ADD TRANSACTION

From the navigation bar on the left click Transactions
then Add

Transactions 1ent Info

Client Quick Search

erchant: 2163 DEMO - First Name:[ |
9 Credit Card Trans eCheck Trans Last Name: I:l

=
= Company Name:[ ]
Trans Type: Sale M I:l Consumer ID: |:|

Card #J |* [::::::]

Cardnolder:| N [
.j Exp Date: 04 ~ [ 2010 =~
Export Card Type: Visa -
Account Code: | Y| Proc Card

Sub totals 000 ] -

Sales tax : Tax Exempt
Total:

B order Info

Invoice .ir':| |

Schedule Info
B Bill to Info

Reporting

Clients B comments

Knowledge Center * = Required Field

| AddTransacton |

MERCHANTBANK.CARD)

Uzer Options

WMerchant Options

Gateway Settings




ADD TRANSACTION

NEW CLIENT

B Payme=nt Infx

First Select the Merchant: 7163 DEMO -

Clients payment @ Credit Card Trans vkl Tirmnes
methOd_ Trans Typ=: Saj= - I:l

Card 2:|123456785012 | =
Canthokdzr: [Jill Smith | =
Either requested BxpDate: 04 v 4 2012 v
Card Typ=: \f=n -

payment data.

.I!u__:Lr‘tC::_.l | V| Proc Cant
Sub total:[125.00 | =
Enter a sub-total Totst[mo0 ]

then tax separately, ===
if appropriate in your

office.

B Payment Info

Merchant: 2153 DEMO -

Enter an invoice
number if your office

Credit Card Trans (@ a{heck Trans

Trans Type: Saj= - |:|

Uses this for Entry Cla=s Code: PPD w Help
. Riouting 2: * IPMORGAN CHASE BANK
I’Efel’enCIng or Account #: (12456321 | =
reconciling. A_::’I:T':.'F-=: E-I“=:kir; -
Sulb total:|125.00

Sales tax :|0.00 Tax Ex=mpt
Tootal: |125.00

|

Irnroiom £:(132

=1
E:
(K}




ADD TRANSACTION

NEW CLIENT

Expand Bill to Info
section by clicking on
the white plus sign.
Enter the clients
address where you
service them at.
Enter client phone
number for easy
lookup

Enter an email
address where the
payment
confirmation email
should be sent to.
Client
Account/Customer #
should be entered in
the Consumer ID
field.

Make sure the Save
this Client box is
checked.

Click Add Transaction.

Bill to Info

Comments

* = Required Field

Schedule Info

B Bill to Info
Companv:| |
First Name: [Jill |
Last Name: [Smith |

Address: [123 Anywhere Street |
Address 2:|
Postal Code: 28765 | =
City: |An ytown | 8

State: FL -
Phone Number: [387-654-3210 |

Email:|ji|l@yahuo.gom

Consumer ID: 741023
Save this Client: [

Comments

* = Required Field



ADD TRANSACTION

NEW CLIENT

You will receive an automatic response as the
whether this transaction was approved or declined.

That's It!

Transaction Response

Response Description :
Date Time :
Merchant ID:
Transaction Type:
Total Amount %:
MName:

Response Type:
Response Code:
Authorization Code:
Last 4 digits of Acct#:
Entered by:

Trace Mumber:

eAVS Results

v eAVS State/Postal Code:

v enVS State/Area Code:

v envs Anonymous Email:

Verification Results

v ATM Verify:

## authorization Form

APPROVED

4/16/2010 5:35:54 AM PDT
2163

eCheck Sale

125.00

Sam Smith

A APPROVED

APPROVED AD1

3162384

7664

Demo
B70530B4-57F8-4D1A-B273-27894EFBAEAS

Match
Match
Match

POS P70:VALIDATED

& Add another transaction for this merchant

MERCHANTBANK.CARLD



EXSISTING CLIENT

ADD TRANSACTION

Either click Add
another transaction
for this merchant at
the bottom of the
Transaction
response page or
select Transactions
then Add from the
navigation pane on
the left hand side of
your Virtual
Terminal.

Transaction Response

Response Description :
Date Time :

Merchant ID:
Transaction Type:
Total Amount §:
Name:

Response Type:
Response Code:
Authorization Code:
Last 4 digits of Acct#:
Entered by:

Trace Number:

eAVS Results

¥ eAvs State/Postal Code:
¥ 2AVS State/Area Code:
¥ eAVS Anonymous Email:

Verification Results

v ATM Verify:

-# puthorization Form

APPROVED

4/16/2010 5:35:54 AM PDT
2163

eCheck Sale

125.00

Sam Smith

A APPROVED

APPROVED AD1

3162384

7664

Demo
B70530B4-57F8-4D1A-B273-27894EFBAEAS

Match
Match
Match

POS P70:VALIDATED

@i add another transaction for this merchant

Transactions

Reporting

Clients
Knowledge Center
User Cptions

Merchant Options

Gateway Settings

@ Credit Card Trans

MERCHANTBANKCARD

1t Info
hant: 2163 DEMO

eCheck Trans

Trans Type: Sale - [
*

Card r| |

Cardholder:| |*
Exp Date: 04 ~ J 2010 -

Card Type: Visa -

Account Code: | ¥| Pro

Subtotal:lp.oo | =

ot 000 ]

Tax Exempt

B order Info

Invoice £:|

Schedule Info
B Bill to Info

B comments

* = Required Field



ADD TRANSACTION

EXSISTING CLIENT

In the Client Quick Search B

. . First Name:

on the right hand side of

] ] Last Name:
your Virtual Terminal enter Company Name:
either the First Name, Last Consurmer 10: [65485
Name, or Consumer ID S | !
(Account/Customer #) of
the client you wish you run
da transaCtlon for [ & https://sandbox.paym... | = | |ﬁr

|£ https://sandbox.paymentsgat... | @|
A second window will open
on your screen with the
client or client’s that match
the information you
entered.

Jamie Smith

Double click the name of
the client you wish run this
transaction for. @ Intemet [ Protec ¥5 ~ ®100% ~




ADD TRANSACTION

EXSISTING CLIENT

The clients Payment
and to Bill to
information will be
automatically
populated.

Simply add the Sub
Total, then tax
separately if
appropriate in your
office, Total will
automatically
populate.

Enter an Invoice
number if your office
uses this to reference
or to reconcile from.

Click Add
Transaction!

B Fayment Info
Merchant:| 2163 DEMO Q2

Credit Card Trans @ eCheck Trans

Trans Type: Sale -

Entry Class Code: PPD
Routing #:|021000021 * IPMORGAN CHASE BANK

Account #:[*=****7300 | +

+ Help

Acct Type: | Checking
Subtotal:0.00 ] *+

Totas000 ]

Tax Exempt

B oOrder Info
Invoice #:|

B Fayment Info
Merchant:| 2163 DEMO Q9

Credit Card Trans @ eCheck Trans

Trans Type: Sale -

Entry Class Code: PPD
Routing #:|021000021 * IPMORGAN CHASE BANK

Account #:[*=****75g0 | =

+ Help

Acct Type: | Checking
Sub total: [95.00 =5
Sales tax : Tax Exe

Total: [95.00
B Order Info
Invoice #:[45618]

Schedule Info
Bill to Info

Comments

* = Required Field
MER oMK CARLD




ADD TRANSACTION

EXSISTING CLIENT

Once again you will receive an instant response as to
whether this transaction was approved or declined.

And That's It!

Transaction Response

# pythorization Form

Response Description : APPROVED
Date Time : 4/16/2010 5:52:54 AM PDT
Merchant ID: 2163
Transaction Type: eCheck Sale
Total Amount §: 95.00

Name: Jamie Smith
Response Type: A APPROVED
Response Code: APPROVED AD1
Authorization Code: 3162387

Last 4 digits of Acct#: 7890

Entered by: Demo

Trace Number:

eAVS Results

BEC17BFF-0F46-4B77-A958-3851097A87CS5

V' eAVS State/Postal Code: Match
v eAVS State/Area Code: Match
v eAVS Anonymous Email: Match

Verification Results

W ATM Verify:

POS PY0:VALIDATED

&' add another transaction for this merchant

MERCHANTBANKCARD



SEARCH FOR ATRANSACTION

Select Transaction then Search from the Navigation
pane on the left hand side of your Virtual terminal

'-rd Merchant
Report: All - 2163 DEMO -

From: [04/09/2010 | |7
Search To: [04/16/2010 | |7

Selection Value
First Name - = - | | And +

MERCHANTBANK.CARD)



SEARCH FOR ATRANSACTION

Option A. search by a date range by clicking on the
calendar icon and choosing the date range you wish
to search for this transaction by.

Option B. by choosing from one of the options in the
selection drop down list, then entering a Value for
your selection in the Value field.

Click Search.

Search Transactions

Merchant A
L}

Report: All - 2163 DEMO -

From: [04/09/2010] []
To: | April 10

5 M T W T F 5
Selection e
First Man| 12 =
4 5 4] 7 8

112 13 14 15 16 17

| search |

519 20 21 22 23 24

_Lf 26 27 28 29 30

MERCHANTBANKCARD

Search Transactions

Merchant B n

Repart: All hd 2163 DEMO -

From: =
To: [04/16/2010] [E]

Selection Value
First Name - = - [ | And =

Last Name
Company Name :
Entered By
ILast 4
Invoice £
Amount

MERCHANTBANKCARD



SEARCH FOR ATRANSACTION

A list of the clients the match the criteria you entered
will appear below.

Double click the name of the client to view the
transaction details page.

Search Transactions

Merchant
Report: All - 2163 DEMO -
From: [D4/09/2010 | |5
To: [04/16/2010 | |5
Selection Yalue
Last Name - = - |5rnith | And +

Last Name Invoice # Auth # Date Status  Response Amount
B 3162387 04/16/2010 ready A0l £95.00
3 3162384 04/16,/2010 ready AO1 $125.00




SEARCH FOR ATRANSACTION

The transaction details page lists the clients:

Bill To Information

Order Information

Payment Information

Transaction details including status
This is also where you would go to Void or Reverse a
transaction
To go back to your Search results click Back to Search
Results in the upper right-hand corner.
And That's It!

Transaction Details < Back to Search Results
Authorization Form

Bill To Ship To
Last/First Name: Smith/Sam Last/First Name:N/&
Company Name:N/A Company Name:N/A
Addres=:100 Anywhere st Address:N/A
City/State/Postal Code:Port Jervis NY 12771 City/State/Postal Code:N/A

Phone:845-856-2024
Email Addressisams@comcast.net
Consumer ID:100234
Client ID:11479

Order Payment
Invoice # :12345 Aocounni021000021
. coount#:

Bran.ch # tN/A Check#:N/A
F?E|dl :N/A Type:Checking
Field2 :MN/A& Entry Class Code:PPD
CPAY :N/A Sales Tax:$ 0.00
. Proc Card:no
Field4 :N/A Amount:$ 125.00

Date:4/16/2010 5:40 AM PDT
Entered By:Demo

Transaction Details

Detail
Transaction ID:b70530b4-57f8-4d1a-b273-27394efbaead
Status:ready Response Type:A
Transaction Type:eCheck Sale(20) Response Code:A0L
Response Description: APPROVED
Ip Address:173.12.73.2 Verify Result:POS P70 WALIDATED
Source:VT3 Auth Code:3162384
Settlement Date:12:00:00 AM Settlement Result:N/A
¥’ eAVS State/Postal Code: Match
V' cAVS State/Area Code: Match

v 2aAvVS Anonymous Email: Match




