS COMPANY2

1 1 K L] T ansal i

6. Click OK. The signature is sent to the Pin Pad for the customer to agree to and sign.

Once the customer agrees and signs on the Pin Pad, their signature is added to the Invoice.
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-

3+ Invoice & RS00000005 - Suen, Eugene - Review Signature E=REcE

Type | Pack | Item | Loc | Description | Qty|  Amourt| Wy | Tax | Status | QOH

Model No B3SCTSOSNS 9wH 35 FRENCH DOOR. SS 1 son82 NYY Open ()

Comenert No Please note that supply is manen 0 000 NYY

Model No NNTK7225 SwWH 27BUILTIN TRIMKIT 1 KIo8: 1] NYY Open 00

Model No ELGS38S3 9WH 35 WALL MOUNT HOOD, 600 1 1.88067 NYY Open 00

Mesc No ECOFEE250 EcoFees $250 1 250 NNN

Masc No DEUVERY Dekvery Fees 1 8800 NNN

0

<] 1 >

Pem | Model | Labr | Mac | Comment | Warany | Pament | Is | Package | Signatwe |

Comenent  [TAC 1|1, Payment is due within 30 days from the date of the nvorce. M EPASS Pay Trio#t [1
2 Late pagments may be subject to a 5% Iate fee after the due date I~ Signature Pad
3 Payments are accepted thiough credit card or bank bransfer I AToxE Soreen:

EPASS Pay Signature

Header  |Tems and Condiions
SubHeadet [Tha undersigned agrees to the folomng

Snsture i § .:' Crested

i ;7 : [TC (e
" Nt ; Modfed
‘. ;;' P " ',{; = "',' P ) :l ‘ I 00/00/00

nvokce Total
Hesder | 4dd | E& | pelte | Ea | AddFlomCat]l.Ill [T 2010468
GM%[ oo

Tutorial: Creating A Terms And Conditions Agreement

Overview

This tutorial walks you through the steps to create a "Terms and Conditions" agreement in EPASS, which you
can send to a Pin Pad for the customer's signature. These same steps can be applied to create other
agreements or contracts as well.

Step 1 - Creating the Terms and Conditions in the Comment Table

Contracts, agreements, or any other documents that you want to send to a Pin Pad terminal for a customer to
sign are added to the Comment table. Our first step is to create our Terms and Conditions agreement in this
table.

1. In EPASS, go to Tools > System Maintenance.
2. Click Comment, and then click Open.
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= X

Tables | Variables

Brand A
Carrier

Check Series

City

Color

[ Comment |
Commission
Commission Structure
Complaint

Contract Status
At o s

-l

Fe aes
GL Repetitive Tx Gip
Holiday N

Openp Close

3. Click Add.

5 Comment — X
* Code Description
** Please mail cheque to **attn : Credit Dept6971 Chelmsford Strg
DOOR Door swing is required
RA Auth # : Serial : Scrap @ : Branch : Custiny # : Cust :
Print Review | Add | Edit | Delete Exit

4. Enter a unique Code to identify the Terms and Conditions. For this tutorial, we're going to use TAC.

B Add Comment

Code  [ady

Description

5. Click the Signature Comment checkbox, and then click the EPASS Pay Signature checkbox when it
appears.
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59 Add Comment - X
Code |TAC 0K
Description
Cancel
[~ Update History [~ Obsolete |~ Show on Parts Distributor Returns
|V Signature Comment ™ Initial [v EPASS Pay Signature
Header I
Sub-Header

Department |y ALL
< METRAOVANCOLIVER

The Signature Comment checkbox adds a signature line to the comment, and the EPASS Pay
Signature checkbox adds a Header and Sub-Header field.

6. Inthe Description field, enter the body of the Terms and Conditions.

[ Edit Comment TAC 1. Payment is due within 30 days from the date of t... = — X

Code | TAC 0K

Description |l Payment is due within 30 days from the date of the invoice.
2. Late payments may be subject to a 5% late fee after the due date. Cancel
3. Payments are accepted through credit card or bank transfer.

[ Update History [~ Obsolete |~ Show on Parts Distributor Returns
[V Signature Comment ™ Initial [V EPASS Pay Signature

Tip: When entering text into the Description field, to start a new line, press SHIFT + ENTER.
-

7. The Header and the Sub-Header fields are optional. We could leave them blank, or we could use them
to add titles to our Terms and Conditions.
a. We'll use the Header field as our main title, and we'll enter Terms and Condlition.
b. We'll use the Sub-Header field as an introductory statement, before the list of terms. We'll
enter The undersigned agrees to the following.

Header lTelms and Conditions

Sub-Header |The undersigned agrees to the following: I
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With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar
to the following:

Terms and Conditions
The undersigned agrees to the following:

E

1

1. Payment 5 due within 30 days from the date of the invoice:
2. Late payments may be subject to a 5% late fee after the due date.
3. Payments are accepted through credit card or bank transfer,

9. Inthe Departments area, we'll select the Departments in our organization that can add these Terms
and Conditions to an invoice.

Department 1 ALL
v/ METRO VYANCOUVER
v| CALGARY
VA0 T TAWA
] SERVICE
| SALES

Click OK to save the Terms and Conditions, and then click Exit to close the Comment window.

Step 2 - Adding the Terms and Conditions to an Invoice and Sending it to a Terminal for Signature
Now that we've created the Terms and Conditions agreement, it's ready for us to add to an invoice and send it to
a payment terminal for signature.

1. With an open invoice in Edit mode, click the Signature tab.

- e o wew
57 NYY  Open 0/0

50 NNN

J0 NNN N

>

Payment ] Tax ] Package T Signature ]

2. Make sure that the EPASS Pay checkbox is selected.
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-

85.00 NNN v
>

T Payment ] Tax ] Package ] Signature |

[V _EPASS Pay Tripht [ 1
ignature Pad
I™ Touch Screen

3. Inthe Comment dropdown, select Terms and Conditions (TAC). Our Terms and Conditions text is
automatically entered in the Comments field, as well as the Header and Sub-Header field.

Misc No ECOFEE250 EcoFees $2.50 1 250
Misc No DELIVERY Delivery Fees 1 88.00
<

( Item ] Model ] Labor ] Misc ] Comment ] Warranty ] Payme

Comment |TAC 4&

EPASS Pe

Header

SubHeade

Hate.

1. Payment is due within 30 days from the date of the iny

PIN Pad

4. Make sure that the Pin Pad we want to send the agreement to for customer signing is selected in the Pin
Pad dropdown. If not, we can select a Pin Pad from the dropdown.

PINPad  |Defaultc00 {i |EPASS COMPANY?2

Code Description
Defaultb00 EPASS COMPANY2

1 i LBLY L | T ansal 1

5. Click OK.
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Our Terms and Conditions agreement is sent to the Pin Pad. On the Pin Pad, the customer can scroll through
and read the agreement, choose to "Agree" to it, and sign it. Once they sign it, their signature is captured in
EPASS and is added to the Invoice. The Terms and Conditions, along with the customer's signature, can also be
printed on the invoice.

B.Note: Custom programming may be required to print signatures on your invoice.

-

£ - Invoice # RS00000005 - Suen, Eugene - Review Signature o ]-®
Type | Pack | Item | Loc | Description | Qy|  Amourt| Wty | Tax | Stawss | QOH
Model No B3SCTS0SNS 9wH 35 FRENCH DOOR. 55 1 son82 NYY Open 00
Comenert No Please note that supply is menen 0 000 NYY
Model No NNTK7225 SWH 27 BUILTAN TRIMKIT 1 37781 NYY Open o0
Model No ELGS38S3 SWH 35 WALL MOUNT HOOD, 600 1 1.88067 NYY Open 0
Misc No ECOFEE250 EcoFees $250 1 250 NNN
1
0

hem | Mot | Lebw | Mac | Comment | Wonarty | Payment | T | Pckege | Signatue

Comenent  [TAC |1 Payment iz due within 30 days from the date of the nvorce. ¥ EPASS Pay Tipg#t [71
2 Late pagments may be subject to a 5% Iate fee after the due date ™ Signature Pad
3 Payments are accepted through credit card or bank bansfer AT ook Screen
EPASS Pay Signatue
Header lfmmdw
SubHeasde [Tha undersigned agrees to the folowing
Signsture | | ) -0 ;:' | Crested
i i o d [ C (s
2 I : Modied
% 2 { 'f “/ A { I 00/00/00
Vo e LAY A W TN N S
- - Tl
Invoice Total
2] | et | am | g | peee | En | assronce | | | T o0
GM'4| 00
Mobile Tech

In the detail section of the workorder, click “Add”. Select “Payment”.
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=rUASS

@ ¢PASS Mobile Technician
File

Workorders  lovoices  Parts  Messages gy Launch MPH
) ERICRES
e . Print  Email » | AddWorkorder = Rechedule @ @
ors Sevice & " Sove
Invoice SA00010877 test, teat
4675 E«fsuvss iy
T, SARETAL SALES =
e Al Hatory 02649
PayType C0D<0D Mo text Cancel
Drectary 123@test com
JobRatus Drections 45
Refecence St Trp
Ashonzes Documerts
Agreement BaTo TEST -4 ¢ 1
omplete Trp
PO Tep Charge: Aot $000
Dodler Service Pedomed Relsted Ouctes
Relaton voce # Oate Amourt |
Brand Last Tme Saved |
Product Date:
Teme:
Model
v Created By
S«u Add Line x| User |
Purchase Date Pid as
~— Select the Type of Line New Quote Date: 8/30/202¢
you wish to Add Teme: 0713
e
Labor >
Type Code Descry |Msc Lec hataled  Qry Dste: 873072024
Commert w
Mo OEL OELV 1 Tme: 0000
Commert LONG Fyour| | Sonature kcannct take delv
Tme h: 0000
Totat $1065
Pad $0.00 Time Out: 0000
K
X ) Cnce Balance: 31065
Add B Delete View

Select the payment type and entry method. Enter the payment and click OK.

© ePASS Modie Techncan

Fle

Workorders Ivesces  Pats  Messages [ Lownch MOM
. @
Prot Emad = AddWoderder Ruschedvie © Q
boce  SA00NT? Sevce X et teu -
P snma 3 ot Fatoa od
v Toe
. Werkorder # SAD00VHT? - Add Payment ol
PayTye Carcel
. ’ " ey wer
o= -, we EPASS Pay Cwdt Cand Aot § 109 o
M
Pt o - Corcel St T
ey Metod  Owdt Cand on Pl rvoce Tos ' ~
Arvrzes P oymarty
Accourt cart s 228
- o Mot w M be Uk
ros baoce Lomguate "o
Ovdler £ View / Ownge Bling o for P paymert
B Comrert Last Time Saved
Product Oate
Teve
Moxser
Sondd Coated by
Puchase Date - - 08
N Gucte Owe 3202004
Ars =
e 071)
v " 8! o
. Cescrptaon o e 2y Oate X NN
s ODELVERY ! Teve w0
Lorert 1 your pragect & DOMpOred and you Carvt Lake Seby
Teve W
Toas mes
T 00 Time Ot 0000
Bodarce 1065
Az Ex Ceete dew
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Click to Pay

TRANSACTION RECORD

n i
AFPLIARCE

ABC Appliance inc
- -

PAYMENT RECEIPT

With EPASS Click to Pay, you can send your customers a link to a secure, cloud-hosted payment portal where
they can enter their payment information and send it directly to your EPASS system.

Click to Pay links are generated in EPASS and can be used in various ways: you can add them to an email,
send them in a text, or add them to a button on your website.

Click to Pay is fully integrated into EPASS, which means payment is automatically added to the invoice. You'll
no longer have to look at a report or get individual emails for each payment made on your website.

How It Works

EPASS Support will work with you to develop your payment portal. Once it's ready, you can add a link to the
portal from your website or embed the portal directly inside one of your site's pages. Customers can be directed
to these links where they are prompted to enter their name, invoice number, and payment information.
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| ERLESPAY

APPLIANCE|

Payment Details

Last Name

DOE

Inveice Number

Y500498355

Balance (5)

1318.73

You can also send unique payment links to customers directly from EPASS. These links include the URL for the
payment portal as well as an authentication token that pre-fills the customer's invoice and amount owing when
the customer clicks the link.

You have two options for sending a payment link:

1. You can generate a link for the customer from their invoice, which you can then copy and paste
into an email or text message.

2. If you use EPASS Batch Email and Texting, you can create a message template that includes a
unique Click-to-Pay link for each customer in the email or text batch.

When the customer clicks the link, they are taken to your payment page, where their invoice number and amount
owing are automatically filled in for them.
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Name on Account

Card Number

Expiration

Once your customer completes entering their payment information, the payment is sent to your EPASS system
via our xAPI, which adds the payment to the invoice.

Next Steps

Click to Pay is exclusively available for EPASS Pay users. If you are interested in implementing Click To
Pay, contact EPASS Support.

Once your payment portal is live, you can follow the information in these topics to start using Click to Pay:
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Configuring Click to Pay
Click to Pay requires some initial configuration steps before it can be used to generate payment links.

Activate Click to Pay Security Options
Add Click to Pay Variables

Activate Click to Pay for Invoice Types
Configure Click to Pay event messaging.

PO~

Before Starting
You'll need:

e The full URL address of your Click to Pay page.
e Your Click to Pay Profile ID. This was provided to you by EPASS. If you don't have this
ID, contact EPASS Support.

Activate Click to Pay Security Options
1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open.

&3 Options - X
Tables | Variables

Sale Referral A

Sales Division

' WYY YYYY.

.ext Fo.mat

Text Number

Transfer Status

Trip Charge

Unit Of Measure

Warranty Type

Web Tags

Wireless Terminal v

Open kl Close |
A3
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2. Select a User or Group from the list, and then click Security.

B User — X

Search Options
Search Forl By [ID L] Matching |Anywhere LI Type |B°th LI Search
Security Option |*<x=x | |All Records Show IAII LI

|*1D [ Name [ Type | Group | Obsolete | o]

AR Accounts Receivable Group No

ASM Assistant Store Manager Group No

CaPI |C&PI |&P1 User No

pit | Secuity | Review | add | Edi Delete Exit
L

A

3. Inthe Keyword search box, enter CLICK TO PAY and select the following options:
B9 Security for User: Chris = >

— Search for Security Options
Keyword |CLICK TO PAY]

Security Option
Click ta Pay - Wiew Payment Link ok
Click ta Pay - Allow Reguested Amont

Cancel

e Click to Pay - View Payment Link: Enables the Click to Pay link in the Invoice Header. Without this
option, the EPASS User can not generate a payment link.

o Click to Pay - Allow Requested Amount: Allows the EPASS User to generate a Click to Pay link that
forces the customer to pay a specific amount. If this is not enabled, the Click to Pay link will request the
amount owing on the invoice, but the customer can choose to pay a lesser amount.
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B9 Click to Pay Payment Link >
i [F500000001 B LS
Bill To Last Mame jShin Cancel
Expiry Days j [
Requested Amaunt V| 1,138.00
Link, l
Copy
4. Click OK.

Add Click to Pay Variables
1. Go to Tools > System Maintenance.

AR AP Tl:h:t}s___ Window HE!E

s I | ??wm
| Lock Table '

@ Messaging System

€ Toggle Cost Shift+F3
L Toggle List Shift+F9

Change Password...

£, ePASS Updates

2. Click the Variables tab.

3. Click EPASS Pay, and then click Open.
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59 EPASS Pay — >

Click to Pap-
Baze URL ihttDSZ.-".-"_','Dur-WEbSitE.DEII'I'I.-"DEI_','I'I'IEﬂt-I:IaQE

Prafile D [16022615-d363 dac| Cancel

TokenYalidity Days 3

Etable URL Shartering ¥

IIRL shortening service request timeout in seconds 5

Enable URL shartening Far the staging v
| ernvironment

ok

Frint Merchant Copy of Fayment Receipt I Save Cardz on File To ]5:::||:| To vi
Frint Declined Payments on lnvaoice v Get Cards on File From |Ei|| Ta 'v]

Automatically Print Feceipt on Pinpad FPrinter W

Enter the URL address where your Click to Pay page is hosted.
Enter your Click to Pay Profile ID.

If necessary, change the default number of days the authentication token is
valid for. If the authentication token expires, the user can still follow the link to
pay their invoice, however, they will need to manually enter their name and
invoice number at the payment portal.

Voe

Note: If you set the Token Validity Days to 0, the Click to Pay link is generated without an authentication token.

About URL Shortening

Click to Pay URL links are “shortened” using the TinyURL service. You can choose to disable this service and
instead have Click to Pay generate an “expanded” URL link.

Tiny URL Link
B4 Click to Pay Payment Link x
Inetice # [F500000078 Gieneale Uil
Bill To Last Mame [Masimaff Cancel
Expiry Dayps I 3
Requested Amount I | 000
Link Ihtt|:u$:.-"f"pay.your.website{f’bdfﬁpﬂw
Copy
Expanded URL Link
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5. Click to Pay Payment Link >
Invoice # [F0000016 Lenmele ik
Bill To Last Name [Masimaff Cancel
Expity Days | f
Requested Amount r | 0.00
Link Ihttp&:.fKynur-web&ite!payments?tnﬁ}w b gt MG 2 9k iDL kA wabed D2k DA LI MY M ObmFEZS 161k
Copy

Some network services and business block shortened URLs. If your Click to Pay recipients are having trouble
receiving shortened URL links, you may need to disable URL shortening.

Select URL Shortening Variables

1. Select the following:

[ EPASS Pay — s
Click to Pap-
Base URL ihttps:a’.-’yl:uur-wel:usite.l:l:nm.-’pa_l,lment-page OF.
Prafile 1D |1602e61 a-d363dac] Cancel
Token Yalidity Daps T—S.

Erable URL Shortening v

UBL zhortening service request timeout in seconds 5

Enable URL shortening for the staging v
environment

Frint tMerchant Copy of Payment Receipt v Save Cards on File To |S|:|I|:I To Ti
Frint Declined Payments on nvoice ¥ et Cards on File From |EiII To v]

Automatically Print Feceipt on Pinpad Printer v

Click to enable or disable URL shortening.

This is how long EPASS will wait for a response from the TinyURL service. If a response
isn’'t returned in time, an error is generated. We recommend leaving this set to 5 seconds,
but if you have a slower internet connection or are experiencing multiple timeout errors, you
can try increasing the time.

PeP

Select this checkbox if you want to use shortened URLs in your staging environment.

-118 -

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1



R&D Business Systems Ltd.
P 604.439.1115

TF 888.629.4218

E sales@epass.software

=rUASS

Activate Click to Pay for Invoice Types

By default, Click to Pay is disabled for all Invoice Types. You'll need to decide which Invoice Types can generate
Click to Pay payment links and then activate the Click to Pay feature in each one.

1. Go to Tools > System Maintenance.
2. On the Tables tab, click Invoice Type, and then click Open.

B3 Options — >

Tables T Wanables

[Fventomy Type A
[Fvoice Mumber
|rwaice Prink Farm

| voice Tupe
Job Statuz
Labar Rate
Lizt Price

: ey

Frioniy

Product

Product M ajor

Praduct Minar b

3. Click an Invoice Type, and then click Edit.

Retal Sales

B9 Invoice Type — >
* Code D escrptian - |
PS Partz
0 Guote

SC Snlarjfic:e Clainz

W Wendor Claimz

Wl | ventonys 'Wike O

W T Eutended "W amranty ' rike OFf

WY W arranty Service -

B | Eeview| Add | gdithJ e | B |
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4. On the Settings 1 tab near the bottom, click Show Click to Pay Payment Link.

59 Edit Invoice Type RS Retail Sales = =

Settings 1 Settings 2 \‘ Settings 3 \‘ Settingz 4 w Required Fielu:ls| .ﬂ.ﬁ!nub:!liirce \‘ G/ Allocation Frinting
Code / Desc GE [Fretail S ales ok
Ohsalete r [T GE Home Delivery
Ww/arrarity Meither - E stimate Print Frice Entered = o Cancel

L A P PP P g P -

o | :

Default Location in ]_- 1)

[T Default Location from Foute

Dretail Gty "W arhing 1 i
¥ Estended |rnvoice Detail [¥ Show Bezerved Location Discrepancies
¥ Show Contacts Tabin lnvoice Header [ Show Click to Pay Papment Link

N

—

5. Click OK.
6. Repeat steps 3-5 for each Invoice Type that will use Click to Pay payment links.

Click to Pay configuration is now complete and ready to use.

Configure Click to Pay Event Messaging
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EPASS can send a message or notification to a list of EPASS users or groups when a Click to Pay payment is
successfully made or declined by a customer. These messages, and the list of users that receive them, are
configured in the EPASS Messaging System.

S =l e e = p— 1
. gHex:age T Rerminder 1 EI Rm!ﬂder |i|! !.EI. I[&I
Tvpe Users OR Choose from List Send To Users L F"]m: I:h”S 1333 I:IE'IJI:I-I 'Ill24 i
| Subject: '
Beference : lnvoice # BS00000155
Meszage:
T —— From : EF':i'-.SS ClizkToPay Service Uger ~
Subject [ETF Payment Sucoess To : Chrs
: Date : TE-Jul-2024
Message [A successful anline payment was made on the following invoice: ~ Time : 14:30
Irvoice Murnber: RS00000157
Amounl_ Paid: $250.00 _
Sl e ety Subject :CTF Payment Success
= W
Forward | Feeply ‘ F!eplyAl\‘ Hegf:;‘cal i ‘ Cancel . 1‘“] Mirtes j Snooze Reply
Click to Pay Event Message Click to Pay Event Notification Reminder

To Configure Click to Pay Event Messaging

Go to Tools > System Maintenance, and then click the Variables tab.

B4 Options — *

Tables T VYariables

Cormpany
Imwaicing
Quick Cash

Manager Dashboard
Dispatching
Purchasing

Item Inventary

Senial lrventory
Wireless Inventory
General Ledger
Accounts Receivable
Accounts Payable
Syztem Updates
Meszage

Test Messages
SMTF

Financing

ePASS Mobile
wiehsite

Server Engine
EPASS Fay

Open | LCloze

-121 -

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1




R&D Business Systems Ltd.

EP /' Ss P 604.439.1115
‘/1 TF 888.629.4218
S o F ki w [E] R E

E sales@epass.software

Click Message, and then click Open.
[ Options - *

Tables T Yanables

Configuration
Compaty

Irevoicing

Guick Cazh

M anager Dashboard
Dizpatching
Purchazing

Item [nventom
Senal Inventom
Wireless Inventory
General Ledger
Accounts Receivable
Accounts Payable

SEstem Uidates

Test Meszages
SMTP
Financing
eFaS5 Mobile
Wiehsite
Server Engine
EFASS Pay

Open P\I LCloge J
R

Click the Message Events tab.
[ B4 Messaging Systern Variables

General T Meszage events
3

Ok,

W Enable Meszaging System
Cancel

¥ Check for new messages every 15 i‘j zecond(z)

Check messagereminder pool 15 ijJ seconds

T Panoom ramindars ae ban af sl arearanes
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In the Message Events list, scroll down until you see Successful CTP Payment Event and Declined
(_:TP Payment Event. Select their checkboxes to activate these events.

-
General T Mezsage events \
Check 1 Module ] Ewent ] Description * (o] 4
O Irvoice Cancel Orders Event Thiz event occurs when a Mo
Purchasing ETA Date Changed on PO Thiz event occurs when ETA Cancel
O Invoice Schedule/Pickup Date Chang...  This event occurs when Sche
O Invoice Wweb Order Event Thiz event ocours when a nesw
O Invoice Todays Schedule Diate Chang...  This event occurs when Toda
O Invoice Service Request Receive Event  Thiz event occurs when a ser
O Irvoice Reszerving a Serial with a Unig...  Thiz event occurs when reser
Irvoice Credit &Approval Bequired Thiz event occurs when Credi
Ihwaice Succesztul CTR Payment Event  Thiz event iz uzed far CTP suc
L Invoice Declined CTP Fayment Event Thiz event iz uzed for CTF des
Invoice ACH Return Event Thiz event ocours when ACH ¥
£ >
Details | Duplicate i Delete |
Select the Successful CTP Event and then click Details.
B9 Messaging Systermn Variables — >
General T Meszage events
Check | Module ] Ewent | D escription ~ (] 4
O |rrvoice Cancel Orders Event Thiz event occurs when a Mo
Purchasing ETA Date Changed on PO Thiz event ocours when ETA Cancel
O [ Fvoice Schedule/Pickup Date Chang...  Thiz event occurs when Sche
O |rrvoice Wieh Order Event Thiz event occurs when a ney
O |Fvoice Todapz Schedule Date Chang...  Thiz event occurs when Toda
O [Fvoice Semvice Hequest Beceive Event  Thiz event occurs when a zer
O |rrvoice Reserving a Senal with a Unig...  Thiz event occurs when reser
|rrvoice Credit Approval Bequired Thiz event occurs whern Credi
|revaice 5 zzful CTP Payment Event | Thiz event iz uzed for CTP zug
[Fvoice Declined CTF Papment Ewvent Thiz event iz uzed for CTP de
O |rrvoice ACH Return Event Thiz event occurs when ACH %
L4 >

D etailz |

Duplicate

Delete

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1
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Do the following:

B3 Message Event's Details — O PO |
Ewent Dezcnption
!Successful CTP Payment Ewent lThis event iz uzed for CTF successful payment natification

Uzer Description

To: Q IJzers in system F Q

(215 alezPerzond A5 ~
AP AT ~
CHRIS < C Mezzage
CaPI
i+ Reminder
> Aftes] =4
| D ter 1 Daufz] =
D ! i

Subject: [E
CTP Payment Success

Meszzage :
&, successziul onling payment was made on the following invoice:

k. Cancel |

For each user or group that should receive this message, click their name in the Users in System list,

and then click the left arrow _~_ to move them into the To list.

Select whether the recipients receive a message in their EPASS Messaging Inbox (select Message) or a
notification reminder pop-up when they log in (select Reminder). If Reminder is selected, enter the
number of hours or days that will pass before the user receives the pop-up notification.

If necessary, edit the default Subject line and Message body.

Click OK and repeat step 6 for the Declined CTP Message Event.
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Generating A Payment Link

Payment links are generated from the customer's invoice header. Once the link is generated, you can copy it to
the clipboard and then paste it into an email, a text field, or document. The link contains the URL of your Click to
Pay page and an authentication token that automatically loads the customer's invoice number and amount
owing.

[ Note: Before you can generate a payment link, you need to configure Click to Pay.

1. Navigate to the Invoice Header.
2. Click Payment Link.

£+ Edit Invoice # RS00000163 - Nelson, Jim ==
Invoice T Contacts T Service T Dizpatching T Invoice Cant, T W arranty T Documents T Muotepad 1
View Print History Related Invoices i fars Follavs Up 15;24;3]24 ] oK.

Invoice | RGO00006: [5/22/2024 |  ScheduleDate [523/2024 | Pickup  [00/00/00 |

_ JobStatus  JUNCONFIRMED | JUMCONFIRMED
Invaice Type _] ]HetaiISales PO Muriber I Dictai

Payment Type [cop | [Papment Before Del

Cancel

i Reference |
Ship Ta 332505 - L Bill To 232505 History Gchedule
2:d Melzon, Jim [™ Financed  [Nelzan, Jim
600 25th Street BO0 25th Street
Customer Belingharn, 'wa, 98225 Belingham, W, 98225
Muotepad
Phone Log
Customer Phone Log
Total Created :
Salesperson1 [CLARA | [Clara Chao = 3,0?2.34" ic |5/22/2024 1018
2 [ Muodified :
Salesperson 2 | 1] % oo Statws  [Gpen jC |Bs27s2024 11010
. . : Firished | joosonioo |
Sale Referal  [wEB | fweb / Social Media [Rre7ranz4 S
MinDepost [ B0 % L | ERRER ) [oo/oo/m0 |

Invoice Audit Trail

3. Do one of the following:
1. If you are using URL shortening, click Generate Link first, then click Copy to copy the link to
the clipboard.
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5 Click to Pay Payment Link >
Invoice # [Fs0am00tTE o Bensdic
Bill To Last Name [ asimott Cancel
Expiry D aps | 3
Requested Amaunt [ 0.00
Link ]https:.-’a"pay._l,lour.websitelf'bdfﬁpe2w

-OR-

If you are not using URL shortening, the URL is automatically generated. Click Copy to copy the link
to the clipboard.

By Click te Pay Payment Link X
Irvwoice # [Fe0o000TTE FiemErR Lt
Bill Ta Last Name ;Maximoff Cancel
Expiry D' aps I B
Requested Amount || 0.0
Link ihttps:N_l,lour-website.n’pa_l,lments?tn=e_l,\JJanvaWNIG29kZ><MiDIsiLIIMWMDAWMDAHNUdLDJMYXNEIbmFtZSIBIk‘I
Copy |
LMY

Notes:

e If you want the customer to pay a specific amount, click the Requested Amount checkbox, and
then enter the amount you want them to pay. On the payment portal, the customer will not be able
to change the payment amount when entering their payment information. To use this option, the
EPASS User needs the Click to Pay - Allow Requested Amount security option.

e If you want to change how long the link will remain active, enter an amount in the Expiry
Days field, and then generate a new link by clicking Generate Link. If you set the Token Validity
Days to 0, the Click to Pay link is generated without an authentication token.

4. Close the Invoice. You can now paste the payment link into an email or text message.
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A Important: Make sure to close the invoice before sending the payment link to the customer. If the
customer submits payment through Click to Pay while the invoice is open, payment will not appear on
the invoice until it is closed.

Sending a Payment Link via Batch Email Or Text

You can send a Click to Pay link using the EPASS Batch Email and Text feature. Refer to Batch Email & Text for
instructions on configuring and sending batch emails and texts.

Sending the Click to Pay link in a batch email or text is done by including one of the following Special Fields in
the Email Format message:

o {EPASSPayURL}: This field adds a link to your Click to Pay payment page. Clicking the link takes
the customer to your Click to Pay page where they will need to enter their name, invoice number,
and payment amount.

-OR-

o {EPASSPayAuthenticatedURL}: This field provides a link with a token. Clicking the link takes the
customer to your Click to Pay page and automatically authenticates invoice payment details by
prefilling the customer's name, invoice number, and payment amount.

Example
' Email Formal ] ] URL| Py Sefect Special Fields - 4
T E— ' [ Fiekds [a] —
Cede iCTP | | [ Requastedss 4
Subpct [our Chok-Ae-Prage Link [ & despersoniCode
Inchade Irevoicett o subioct Stast Subjoct With Invoic | | Insbnuctions [ SaspersoncCode
Sender Name [5a 1 || Special Fuekds [ & shesperson Fust Name Cancel t
Spacanl Fislds can be inserted inho siher [ Salesperson Ful blame
Serder Emal {raierBandsrions com the Subject o the Message hekd, slowng [ Salesperson 2 Frst Name
e your bo personslize pour emale An example ] 5 shesperson 2 Full Mams
i F of o Spaca Fekd woud be louse e D] ScheddeDate
! pridides
DL | wmad .ﬁlmammm thise O SwelstePuchased
Altachmen! [ speecial fuskds it type the Special Fskd Mame | | | [ SveDaslsCode
e, e backel
il i T g Lyosmithe | (5215000
M WS &
Jueswhm = i x [ SwerancDase
Helo (BHT oF uzth arne| (BET ol st are) Ez:‘iﬂgﬁ
Insert Special Fields | | o nmusers El S chindd
Masange Thart: you loe thoppg wib Andersons ADpRance:, O SveSain
e o - Helo Jos Smith [ 5vePaiiommedlisse
Clhick the bk besdow bo go ho our secuee papment page: O SweComplaniDase
[EPASSPaptuthenticaledURL) L1 Foaldl Traching Link
] Otpseen Pt List
7 Opeers Pats List 2
[ Open Pasts List 3
L Shippsd Pasts
[ Rioute: Pictue
[ Irvvcice Sig Caplues Link
I Irvice # Hypeelink
LI EPASSPaAIRL
B EPASSPabathericaled AL+
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Disabling Click to Pay for a Customer

If you have a customer that you do not want to use Click to Pay with, you can disable the payment link on any
invoice where the customer is the Bill To. Doing this can prevent staff from mistakenly generating and sending a
payment link to the customer.

1. Open the Customer's record in Edit mode.
2. Click the Credit tab.

9+ Edit Custorner 3438794567 Stark
Details | Cortacts | Maiinadddi |  Map | Pricina | Credit, | MaiingList |

Account®  [3438794561 Open/Total Invaices: 0441 :

B!

LastMame  [Stark .
Text

Eirot bl orag | B el |l P n
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3. Select Do Not Allow Click to Pay Payment Links.
£ Edit Customer 3438784561 Stark

Dretailz T Contacts TMaiIingAddrT tap T Pricing T Credit | b ailing

Accaunt Type ||:Ipen Iberm :_j Balance

InwTppe Code | il YTD Purchaze

Payment Type |EEID il Last ear Purchase

Tax Code |ONH [l

Salesperson Code IR &N i [ Foaios Coonas
FParent Compaty Code | ‘_J [ Al Chaige
Credit banager Uszer Code | i) [T Credit Hold r
Credit Limit [T 0on [~ Force Credit Appro

[T 30Day&ccount

v Statement |Print O
I+ Bill Service Charge
I~ Irwoice PO Requirg
[ Do not Service

Do Mot Allow Click to Pay Papmert Links

Do Mot Allow to S ave Accounts/Credit Cards
Saved Accounts/Credit Cardz

L*_Eg?ﬂ

Tax 2 Exempt | [ Alwayz zpnch in big

YL T b |

4. Click OK to close the customer record.

The Click to Pay link is now disabled on any invoices where the customer is the Bill To.
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About Merchant Track

Merchant Track is our online payment portal used to access transactions made with EPASS Pay. You can use
this tool as a way to view detailed information on all of your transactions, fees, and deposits.

= EPASS Pay MerchantTrack

@
Dashboard Dashboard
S
=8 Dashboard
ortcuts tats
VEB\ Sh S
Terminal
H > Total Transaction Count
Terminals Recent Funding Activity Recent Transactions 3685
laa Total Transaction Volume
. $954,198.31

View Report View Report

Last Transaction Date
8/27/2024 2:43:52 PM MT
Last Transaction Merchant

ePASS.Merchant.1
Daily Volumes

Last Transaction Amount
$58.96
20,000 — — Last Transaction ID
18,000 2256436707

16,000
14,000
12,000
10,000
8,000
6,000
4,000
2,000 A
0
& P @‘A}) © @Q\ @& Q"’& Q?’QZQ%&@ 3 @Qio?’\& &.\o &’\\ Q%\q{ «0‘5\’1@0 ;\\‘5\‘1&\0 &o \\5\% @\@ @@ Q%n;\ e‘?’ml@ﬁ @f 9‘5{: \s‘bﬂi@,ﬁ

Q'v
,,L>Q _1>~° o o o O N N o w@bﬁ-@@ QB N R B B BT BT BT BT B B B GBS BT BT B B S o
T TSI T I T TSI I I TSI

[ Note: Merchant Track includes a virtual terminal that can process transactions, however, we
recommend that you do not use this option to process payments. Any transactions processed through
the virtual terminal are not recorded in EPASS. To prevent staff from accessing the virtual terminal,

make sure that you disable access in their EPASS User Security Settings. See EPASS Pay Security
Options for more information.
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Accessing Merchant Track
You can access Merchant Track from within EPASS:

1. Log into EPASS.
2. On the toolbar, click the Merchant Track button. Merchant Track opens at the Dashboard.

P Tools Windoy

Blol~

Note: If the Merchant Track button is unavailable, you might not be correctly set up to use Merchant
Track or have the correct security permissions. Contact your IT department for help with configuring
your EPASS user account or view Setting Up EPASS Pay.
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Dashboard

The dashboard provides you with a quick glance at your business or locations’ recent activity. You can look at
recent transactions, recent funding, and get a quick graph of daily sales volumes. This is the first screen you'll
see when logging into Merchant Track and is a great snapshot of information.

Dashboard

Tip: If you have multiple locations, you can reduce the number of graph lines you see by clicking the
color blocks next to each location name located at the top of the graph.

Viewing Recent Funding Activity And Recent Transactions

At the top of the dashboard is the Recent Funding Activity and Recent Transactions shortcuts. These two
reports can provide you with a quick snapshot of the week's EPASS Pay data.

Dashboard

Shortcuts

Recent Transactions

View Report

Clicking View Report for either of these will show you a Funding Summary or Transactions report from the past
6 days, including the current day. You can also export these reports as a PDF or a CSV file.
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Tearaacnons Bepeet
- - e v -

Cat b st e b 4

-t Ty W S - S ——— G Syt At W A e Sl

Searching For Transactions

The transaction search is the most used feature in Merchant Track because you can find a specific transaction
or set of transactions. Additionally, you can confirm a refund for a customer went through or find out why a
customer's payment failed.

Note: To search for a transaction, the EPASS user needs the Merchant Track — Transaction Search
security option. See Security Options for more information.

1. Start Merchant Track by clicking its button on the toolbar.
P Tools Windoy

Blol~

On the left side menu, click Transaction Search.

= EPASS Pay Merchant

Dashboard Dashboard

$
el Dashboc

R
J Shortcuts

Virtual

Terminal
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There are a several filter options to narrow your search of a transaction.

Transaction Search

o .
=menm
— | S
o e
<3 o
=3 e

A. Merchant: If you have access to multiple locations, you can select a single location from the
dropdown menu. If there are multiple locations, the menu list will be in Alphabetical order.

B. Payment Method: Filter the search results by payment method (for example, VISA, Mastercard,
American Express).

C. Status: Each transaction has a status associated with it. You can filter your search by status type
here. For a complete list of statuses and what they mean, ®click here.

D. Transaction ID/Account Holder Name/Customer ID: Every payment made in EPASS Pay is
associated with a transaction ID, account holder name, and customer ID. If you need the status of
a specific transaction, you can enter one or more of these pieces of information here.

E. Transaction Date Type/Range: If you'd like to search for transactions within a certain date range,
enter a start and end date here. If a date range is not selected the entire transaction history is
returned in the search results. You can also select which date is used from the Transaction
Date dropdown: the Authorization Date or the Capture Date.

F. Invoice Number: If you'd like to search for a payment on a specific invoice, enter the invoice
number here.

G. Account Last 4: Enter the last four numbers of a card used for payment to find all transactions
associated with that card.
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Viewing Reports
Merchant Track and EPASS Pay have several built-in reports that you can use to review deposit, sales
transaction, and chargeback activity in addition to monthly statements and general reports.

1. Start Merchant Track by clicking its button on the toolbar.

P Tools

Bl

2. On the left side menu, click Reports.
= EPASS Pay Me

Dashboard Dashboz

$
Transaction
Search D a S h

= Shortcu

Virtual
Terminal

R

Terminals

[

7

Report Types and Details

Funding Summary Report Shows the funding information in summary per funding batch and provides
links to the Funding Detail Report that shows the contents of the funding batch
selected

Transaction Summary Shows total transaction count and volume per day for each payment method

Report

Funding by Transaction Shows the transactions that have been funded in the specified date range

Report

Funding By Line Item Report | Shows the transaction Line Items that have been funded in the specified date
range

Chargeback Summary Shows the count and volume of chargebacks for the given date range

Report

Chargeback Report Shows the details of chargebacks for the specified date range
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Chargeback Action Report Shows the details of chargeback actions for the specified date range

Transactions Report Shows all transaction (successful and failed) that occurred during the specified
date range
Merchant Statement Provides summaries by day and payment method of transactions processed

during the month selected plus deposit summaries and listings of the fees,
chargebacks, and ACH returns in the deposits during the month selected

Merchant Deposit Report Provides deposit summaries and listings of the fees, chargebacks, and ACH
returns in the deposits during the month selected

ACH Returns Summary Shows the count and volume of ACH Returns for the given date range

Report

ACH Returns Report Shows the details of ACH Returns for the specified date range

Gift Card Operations Report | Shows all gift card operations (successful and failed) that occurred during the
specified date range

Gift Card Operation Shows total gift card operation count and volume per day for each payment
Summary Report method
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Exporting Reports
In addition to viewing reports within Merchant Track (complete with hyperlinks to each transaction’s details), you
can also download each report for offline viewing. Click the Export to CSV or Export to PDF buttons to

download a CSV (comma separated values) file, which can be opened in MS Excel, or PDF.

(-2
Dashboard Dashboard / Reports / Funding Summary Report Parameters / Funding Summary Report «

$

Funding Summary Report

()

Virtual

Terminal

B > Merchants: Start Date: 9/1/2023 ie: Mountain
Terminals

CY

BB Report Data

Showing Records 1-8of 8

Export to CSV Export to PDF

,\‘*\ v\‘\'\\ \_ "*‘\&A‘\. -

Merchant Display Funding Processing Sales Sales Gross otal ¢
Name ID Date v Type Count Total Amount Fees Amount
21778 9/27/2023 Card 1 $245.25 $245.25 ($8.47) $236.78
21718 9/26/2023 Card 1 $3,960.34 j $3,960.34 ($129.21) $3,831.13
21645 9/13/2023 Card 5 $4,095.26 ‘( $4,095.26 ($134.10) $3,961.16
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CSV Example
= FundingSummaryReportBrportMountain - Bxcel
Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do
bl rK\ Cut | A — T - = =
SR Calibri =11 <[ A A - = 5?/' = aE! Wrap Text General - i Bad £m B
[ B Copy ~ S| =] =] stan Geneat ] Z] E‘—; S| B =
Paste s [ | Sy e === = = w = 0 00 Conditional Fermatas Good MNeutral = Insert Delel
- ¥ Format Painter BT Loz £ = = =|i=2= Merged Benter $ % e et Formatting »  Table ~ = o *
Clipboard [ Fant = Alignment = Mumber [ Styles Cell
G9 > fe 3717
A B 5 D E F G H | J K L Il
1 |Funding ID Merchant Identifier Merchant Display Name Date Sales Count Sales Total Sales Fees Refund Count Refund Total Refund Fees Chargeback Count Chargeback Total Chargeback Fees |
2 | 30126 7/23/2024 7 214.41 37.14 0 a (] 0 o 0
3 | 30133 7/23/2024 2 371 13.06 0 a 1] 0 o 0
4 | 30103 7/22/2024 8 384.07 13.98 0 a [¢] 0 o 0
b | 30119 7/22/2024 6 51.86 30.92 0 a 1] 0 o 0
6 | 30071 7/19/2024 2 61.22 10.61 0 a [t] 0 o 0
¥ | 30088 7/19/2024 i 16.02 1.02 0 a 0 0 o 0
8 | 29943 7/12/2024 2 80.62 3.62 0 a [e] 0 o 0
g | 29971 7/12{2024 7 21?.23' 3?.17.| 0 a o 0 o 0
10| 29854 7/2/2024 1 1 0.53 0 0 0 0 [ 0
11 | 29786 6/27/2024 5 4 1.13 0 a 1] 0 o 0
FundingSummaryReportExportMount [ * (4]

Ready (J;?ﬁccess\bi\ity: Unavailable

PDF Example

Funding Summary Report

Merchant Funding ID  Date Processing Sales Count Sales Total Refund Refund Total

&g%lgy Type Count
30126 71232024  ACH 7 $214.41 0 $0.00
30133 71232024  Card 2 $371.00 0 +0.00
30103 7222024  Card 8 5368407 0 $0.00
30119 7222024  ACH 6 $91.86 0 $0.00
30071 TN%2024  ACH 2 $61.22 0 $0.00
30088 TM%2024  Card 1 $16.02 0 $0.00
29943 7122024  Card 2 580.62 0 $0.00
29971 71122024 ACH 4 $217.23 0 $0.00
29354 11212024 Card 1 $1.00 0 $0.00
29786 627/2024  Card 5 $4.00 0 $0.00

Note: Not all exported columns are shown in the examples.
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=rUASS

Bank Reconciliation

Before the EPASS customer can start the bank reconciliation, they need to print the “Funding Summary Report
from Merchant Track. This report shows a batched list of gross transactions with the credit card fees based on
the funding date. The user compares these transactions to their bank statement and bank reconciliation. The
difference should be the credit card fees but this is not always the case.

Let’s look at how this works.

Andersons Appliances runs the Funding Summary Report in Merchant Track and exports it to CSV.

= EPASS Pay MerchantTrack

Dazgurd Dashboard / Reports Click "Funding Summary

$ Report”.
Lesall Re ports

=) Funding Summary Report Shows the funding information in summary per funding batch and provides links to the Funding Detail Report
Virtual that shows the contents of the funding batch selected

e Transaction Summary Report Shows total transaction count and volume per day for each payment method

76.5.\.: Funding By Transaction Report Shows the transactions that have been funded in the specified date range

Funding By Line Item Report Shows the transaction Line Items that have been funded in the specified date range
hﬁm Chargeback Summary Report Shows the count and volume of chargebacks for the given date range

Chargeback Report
Chargeback Action Report
Transactions Report
Merchant Statement

Merchant Deposit Report

ACH Returns Summary Report
ACH Returns Report
Gift Card Operations Report

Gift Card Operation Summary
Report

Shows the details of chargebacks for the specified date range

Shows the details of chargeback actions for the specified date range

Shows all transaction (successful and failed) that occurred during the specified date range

Provides summaries by day and payment method of transactions processed during the month selected plus
deposit summaries and listings of the fees, chargebacks, and ACH returns in the deposits during the month
selected.

Provides deposit summaries and listings of the fees, chargebacks, and ACH returns in the deposits during the
month selected.

Shows the count and volume of ACH Returns for the given date range

Shows the details of ACH Returns for the specified date range

Shows all gift card operations (successful and failed) that occurred during the specified date range
Shows total gift card operation count and volume per day for each payment method
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= EPASS Pay MerchantTrack

Dashboard

S
== Funding Summary Report Parameters

Dashboard / Reports / Funding Summary Report Parameters

Search
(] Merchants
e ePASS.Merchant.1

Terminal

H > Time Zone
Terminals
Pacific
s

Reports

Date Range Start Date

06/01/2024
Date Range End Date
06/30/2024 \

Fill in the date parameters
and click Submit.

- 140 -

4029 Hastings Street ® Burnaby, BC ¢ V5C 2J1




TF 888.629.4218
E sales@epass.software

R&D Business Systems Ltd.
EPASS Ly
s 0O F TTW R R E

= EPASS Pay MerchantTrack

1)
Dashboard Dashboard / Reports / Funding Summary Report Parameters / Funding Summary Report
s .
=8 Funding Summary Report
[:] .
Virtual
Terminal
B > Merchants: ePASS.Merchant. 1 Start Date: 6/1/2024 End Date: 6/30/2024 Time Zone: Pacific
Terminals
o
Repors BB Report Data Export to CSV
Showing Records 1-100of 10 Results per page: 100 v Time Zone = Pacific ™
<« 1 of 1 g port to Export to PDF
Merchant Display  Funding Processing Sales Sales Refund Refund Chargeback Chargeback Return R
Name ID Date ~ Type Count Total Count  Total Count Total Count T

Andersons Appliance opens the Bank Reconciliation in EPASS and looks for the transaction on the bank
statement. The Bank Reconciliation shows the gross amounts that were deposited. The gross amounts are

defined as the amounts before the credit card fees. Let's use the Jun 17/24 funding date to illustrate this
example.

Between Jun 12-14/24, Fullsteam deposited a total of $48,309.33 which is funded on Jun 17/24. Andersons
compares the Bank Reconciliation to the Funding Summary Report to find the corresponding batched deposits.
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L o | = 753
Search Dplons
Closing Date  [o730/24 Bark Accourt  [1n0 _| [Checking Check Number Matching [ qual |
I Show Reconcied _ S5k I
St [l boe =] [ ]| Sl [ 1 o e
ChackNimber | Supplis [ Date | BatchNumber | Amovnt] T a0 Tyom | R 4y iI -Reconciliation Surnrnary
Summary - CREDIT CAR E/12/2024 785 263272 Deposit - Fiscal Year 2024 =
Summary - CREDIT CAR E/13/2024 787 3389631 Deposi - )
Fiscal Month f| -
Summary - CREDIT CAR 6/16/2024 772 11,540.30 Depoit r
Summary - CREDIT CAR BA7/2024 ] 11257 Depost r Closing Date 6302024
Summary - CREDIT CAR 6/18/2024 1 1033318 Deposit [ e T
80 328480 Deposit - -
In the EPASS Bank = ePass Closing 270,611.44
T 787 144711 Depost I Balsniy :
Reconciliation, the total of s 20638 Depost -
th 3 t t - Chack + 4431557
ese ransaciions = 792 1953434 Deposit r Deposit : 33862467
$48‘30933 75 114450 Depotit r
RO 795 21.762% Depost -
Summary - CHE 6/25/2024 a3 12385351 Depost I
Summmary - CREDIT CAR B/26/2024 BO3 11691 62 (Drepizit I~
. " r New Closing =,
Summary - CHE /272024 805 563559 Dieposit . Hulaace 23.697.66
Suminary - CAEDIT CAR B/2T72024 505 343037 (D epnesit Bank Statement . U—EJ'
Summary - CHE B/28/2024 807 13.036.59 Deposit r Balance
Summary - CASH B/30/2024 807 3.250.00 Depost r Variance -23.697 66
Surmmnary - CHE BA30/2024 807 BN Deposit r
Sunmary - CREDIT CAR §/30/2024 807 124748 Depost r B |

None of the batched totals from the Bank Reconciliation match the Funding Summary Report due to the daily cut
off times. Review each individual transaction by drilling down further into the details in Merchant Track. The
highlighted transactions below total to $48,309.33. Now, it's time to record the related credit card fees.

Funding ID Merchant Identifier Merchant Display Name Date Sales CouiSales Total Sales Fees Refund CcRefund Tc Refund Fe Chargebac Chargebac ChargebacReturn Fe Gross AmcOther Fee Other Fee Total Fees Net Amou Funding § Region
11483648 EPASS.Andersor li 397512 d i 6/17/2024 3 5091.1 92.91 o o 0 o o 0 o 50911 0 o -92,91 4998.19 Funded US
11499231 EPASS.AndersonsAppli 397512 i 6/17/2024 6 40224.52 1044.44 0 ) 0 0 0 0 0 40224.52 0 0 -1044.44 39180.08 Funded US
11520611 EPASS.AndersonsAppliances.397512 Andersons Appliances  6/17/2024 1 3025.13 69.43 o o 0 o o 0 0 3025.13 0 o -69.43 2955.7 Funded US
11468547 EPASS.AndersonsAppliances.397512 Andersons Appliances  6/14/2024 0 0 0 1 -31.42 0 0 0 0 o -31.42 0 0 0 -31.42 Funded US

The Funding Summary Report shows
a total of $48,309.33 for these four
highlighted transactions.

Notice that the net daily total on the bank statement does not match the Funding Summary Report. This is
because the refund ($31.42) is not included in the Jun 17/24 funding totals.
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06-17 ACH Credit
FULLSTEAM

2,955.70
The Bank Statement shows a Daily

Net Funding Total of $47,133.97

which doesn't include the $31.42
06-17 ACH Credit ﬁ\ R
FULLSTEAM

06-17 ACH Credit 39,180.08
FULLSTEAM

Enter the credit card fee in GL Transactions.

-

B3+ G/L Transactions I — I = I 2 |
—Search Options -
Search For | B_I,']GLAc:u:uunt __| Matching | Start of Field
Search

[&HD w|  For | By[GLAccourt = Matching [StatofFied |

- Source JGL!—\ccnunti Amount | Source |Reference | Date |Batch it |Mote |Eheckﬂ [Usger |

Go to GL > Transactions. Click Add.

~Record Count-

[ ] ol
Balance

Import ‘ Export Feview I Add Edit Delete E it
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EI - .': | -.._ -, gNsaCcelorf | — | @ ‘E
Amourt | 1.206.78 [ Reverse
G/ Account {50050 | |Credit Card Fees Head Office Reverse Period
Bank Rec Type |JE [ ]Da_l,l of next manth _]
Reverze Day
Date |08/17/2024 | | -
Reference [ Jun17/24 CC Fees |
: — fo Fe Alfrcated
MNote Jun 17424 credit card fees N
| 0.00
v
Distribution
G/L Account D escription Amount
1000.0 Bank Head Office -1,206.78

I—v 0,00
* Fill in the highlighted areas

and click OK.

0K Cancel [
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SEE .
s -

lE}-GfLTransactiuns (o=

| [ ———

Search Options

|

Search For | By[GLAccourt ] Matching [StartofField i

Seaich | i
|aND w| For | By | GL Account | Matching [Start of Field =

Saurce ] Batch #t | Note

Q6M712024 0 f4 o b
061712024 0 |Jun 17724 credit can

Record Count

— Verify ‘ ‘
2 Balaia Import Expart

Edit Delete E wit

Check the bank reconciliation to make sure the GL transaction for the credit card fees is visible.

Bank Reconciliation

Search Dptions
FledraD ol Bliackld The credit card fee is now available for be
te t i il -
osing Date  [7/24/2024 ank Accaunt  [1000.0 | |Bank Head Office eck Hur reconciled. ~| Search |
I~ Show Reconciled .
Since: |Tramachan Dale _J [oovoosmo ] Suepliee e _| [AIRecords Batcl ! e j'
CheckNumber {Suppliel | *Date | BatchMumber | Amount| Transaction Type | Note Reconciled = Reconciliation Summary

Jun 17/24 CC Fees 742472024 1] -1,206.78 JE Jun 17/24 credit card fees & Fiscal Year EoT
e — p— e i = . = -
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EPASS Pay Trouble Shooting

How does EPASS handle incomplete transactions due to a power or network interruption?

1. Create Inv RS00000182 and collect full payment. Select the payment type, fill in the amount, choose the
entry method and click OK.

§ 65+ vaice = RS000001 4 4d Payment (== ][=]
Type J Pack J L] | Lo J Description J Qty] Aot | Wty | Tax J Statuz J G0oH
Fadel Mo ELUBRZ214KSE TwH 24 BEY. CEWTRE. 55 1 3.888.06 Wy Open 0/
Mizc Mo DELIMERY Deliverny Fees 1 100.00 MMM

Item T Model T Labar T Mizc T Lomment T ‘Wharranty T Papment T Tax T Package T Signature

Papment Type  |EPCC | |EPASS Credit Card Amaunt | 451053 Tendered TripHt ﬁ
Irwaice Taotal 4 454 62

Entry Methad |me Keyed vI W Save Credit Card for Future Use - Payments
Balance 4.454.62
Click here to views/change address for this payment | Upcharge * 155.91
Balance +
Comment ] | Upcharge HER |
Branch |Default | |Andersons Appliances * Upcharge based on paying

the full balance
Minimum Deposit  2.305.27
Deposit Received 0.00
Deposit Required 2,305.27

Invoice Total il
0]8 | Cancel 4 454 62
GM % 1 0o
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The EPASS payment screen appears after clicking OK. The Billing Information auto populates based on
the bill to information. Click Next.

By [ Inwoice # x| Matching [End of Field v Search 1% Inveice = RSOD000TA2 - Foster, Adrion and Elaheth - Add Payment ==

by [Customer =] Maicting [Fam =] St [ =] Type | Pack | ltem [ Loz [ Deserption I oyl ewount|wiy [Tas St [ ooH
Model Mo KUBR214KSE dwH 24 BEW CENTRE. G5 1 388806 WYY DOpen o4
; IMDdeICode _ﬂ U’I Malching IEquaI ll Misc Mo DELWERY Delivery Fees 1 100,00 NMN
sta 4 EPASS Payment Pracessing - Invoice # RS00000162 — o X
¥ [ope
| Ope

Charge Amount: $4610.53

fem | Model | Lebor | Mic | Comment | Wanany | Papment | Tax | Packsge | Signatus

Billing Information
beiine Tl O seny [T ]

Please enier the following infermation exactly as it appears on the card statement
Required fields marked by * Invoice Total 4,454 B
Entry Method Form Keyed - ¥ Save Credit Card for Future Use Pa

First Name  Adrian and Elizabeth Balance

Click here to address for this payment Upcharge *
4
<] LastName  Foster Balance +
Comment | Upchargs 50

based on paying
the full balance
Minimum Deposit  2,305.27
Deposit Received 0.00
Deposit Requited  2,305.27

Name On Account = Adrian and Elizabeth Foster

Address One 2514 Kulshan Street

P J Branch |Defauit | [Andersons Appliances
Address Two

Bellingham

WA

~lrivaice Total
98244 _ Cemmi | Discount = al
Sersl | Spit Lne oK 4454 62

United States of America

Country

GM % 00

Fill in the credit card number and click Submit.

LUCK nere 10 Make mis your GeTaun Searcn

I —

8y [Irvoice # =] Matching [Endof Fisd ~] SRR B3 Invoice = RSD000U1B2 ~ Foster, Adtian and Elizabeth - Add Paymient = = |
By [ Custamer 1t x| Matching [Equal ] staws [+l Type | Pack [ ltem I Loc [ Descrption I oy Amount[wy [Tax [Ststws [ o0H
Model No  KUBR21#KSE SwiH  24BEV. CENTRE. 55 1380806 NYY Open 0/
o =] o Metching [E =] Misc: No  DELMERY Delivery Fees 110000 NN

tal 4a EPASS Payment Processing - Invoice # RS00000182

Ve | Modl | Lebor | Mio | Comment | Womeniy | Pagment | Tex | Packege | Signatwe

Payent Type  [EPCC | [EPASS Credt Card At 451053 Tendeied Tip#[ 1

Card Number

5454 5454 5454 5454

Irwoice Total

Entry Method Form Keyed el ¥ Sawe Credit Card for Future Use: P
z

Expiration cvv

12128 222| ‘
Comment [ Upcharge
bmi Biranch = Upcharge based on paying

Minimum Deposit  2.305.27
Deposit Received  0.00
Deposit Required  2,305.27

Balance
LClick here to address for this payment Upcharge * 15531
Balance +

Privacy Palicy

By clicking Submit, you agree to our
Privacy Policy and consent to the use
of your transaction information for
processing this transaction and for
fraud and risk management

Commir_||_Disoount
S Spit Line Ok

4,454 B2
GM % o0

Immediately after clicking Submit, | encountered a processing error. Click OK on the message.
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Click here to make this your default Search

By [Invoice 1 =] Matching [Endof Field +] Search 5 Ihwoice SRS00000182 - Foster, Adrian and Elirabeth - Add Payment = E3
By [ Custamer # | Matohing [Equal =] Stas far <] Type | Pack [ ltem | Loc [ Dessiption | ol Arount]wy [ Tas | Stows | G0H
Model Mo  KUER214KSE SwH  24BEY. CEMTRE.SS 1 3888.06 N’ Open 040
] D'i Matching IEquaI _'J Misc Mo DELIVERY Delivery Fees ;) 100.00 MMM
t |Name | Job Status | Sched Date|Finish Date | Total |  Balance|inv T
& |Foster Adrian af UNCONFIRMED 7010/2024 | 7/22/2024 | 4552.80 | 1747.53 |RS
6 |Foster Adrian af UNCONFIRMED B/25/2024 | B/25/2024 | 4552.80 | 4552.80 |RS
EPASS Payment Processing x
Gem | Modd | Lebar | Mse | Comment | Wemanty | Payment |  Tax | Package | Signatwe
Exception in
@ PASSP: it.PaymentPr i 8 2 Payment Type  |EPCC EPASS Credit Card Amount 451053 Tendered Trip#| 1
Failed to save response data. - ! I ——I L
Exception in ePASSPayment.Common.ReturnData:
Failed to save data to database. - Irevoice Total
Exception in ePASSPayment.Common.AdodbWriteData: Enty Method  [Fom Keyed ~| ¥ Save Credit Card for Future Use
Failed to save data to database. - = - Papments
[Cache QDBC)[State : 51000][Native Code 29] e
[CAEPASS\PASSserver.exe] Balance
SOLCODE: <-29>:<Field not found in the applicable tabls
{LDG“": :Prep;;r fsttouhd inthERnelGHIEables] Click here to view/change address for this pavment Upcharge * 166,91
[emsg: < Field B
*SOLUSER.INVOICERAYMENTTXRESPONSEDATA, PAYMENTFORER o I Usehan
ANCH' not found in the applicable tables* INSERT INTO . E
view I InvoicePaymentTxResponseData { InvoicePaymentRef , J Branch [Defaul | [Bndersons Appliances Upcharge based on paying
InvoiceCode , ChargeType , BankTransactioniD , the tull balance
BankApprovalCode, Requestedimount , ApprovedAmount Minimum Deposit  2.305.27
ResponseCode, ResponseCodeText , State, TransactionState , Deposit Received 0.00
AVSCode , AVSCodeDescrip e -
Deposit Requited  2.305.27
“ — Inwaice Total
s e
e [ e
GM % | on

EPASS explains that there was an issue with the payment but has kept it in the list and that the user
should recover it ASAP. Click OK.

B3+ Invoice # RSO0000182 - Foster, Adrian and Elizabeth - Add Payment = |

o Search |

Status |AII v| Tupe | Pack | Iterm | Loc | Description | Qtyl Amountl Wty | Tax I Status | GOH
Model Mo KUEBR214KSE FwH 24 BEV. CENTRE. 55 1 3.888.08 MY Open 0/0
Mizc Mo  DELMERY Delivery Fees 1 100.00 MMM
4552.80 1747.53 (RS
455280 | 4ssaan lps
EPASS Payment Processing *

3 The payment request for 54,610.53 is incomplete, the payment _T

line will be kept in the list, Misc T LComment T i aranty T Payment T Tax T Package T Signature

You should try to recover it ASAP,

855 Credit Card fmount | 461053 Tendered |  Trp#[ 1

: Irwegice Total
] W Save Credit Card for Future Use P ayments

Balance:

Click here to view/change address for this payment Upcharge
Balance +
Comment | Upcharge
Delete | Eucel | B h . : * Upcharge based on paying
ranci |Default _I |Andersnns Appliances tho tull bolunes

Minimum Deposit  2,305.27
Deposzit Received 0.00
Deposzit Required 230527

Invaice Total

ok | Cancel | [ aeme
GM % | i}
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EPASS adds a payment line with an incomplete payment description and the credit card upcharge. Click

Exit.
1 —
EapInvoice # RSO0DD0182 - Foster, Adrian and Elizabeth - Review Payment [r=e|[-E] ]
Type | Pack | Item 1 Loc | Description | Gty | AmountI ity I Tax ] Status 1 Q0H
Model Mo KUBR214KSE MwH 24 BEV. CEMTRE. 55 1 2.888.06 WY Open 0/0

Misc Mo DELVERY Delivery Fees 1 100.00 fMM
| Payment Incarmplete. Amourt re ; §4 61053 0 MMM - Dpen
Mgz Mo CCUPC CC Upcharge Fee 1 186891 MHM

Item T Model T Labor T Mizc T LComment T Warrarity T Payment T Tax T Package T Signature
Payment Type  |EPCC | [EPASS Credit Card Amaunt 0.00 Triph[ 1
Entiy Method Receipt | Previsu I S I B J Irvoice Total 481053 Date Posted
Card | | -Payments | 000 00/00/00
Auth # | | T=1D | | Batch l:l Balance 451053 :

Lk
Click here to view/change address for thiz pavment Show Sighature Change
1 ] pen
i [ ' } Created
-L _8#25#2024
Cashedoutby [ | On [00/00/00 | at | -Modiﬁed
Eranch |Detaul | |Andersons Appliances Minimum Deposit  2,305.27 l:l 00:00/00
1 Deposit Beceived 0.00
Deposit Required 2,305.27
5 --|I'I'JDiCIE T‘élh‘il =
Discount
| ¥ Header I Add ‘ Edit I Recover I Exit J Add From Cart I III“I"III' 461053
| GM % 0o

Edit the invoice immediately after exiting. The system notes that there are incomplete payments and asks
if you want them to check with the merchant to see if it was processed. Click “Yes” to continue.
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SR NIEIE U GRE NS YUUL USTAUIL JEQILT I

eft L] Matching 1Equa| Li Seach 3 Invoics & R Fost Iria Elizabe % Made E=) ‘_ETH_E_I
pr—r L] Matching 1Equa| j Status lA” j Type J Pack J Ikemn | Loc I Description ] Qlyl Amount | ity ‘ Tax | Statug | QoH
Muodel Mo KUBRZ214KSE SwH 24 BEY. CENTRE. 55 i 3.833.06 MYy Open 04
Misc No  DELMERY Delivery Fees 1 100.00 NMM
A 1Euua| j Fayment EREC Incomplete. Amount requested: $4,610.53 a 0.00 MMM Open
Misc Mo  CCUPC CC Upcharge Fee il 155.91 MMM
Job Status Sched Date h Date Total Balance| Inv T3
| IRMED
PASS tem | Model | Labor | Misc | Comment | Wananty | Pament |  Tax | Package | Signelue
i There are incomplete payments on this invaice.This means Model  fuBRziass | [24 BEV. CENTRE, 55 Ordered 1 Ha +| | 388R06 [ Package Tipt [ 1
. that an error occurred during the payment transaction and we i
* need to check with the merchant fo see if it went through or Losation [gwH _| |DellaWarshouss Shipped i Totdl  [3gge0s [ 00 Spif [ ooo
not. SKU# [T seral Location G0H 0/0 Std Cost [ oo
=
Would you like us to check with them now? Equiw Mot Avail 0 OI00
** THIS WILL NOT PROCESS THE PAYMENT AGAIN, It will only Brand KITCHENAID Q00 o/
th hant t if th it it th h:
query the merchant to see if the payment went thraug Pradic: IS _ ]—L] whiten [—EJE S[:atus.tt :
- If it did go through we will recover the payment details L
and complete this payment line, M ity ] 0 Eestures ] Inventory Tyupe |APPL Created
- If it did not go through this line will be deleted and you ]7 Ref ]7 L /252024
d | «an run the payment again, EO S I Auto Backorder Mardifid
Branch cnmmissinn]—j Ll
ranch  [Default ™ Reserve Exclusive when Ordering ] ’_‘_‘ 00700700
No Hote 23.975 Inch 4.89 cu. it Beverage Centre Refrigerator in Panel Ready. This ¥ BCP
Undercounter Beverage Center with FullExtension Wood-Front Racks halds 14 ¥ GST
T i Invoice Total
[ iscoun
AR l Heado | gt | Edi | Debte | Est | AddFioman | uﬂuﬂmﬂ 151053
GM % 0.0

Customer’s card or amount could not be saved as the token was not returned. Click “OK” to continue.

O Search B Imvoice = RSOO000182 - Foster. Adrian and Elzabet e P ament E_”_EI_ B4

Status m Type ] Pack ] Item | Loc ] Description | Qty] Amount | why | Taw 1 Status 1 Q0H
Modsl Mo KUBRZ14KSB IwH 24 BEY. CENTRE, 55 1 3.888.06 N Open 0/0
Mizc Mo DELIVERY Delivery Fees 1 100.00 MMM
Fayment EPCC Incomplete. Amount requested: $4,610.53 0 0.ao MMM Open
Mizc Mo CCUPC CLC Upcharge Fee 1 15591 MMM

EPASS Payment Processing x
i Customer's Card or Account could not be saved as the token 7 Mize T LComment T “Wartanty T Payment T Tax T Packags T Signature
% was not returned.

855 Cradt Card mount [T 000 Tendeed Tiintt[ 1
ok - ] .
_-| Receipt  Frevien I Frirt ] Ermnail ] Invaice Tatal Date Posted
Card | | - Payments 0.00) 0040000
Avth # | | TxID | | Batch I:I Balance
Status
Click here to view/ch. ddress for thi t Show Signature
ick here to view/change address for this paymenl ow Signature Change
' d

Comment [

Delete Exgel Cashedoutby [ | On [00/00/00 | at | Modified
Branch 1Default _J |AndersonsAppIiances Minimum Deposit 230527 l:IDD"JDD"JDD

Deposit Received 0.00
Deposit Required 2,305.27

| ase | e | meeo| st | sesremcs | UL m

The amount is processed.
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Ea.g;- Invoice # RSODD00182 - Foster, Adrian and Elizabeth - Review Payment = EoR
Type | Pack | Item | Loc | Description J Oty | Aot | Wty | Tax | Status | goH
Model Mo KUERZ14KSE SwH 24 BEV. CEMTRE, 55 1 388808 WYY Open 00

| Misc Mo DELMVERY

Delivery Fees 1 100.00 MMM
[] 4 E10.53 PN
MMM

Hpen

Mizc No  CCUPC CC Upcharge Fee 1

Item T Model T Labor T Mizc T Comment T W arranty T Payment T Tan T Package T Signature
Papment Type  |EPCC | |EPASS Credit Card Arnaunt [aE0Es  Tendeed Tripht [ 1
Ertry Method Receipt  Freview | Prit i Email | Invvaice Tatal LEI0ES Date Posted
Card [Mastercard - =554 | -Payments 451053 00/00/00
Auth # [342478 | T ip (2256334142 | avsiow Baance | 000

s i Shamoioet 2 St
IC] EMe 0 VIeW Changde address [of s paymen O o lgnature
Comment l " | 85;33;2024
Cashedouby [ | On [00/00/00 | at | Madified
Branch ]Default _] ]ﬁ-‘-.ndersons Appliances l:l 00/00/00
: I Invoice Total
L
{ e J Add ] Edi ] Yoid ] Exit ] i Fmea ] ummmﬂ G
GM % 0.0

Why can’t | void the payment?

A: If the transaction is not on a same day open batch, then you can’t void the payment. The only option is to
refund.
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%3- |nvoice # RS00000183 - Foster. Adrian and Elizabeth - Review Payment

)

Type | Pack | Item | Loc | Description J Oty | Aot | Wty | Tax | Status | goH
Model Mo KUERZ14KSE SwH 24 BEV. CEMTRE, 55 1 388808 WYY Open 00
Mz Mo DELMERY Delivery Feeas 1 P
Il F: I MMM [pen
Mizc No  CCUPC CC Upcharge Fee 1 8351 MMM
Item T Model T Labor T Mizc T Comment T W arranty T Payment T Tan T Package T Signature

Payment Tvpe  [EPCC | |EPASS Credit Card Amaurt [ 23mm - Tip] 1

Entry Method Receipt  Preview ‘ Print J Email i Invvaice Tatal HBaRD Date Posted

Card [Mastercard - ==s5a54 | -Payments 2,385.95 00/00/00

futh # [280427 | TwiD [2256334215 | avscow Bal [ 2219

Click hee to visw/chanae address for thi t Show Signat o s
ick here ta view/change address for this paymen o Sighature

Comment | | 85;33;2024

Cashedouby [ | On [00/00/00 | at | | Raiiica

Branch |Default _| |&ndersons Appliances i l:l 00/00/00

Click "Void".

ﬂeaderi Add ]

Edi ] Yoid | Exit ] i Fmea ]mﬂm

- Invoice Total

453813
GM % | 0.0
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B3+ Inveoice = RS00000183 - Fester, Adeian and Elizabett Raview Payment |i| 2 ||£|
Type [ Pack | Jtem | Loc | Description J Oty | Aot | Wty | Tax | Status | goH
Model = No  KUBRZ14KSE F4H 24 BEV. CEMTRE. 55 1 3,883,068 WY Open 0/
Mizc Mo DELMERY Delivery Fees 1 100.00 MM
Paprment EPCC 1] 2.385.95 NMM - Open
Mizc No  CCUPC PASS 1 8351 WM

l 5 oid the Payment and delete the current line?

Item T Model T_ Yes I No | Ea_l,lment T Tan T Package T Signature

Payment Type Amount 23595 Tende=d Tfipﬁﬁ
| ]

Ent i j i I | Irwaice Total 453813

nitry Method Print Email I _ Date Pasted
Card Mastercam - Payments 238595 00/0000
futh # [280427 | TwiD [2256334215 | avscow Bal [ 2219

Click e b view/change addvess for thi t Show Sigrat o s
IC 2re 0 YIew chatde Sadress far his paymen Ol S Ighature

Cormment l " | 85;33;2024
Cashedouby [ | On [00/00/00 | at | Raiiica
Branch |Default _| |&ndersons Appliances l:l 00/00/00

unt . Invoice Total
; { Header | add | Edt || wod | Est | addFemCan ]ummm [ 4smis
GM%[ on
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Entry Method
Card
ALith #

Comment
Cashed out by

Branch

The transaction can't be

Irweice Tokal 453813

) &5+ Invoice = RS00000183 - Foster, Ad { Elizabet EaE]=]
Type | Pack | Item ] Loc | Description J Oty | Aot | Wty | Tax | Status | goH
tdodel Mo KUBRZ14K5SE 4H 24 BEV. CEMTRE, 55 1 3.888.06 MYy Open 00
Mizc Mo DELMERY Delivery Fees 1 100.00 MM
Payrnent EPCC T 1] 238595 MMM Open
Mist No CCUPC EPASS Payment Processing X 1 8351 NNN

Transaction cannot be voided - Transaction is not in an open
batch/same day.
~ Available operation to consider: Refund
Transaction ID: 2256334215
Item Hag it i Tan T Package T Signature
) |
Paprent Type ﬁ I 238595 Tripht ﬁ

Date Posted

I

On [00/00/00 | at |

|Default

_| |&ndersons Appliances

i i - Payment
voided. Click OK to S 2,335.95
Balance 215218
Shiow Signature Change

00400400

Status

Created

Modified

-

|

1HIRLIE R RE
|0
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What do | do if | get this specific response code?

Before troubleshooting, check:

Ensure that each line item h_as a description.

e ] Medel 1 Labay ] Mize ] Cammenl T W arranky T Payment )i Tas ] FPackage 1 Synalue
| Papment Type  [EPAZ _ | |oegiT Amont 118325  Tendered Tipt[ 1
Inwoice Totd | B183.25
Entry M ethod FiM Pad o -Payments | 7.000.00
FIN Pad Delault20424 | EPASS Payment Processing - —
11835
M I Transaction request was daclined. ! 0.00
# o :
Cormment Response Code: 10
Description: The Description field is required.
Branch Default I
B+ Invoice # SAD007T3891 - JOHNSTONE, MATTHEW - Review Model
Typ= 1 Fack I liem | Loc | Drescription | Gt_l,l| .t'-‘«mnmt| Tane | TaxSI Slatus | Ny |
Model Mo  H3812.30 SUTTOM PLACE CREDEMNZA 1 173799 “e: Mo Committed
Moded Mo H3812-22 SUTTOM PLACE DOOR BOOKCASE 1 166699 Yer Mo Committed
Madel Ma  H3E1231 SUTTOM PLACE HUTCH 1 173799 Yes Mo Committed
Moded Mo DC-312-45H FABRIC DESE. CHAIR 1 29333 Yer Mo Committed
----- Lla ol B f bl T L 1 29393 ‘Yes Mo Committed
1 71500 HNo Mo Committed
! USE PORTS - DROPPED 1 44700  Ye: Mo Commitbed
Model Mo 437R-LaGAan RIGHT ARM WaLL RECLINER - DROPFED 1 71500 Yes HNo  Committed
Comment Mo FLOOR FLOOR MODEL - NO'WARRANTY - 45 15 - MO RETURNS 1] 000
Mise Mo  DEL-143 $143 DELIVERY FEE 1 14300 He Mo HNo
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What happens if a client has an expired card coming up?

We need to investigate the report. We don’t save a second card. We update the existing one.
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