EDIT CLIENT

INFORMATION

From the left hand navigation pane select the Clients
tab then Search.

Choose how you wish to search for this client using
the Selection drop down box then entering the value
of your selection in the Value field.

Click Search

Double click the first name of the client you wish to
make updates to.

Tranzactions

M Client Search

erchant Name
163 DEMO
election Walue Status Schedule Records

Consumer Id = [123456 | Active -~ Al -~ 50 ~ &

e First Name llank for all records
A0 Last Name <§|
Company Name
Search
Schdl Edit Delete
Minnie Mouse 123456 2163 2010-06-19 75.00 o L & :n
MERCHANTBANKCARL
£y
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Clients

User Options
Merchant Options

Knowledge Center
Gateway Settingz



EDIT CLIENT

INFORMATION

Click the Client tab from the top of the customer
database.

Make any updates needed such as a new email
address or service address.

Click Update a Client to save your changes.

And That's It!

Transactions

All Trans Scheduled Trans

| Transactons
Merchant: 2163 Status: Active -
N First Name: [Minnie | Last Name: [Mouse |
&c; Company Name: | |
~ Address: [123 Disney Land Way | Address 2: | |
S;ﬁéh Postal c:c.lee: [33444 @
City: [Orlando State: FL -
*‘ Phone Number: [258-954-5610 | Fax Number: | |
Export Email Address: [minnie@disney.com | Consumer 1D: (123456 |
~ Client ID: 11406 Allow duplicate Consumer ID
Qﬁ’ Ship To
mport Same as Bill To:
First Name: | | Last Name: | |
Company Name: | |
Address: | | Address 2: | |
Postal Code: | |
City: | | State: AK
|

Knowledge Center Phone Number: |
User Options
Merchant Optionz
Gateway Settings
MERCHANTBANKCARD

Fax Mumber: |




EDIT PAYMENT

INFORMATION

From the Payment Methods tab within the customer
database you can update a client payment
information, add another form of payment, or delete
a payment method upon your client request.

_Client || _Payment Methods <£‘ Scheduled Trans

& Mouse Minnie

Default CCfeCheck Last4 Edit Delete New Trans

Add eCheck | Add Credit Card

Yes DIsC ge11 [ 1

* Default Payment Method is used for the sale page and has no effect on scheduled transactions.

MERCHANTBANK CARD

To update a payment method such as an expiration
date click the Edit icon next to the payment method.
Use the drop down box(s) to update the expiration
date then click the Update Payment button.

| client || Payment Methods All Trans Scheduled Trans

& Mouse Minnie

Default CCfeCheck Last4 Edit Delete Mew Trans

Add eCheck | Add Credit Card

Yes DISC 6511 [ i

Default: [
Procurement:
Type: DISC
Exp Date: 02 - f 2013 =
Card #: ¥******5611
|

Cardhalder: [Minnie Mouse

* Default Pa int Method iz used for the =ale page and has no effect on scheduled transactions.
MERCHANTBANK CARD



EDIT PAYMENT

INFORMATION

To add a new payment method click either Add
eCheck or Add Credit Card.

If adding an eCheck select the Account Type from the
drop down box. Enter the Routing # and Account #
then click the Add Payment button.

All Trans || Scheduled Trans

[ client || Payment Methods

& Mouse Minnie

Default CC/eCheck Last4 Edit Delete New Trans

Add eCheclk | Add Credit Card
Default:

Acct Type: Checking +
Routing #: 021000021
Account #: [321520001]

Yes DISC ee11 [ @

MERCHANTBANKCARD

If adding a credit card select the card type and
expiration date from the drop down boxes provided
then enter the Card # and Cardholders First and Last
name then click Add Payment.

|_client || Payment Methods || All Trans || Scheduled Trans || Single Trans |

& Mouse Minnie
i Default CC/eCheck Last4 Edit Delete New Trans
Add eCheck | Add Credit Card 1 = :
Yes DISC g511  [Z i J
Default: . — B} —
etad Na Checking ooo1 b i ol

Procurement:

Type: MAST
Exp Date: 04 - J 2012 -
Card #: [5431111111111111 |
Cardholder: |Minnie Mouse |

* Default Pz lethod is used for the sale page and has no effect on scheduled transactions.
MERCHANTBANKCARD




EDIT PAYMENT

INFORMATION

To make the new payment method the default
payment method click the Default check box before
Adding the Payment method.

[ cClient || Payment Methods || All Trans || Scheduled Trans

& Mouse Minnie

Default CC/eCheck Last4 Edit Delete New Trans
Add eCheck | Add Cre p—y
1 Yes DISC s611 [ i |
Default: [V . p— —
srau Na Checking ooo1 L i P
Procurement:

Type: MAST =

Exp Date: 04 ~ [ 2012

Card #: [5431111111111111 |

Cardholder: |Minnie Mouse |

s pamert_JGEREN

* Default Paygment Method is used for the sale page and has no effect on scheduled transactions.
ﬁ MERCHANTBANKCARLDY

While you can have as many payment methods as
your client wishes, only one can be the default
payment method. It is the default payment method
that will be automatically populated when using the
Client Quick Search on the sale page.

| client || Payment Methods All Trans Scheduled Trans

Payment method added successfully.

v

# Mouse Minnie

Add eCheck | Add Credit Card

g611 [

ooor [
1111 &

* Default Payment Method is used for the =ale page and has no effect on scheduled transactions.

MERCHANTBANK CARD



EDIT PAYMENT

INFORMATION

Be sure when changing the payment method that
should be the default payment method that you
update the payment method on any previously
scheduled transactions.

From the Scheduled Trans tab within the customer
database click the edit clock icon.

Use the Payment Method drop down list to select the
payment method that should be used for these
scheduled transactions.

Click the save changes icon.
And That's It!

Payment Methods Scheduled Trans

# Mouse Minnie

Schedule Definitions

Edit Schedule Definition 04,/19/2010
Frequency: | Bi-Month Payment Method: DISC 6611 - @ ﬂ g—_'
- Select
Status: Active -
MAST 1111
Consumer ID: [123456 | o
Invoice # | |

Branch rl | Creator: Demo

Consumer ID Invoice # Branch # C Creator  Status
04/19,/2010 123456 Bi-Monthly Demo Active @

Click on the plus (+) to view schedule items




