SCHEDULE ATRANSACTION

From the left hand navigation pane select
Transactions then Add.

Option A. Enter a new clients payment information
Option B. Use the Client Quick Search to lookup an
existing client. (See Add/Search Transaction video or PDF)
Enter a subtotal, then tax separately if appropriate in
your office.

B Payment Info Client Quick Search
Merchant: | 2163 DEMO Q First Name:[ |

j'f‘? Credit Card Trans @ eCheck Trans Last Name: I:l
Add Company Name:l:l
Trans Type: Sale - I:I Consumer ID:
&Lr'chh Entry Class T:u:ud?: FPD} « Help I:l
Routing #:(021000021 | * JPMORGAN CHASE BANK
j- e - |
Export Acct Type:| Checking

Sub total: |100.00 -

Sales tax : Tax Exempt
Total: |100.00

B Order Info
Invoice ;| |

Schedule Info
Bill to Info
Comments

Reporting : :
* = Required Field

— | AddTeansacion |

Knowledge Center MERCHANTBANKCARD
User Options

Merchant Options

Gateway Settings



SCHEDULE ATRANSACTION

Expand the Schedule
Info section by
clicking on the white
plus box next to
Schedule Info tab.

Select a Frequency
from the drop down
box.

Select a start date by
clicking on the
calendaricon then
selecting a day.

Schedule Info
Bill to Info

* = Required Field

B Schedule Info

Frequency: Select -

Start Date: One Time Future

Weelkly
Bi-Weekly
Maonthly
Bi-Monthly
Quarterly
Semi-Annually
Yearly

Bill to Info

Comments

B Schedule Info

Frequency: Monthly -

Start Date: |04/16/2010 J

Quantlty: April 10

Continuous:
Bill to Info

Comments

5019 20 21 22 23 24
25 26 27 28 29 30

BANKCARD




SCHEDULE ATRANSACTION

B Schedule Info

Option A. enter a

Frequency: Monthly -
quantity of payments Start Date: 07162010 | [
you wish to set to Quantity:[s ]

Continuous; Edit (ﬂ' Clear [#]

recurring as per your T
contact with your client.  Eremmes

Comments (80 character limit)

Option B. CliCk the [00 DOWN 6 PYMTS X 100 |
Continuous check box.
Transactions set to | AddTransacton |

MERCHANTBANKCARD)

Continuous will have to
manually have to be
manually turned off

from the client record.
Frequency: Monthly -
You may want to enter a o e ezt [
note in the comment Contiruove: @) £at @ o [E]
section. You may do so
: -
by SEleCtlng the Whlte . Comments (80 character limit)
[MTHLY SERVICE |
plus box next to
comments to expand
the comment field. MERCHANTBANKCARD)

When complete click
Add Transaction.



SCHEDULE ATRANSACTION

You will receive an instant response as to whether the
transaction was scheduled properly.

If you scheduled the transaction o start today it will
batch at the end of the day so you will not get an
instant approval.

And That’s It!

Transaction Response

=
Merchant 1D: 2163
Transaction Type: Debit
Mame: Snow White
Scheduled Transaction: Starting from 4/16/2010

& Add another transaction for this merchant

MERCHANTBANK.CARD



EDITASCHEDULED

TRANSACTION

To edit a scheduled transaction. Select the Clients tab
from the navigation pane on the left then Search.

orting
IEnts 2163 DEMO -

Selection Walue Status Schedule Records
Q Last Name _ | Active - Al ~ s0 -~ &
Add Blank for all records

< [ Search |

MERCHANTBANKCARD

Merchant Options




EDITASCHEDULED

TRANSACTION

Choose the criteria you want to search for this client
from the Selection drop down list.

Enter the value of your selection in the Value field.
Then click Search

Click the clock icon next to the name of the client you
wish to make edits to.

Client Search

Merchant Name

2163 DEMO -

Selection Walue Status Schedule Records
ConsumerId -  [11319 | Active v Al - 50 - G
First Name Blank far all records

Last Mame

.C-:nrnpanyr Mame

First Name Last Mame Consumer I  Merchant I MNext Trans  Amount Status Schdl Edit Delete
Snow White 11319 2163 2010-04-16  100.00 =) ' :.*-? :ﬂn

MERCHANTBANE.CARD



EDITASCHEDULED

TRANSACTION

To change the status of the scheduled transaction. Click
the edit clock icon next to the scheduled transaction.
You may change the status to suspended, deleted, or
change from suspended to active by selecting one of the
available choices from the status droE down box.

S T T WYRETEN Scheduled Trans

& White Snow

Schedule Definitions

Edit Schedule Definition

04/16/2010
Frequency: | Monthly Payment Method: Checking 3741 _’.: ﬂ E
Status: m Entry Class Code: PFD
Consumer ID: Deleted:l
Invoice # |Suspended
Branch & l:l Creator: Demo

You can also change the payment method from here.
Simply choose from the clients available payment methods
in the payment method drop down box.

*Note changing the default payment method from the payment methods
tab will not change the payment method in any scheduled transaction.

AR i el IRl sScheduled Trans

& White Snow

Schedule Definitions

Edit Schedule Definition

04/16/2010
Frequency: | Monthly Payment Method:  Checking 3741 | (2] d
- Select
sstatus: | A - Entry Class Code: Checking 3741 |
Consumer ID: (11319 i
Branch # l:l Creator: Demo

Be sure to save any changes you made by clicking the
save icon.



EDITASCHEDULED

TRANSACTION

To edit only one specific payment in the scheduled
transaction. Click the white plus box next to the date
to expand the scheduled transaction to show the
details.

[ client || Payment Methods All Trans Scheduled Trans
& White Snow
Schedule Definitions
Consumer ID Invoice # Branch # Frequenc Creator  Status  Edit

04,/16/2010 11319 Monthly Demo Active @

Click on the plus (+) to view schedule items

MERCHANTBANKCARD

Click the edit icon next to the transaction you wish to
make changes to.

A L IRl Scheduled Trans

& White Snow

Schedule Definitions

Consumer 1D Invoice # Branch # Freguenc Creator Status

=] 04/16/2010 11319 Manthly Demo Active @
Scheduled Items Add a Scheduled Item 3
Date Amount Description Status Edit
04,16/2010 %100.00 Item 1 of 6 Scheduled 4
05/16/2010 $100.00 Item 2 of 6 Scheduled Z]
06,/16/2010 £100.00 Itemn 3 of 6 Scheduled @
07/16/2010 $100.00 Item 4 of 6 Scheduled #]
08,/16/2010 £100.00 Item 5 of 6 Scheduled @
09,/16/2010 £100.00 Item 6 of 6 Scheduled 4

Click on the plus (+) to view schedule items

MERCHANTBANKCARD




EDITASCHEDULED

TRANSACTION

To edit the date click the calendar icon, then choose a
date you wish to schedule this specific transaction to
run on.

Schedule Definitions

Consumer ID

Invoice # Branch #

Freguenc Creator Status

= 0a/16/2010 11319 Monthly Demo Active @
Scheduled Items
Date Amount Description Status Edit
04/16,/2010 $100.00 Item 1 of & Scheduled #
05/16/2010 $100.00 Item 2 of 6 Scheduled @
06/16/2010 $100.00 Item 3 of 6 Scheduled @
07/16/2010 $100.00 Item 4 of 6 Scheduled @
08/16/2010 $100.00 Item5of6 Scheduled @
09/16/2010 == [to0.00 | [tem B ofs | Scheduled v [ &J
— =TT
S M T W T F
1 2 3 4
B - - - o o MERCHANTBANKCARD
12 13 14 15 17
o020 21 22 23 24
27 28 29 30

To edit the amount simply type in the amount you
wish to collect into the Amount section for this
specific transaction.

Schedule Definitions

Consumer ID Invoice # Branch # Freguenc Creator Status
=] 04/16/2010 11319 Monthly Demo Active @
Scheduled Items

Date Amount Description Status Edit
04/16/2010 $100.00 Item 1 of 6 Scheduled @

05/16/2010 $100.00 Item 2 of 6 Scheduled @

06/16/2010 $100.00 Item 3 of 6 Scheduled @

07/16/2010 $100.00 Item4of 6 Scheduled @

08/16/2010 $100.00 Item 5of 6 Scheduled @

&  [Fsod | [ftemeofs |  Scheduled ~ @i

Click on the plus (+) to view schedule items

MERCHANTBANKCARD)

Be sure to click the save icon to save any changes you
have made.



