Credit Card Charger Installation Guide
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User Guide

Credit Card Charger allows you to charge a sale recorded in QuickBooks (either an invoice or a
sales receipt) on an external payment gateway.

Please note that it is recommended to have QuickBooks in single user mode to charge Credit
Cards using this application.

Important Note for users of QuickBooks 2008 and above:
Credit card charger requires that you save credit card in a custom field [named CCNumber] under
Customer Additional Info tab as shown below. This custom field is automatically created by Credit
Card Charger on installation. In some cases this field may not be created in QuickBooks
automatically by the installer, please create this custom field in QB if not already created. Follow
these steps

1. Double click and open any customer in QuickBooks

2. Click on Additional Info tab

3. If you see CCNumber under Custom Fields then ignore the rest of the steps here.

4. If you do not see CCNumberfield here, click on “Define Fields”.

Define Fields

To be used for Ie
Label Customers:Jobs  Wendors Employees

| CCMumber | |

Cancel

Help

DDDDDDDDDDDDDDE
[0 0 o o 0 0 )
[0 0 0 0 )

5. Enter the Label as “CCNumber” and check the flag under Customers/Jobs. Note the
name CCNumber should match EXACTLY in spelling and Case.
6. Click OK to confirm creation of this field.

This is necessary because QB 2008 and above does not provide access to Credit card number
under Payment info tab. You need to save the Credit Card number in the CCNumber field only if
you want Credit Card Charger to automatically process credit card on file. If you prefer you can
leave this blank and only enter/swipe credit card number when prompted by the application.
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& Edit Customer

Customer Name — [Billy Stewart |
Current Balance : 0,00 Howw do I adjust the current balance?

Address Infa ']'EE&EE.ETEE'[' PaymentInfo | Joblnfa
Cakegorizing and Defaults Price Level | v |
Type +

| v|
Rep
L &
Preferred Send Method
{None b
Sales Tax Information
Tax Code _Tax Ttem Define Fields
|Tax & | [5ales Tax v !

Resale Number

You can operate Credit Card Charger in 3 ways:

1. Current Sale

EEX

K
Cancel
MNotes

Help

| o S . Customer is
| | CCMurmber |4111111111111111 | Ijinactive
Terms

Use this when you have already recorded the sale in QuickBooks.

1.1. Open the invoice or sales receipt (supported only in QuickBooks 2007 or above
versions) in QuickBooks. If using a sales receipt, mark the sales receipt to pending
status prior to charging.You must first save the sales receipt, then right-click, select

menu “Mark sales receipt as pending”.

i/= Sample Rock Castle Construction - QuickBooks Premier Edition 2006 - [Enter Sale

&] File Edit Yiew Lists Company Customers Wendors Employees Banking Reports  Window

® ) & =

E4

Horne Customer Center  Yendor Center  Emploves Center  Repart Cenker

@ previous 09 pest @Print = QE-maiI = aShip =

Custamer: Job

l tice, Linda £v3

Sales Receipt

Rice, Linda ‘3%%.% - \I
£225 N, Laguna Yista %?%% 05‘\(\9
Bayshare, Ca 94326 : 1\00“‘9

Ey Find [ Speling

ITEM DESCRIPTION
Hardware:Brass hinges  |standard interior brass hinge

1.2. From QuickBooks menu, select Customers - Credit Card Charger > Authorize.Net

Charge
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1.3. If the customer has a credit card on file (Payment Info tab on Edit Customer Info in
QuickBooks), you will be prompted to confirm charge
1.3.1.If there is no credit card on file, you will be asked to enter payment details. Click
Yes.

Credit Card Charger,

\:.?/I Io credit card on file for this customer or the credit card information is incomplete, do you want to enter the information?

1.3.2.Select a payment option — CreditCard or eCheck

Select mode of payment EHE|E|

Mode of Payment  [creqicard |

0K EC“?CK o

1.3.3.Enter payment details for Credit Card or eCheck in the following screen. Note that
you want to enter as many fields as possible to ensure proper address verification
by the payment gateway. Check on “Save credit card to file” if you want to store the
CC information in QuickBooks (you can see this in Payment info tab on edit
Customer screen). For eCheck, you cannot store details in QuickBooks.

Cradit Card Details =3

|VISA -

Credit Card Mo, |#111111111111111 Cods [399  ExpiryDste P — ¢ P00 =

Matne on card lRiCE. Lindka

Address 6225 N. Laguna Vists

City JElayshu:-re Company IResiderrtial

State 1(3.8\ E Mail |Iinda.rice@samplename.com
Country United States Phone |415-555-7423

Zip Code W [ Save credt card to file

QK | Cancel
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eCheck Details

Bark |city Savings Bank ABA Routing Number 124000012

Accourt Type Checking = Accourt Number 389213

Mame on account |Linda Rice eCheck Type \WEB
First Mame |Linda Last Mame |Ric:e
Address 6225 M. Laguna vista

City Bayshore Company [Residertial

State A E ail |Iinda.rice@samplename.com

Country United States Phone |41 5-555-?423|

Zip Cade 54326 Tax ID [

DL State

DL Mumber Organization Type =

DL Date of Birth OK |

For Secure Source, you must supply a walid Tax ID or Driver's License details

1.4. Confirm OK when asked for confirmation “Ready to charge?”

1.5. Wait for response from the payment gateway. If charge is successful, the system will
update your sale to record the payment. In the payment record, you can find the
transaction reference from the payment gateway. You can use this transaction reference
if you need to discuss this charge with your merchant account provider or payment
gateway. Otherwise an error message from the payment gateway will be shown.

1.5.1.If your sale is an invoice transaction, it will show “PAID” on the invoice. You will be
able to click on history and view the payment posted in QuickBooks.

@- e miple Bock Eastla Farnct ractinnt Pl el nntoe Biyo trin niE ditin ne o M S L el i e &

]

® & & o = - B B P H §
Home Customer Center  Wendor Center  Employee Center  Repork Center  © Invoice  Item  Fixed Asset MemTx  Check Eill Re
@ previous [ next @ Print = @ Send - n Ship - a Find [ Speling Qh History @ TimeCosts. . ?n Letters -

Customer; Job

[Res,inda |+

Invoice

e

Rice, Linda
6225 M, Laguna Vista
Bayshore, CA 94326

Transaction History - Invoice

Invoice Information

Customer: Jobs  Rice, Linda

Item Description Invoice Date 12}15f2007

Floor Plans Flaor plans Invoice Mo, 17 Invoice Tokal 371,74
Memo
Sent Date Send Method

Payments, deposits of payment line items, credits, and discounts

Edit Invoice

Cancel

Help

IIIm

Prink

Tyoe Date Muriber ArnountInvoice Balance

Fayment 2/15/2007 | AM:S06710605 |

Go To

1.5.2.1f your sale is a sales receipt (supported only on QuickBooks 2006 versions), upon
successful charge, the sales receipt will be marked as final (equivalent to manually
right-click and “Mark sales receipt as final” ) and you will not see the pending status

in QuickBooks.
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2. New Sale

You can charge a sale as and when you are creating it in QuickBooks. When you create an
invoice or a sales receipt in QuickBooks and click on the Save and Close button in
QuickBooks, a pop-up window appears prompting you to charge the customer. In order to
use this mode, you must turn on “Automatic pop-up charge on new sale” in the gateway
settings. Click on Customers menu in QuickBooks and then select Credit Card Charger >
Authorize.net settings.

Specify Gateway Settings [5_<|

GatewaySettings | Email Settings |

Login AP

Transaction Key m

Gateway LIRL |

Gateweay Wersion
v herchant account type

" Card Presert

* Card Mot Present

(lj i tomatic pop-up charge on new sale ]

[v Enakle detsiled logoing

Credit Card Charger Wersion 3.0.241 Save | Cloze

2.1. Create an invoice or sales receipt in QuickBooks as you normally do. Click on Save and
Close button or Save and New button. If you are using sales receipt (supported in
QuickBooks 2006 versions and above only) remember to mark the sales receipt as
pending (right click and select menu to do this) prior to clicking Save button.

2.2. A pop-up window appears asking you if you want to charge the sale. Click Yes.

Credit Card Charger

Wiould you like to charge the customer far this invoice?

Yes Mo |

2.3. If payment info exists for the customer in QuickBooks (Payment Info tab on Edit
Customer Info in QuickBooks), you will be prompted to confirm charge. Follow steps 1.3
to 1.5 as described for Current Sale mode above.
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3. Batch Sale

If you process orders in batches, this mode may be useful for you. You can view a list of open
invoices and pending sales receipts in a screen, select the ones to charge and process them in a
batch. In order to work in a batch mode, the customers must have valid payment info entered into
QuickBooks prior to charging.

3.1. To use batch mode, from Customer navigator in QuickBooks, select Customers menu
and then Credit Card Chargers - Authorize.Net charge
3.2. You will see the Charge Open Invoices/Sales Receipts window

] Charge open Invoices [/ Sales Receipts

SearchCnteria

Transaction Type Transaction Date Invoice / Sales Receipt Ref Mumber
* Irvoices " Sales Receipts I Use Transaction Date I Use Ref Mumber
i From [ an7ioos -] o7 ——
Credit Card Type rom rom
Credit Card Type YISA = To To

Search | Clear |

3 invoices found

Search Results (3) ] Declined Charges (01 ] Pending GB Posting (0)
Transaction Type | Status | = Ret Mumber | Customer | Transaction Date | Amourt | Charge Result |
D Invoice ey T4 Baker, Chriz:Family... 12M5/2007 $1,040.00
D Invoice Mey an Fisher, Jennifer TH1£2007 ¥1,080.50
D Imvoice ey a1 Fizhet, Jennifer THER2007 27013
b ¥
@ e More solutions for QuickBooks integration from Atandra Charge | Close |
ATANDRA

You can select transactions by type (Invoices or Sales Receipts), transaction date — single

date or range of dates OR Reference number — single or range

3.3. Use the filters to find your transactions and click on Search button. Invoices or sales
receipts matching your criteria will be displayed in the results window.

3.4. Check the transactions you want to charge and click on Charge button

3.5. Results of the batch are displayed. Successful charges are posted to QuickBooks
automatically (invoice is marked paid and payment is recorded with transaction
reference, which you can view by clicking Transaction History in QuickBooks; pending
sales receipt is marked final).
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Search Cniteria

Tranzaction Type

3 invoices found

Search Results (3) ]

| Status
Posted

Declined Charges (07 ]

Tranzaction Type

Blinvoi Credit Card Charger
v Irevoice:

* nvoices (" Sales Receiptz
Credit Card Type
Credit Card Type |VISA j To

= Success: 1
y Charge Declined: 2
Could not charge: 0
Pending QB posting: 0

Tranzaction Date

I~ Use Transaction Date

Fratm - 1200 1

Pending &8 Posting (0}

=

Transaction Ds
121552007

You can view the error message returned from the gateway for declined charges on a

different tab in the Charger application.

= Charge open Invoices [ Sales Receipts

Search Critenia
i Transaction Type 1 Tranzaction Dste

[™ Use Transaction Date
Fram M 72001 ]
YISA, - To 71200 |

& nvoices (" Sales Receipts

[ Credit Card Type

Credit Card Type

3 invoices found

Search Results (1) Declined Charges (2) l Pending &8 Posting (0) ]

[ Invaice § Sales Receipt Ref Number

[™ Use Ref Number

Fratm
To

Search | Clear ‘

] Credit Card Number J Expiry ... ] Error Message ]

] Tranzaction Date ] Amount ] Charge Result | Credit Card Type
THA 2007 §1,080.50  Declined WISA w-1112
T a2007 $27013 Declinsd WIS w1112
<

32008
32008

Failed to charge00Onvoice: ..
Failed to charge 00OInwoice: .

Failed to charge

Invoice: 91

Customer: Fisher, Jennifer
Amount:  $270.13

The credit card number is invalid, (6

0 AT.-"\i?DQ\ More solutions for QuickBooks integration from Atandra

Charge | Cloze |

You may attempt to correct the error in QuickBooks (card number is invalid or enter valid card
details) and resubmit the charges through the Declined Charges tab. If they’'re successful in
the second attempt, they will be moved to Search Results tab and posting will be made in

QuickBooks automatically.
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If for some reason, the Charger application cannot post a successful charge to QuickBooks, it
will be noted in the Pending QB Posting tab. This is an unusual occurrence, please post the
payment manually in QuickBooks using the reference number for the transaction.

Note that the Charger application does not maintain transaction history for successful
charges, only declined charges will be carried forward from each session. Every time you

open the Charger in batch mode, you will see open/pending transactions in the first tab and
declined charges in the second tab.

4. Refunds

To process customer refunds, enter a credit memo in QuickBooks and use Credit Card
Charger to issue the refund.

4.1. Enter a Credit Memo in QuickBooks. While saving the transaction, choose the option to
“Issue a refund”. Click “OK” to save the credit memo and refund transaction.

4.2. Open the Credit memo in QuickBooks and click menu “Customer” - “Credit Card
Charger” - “Authorize.Net Refund”.

4.3. System displays prior payments received from that customer

4.4. Select the payment to refund and click “Refund” button. Note that the refund should be
less or equal amount to the original charge amount.

4.5. System will process the refund and note the status of the refund transaction on your
screen — success or failure.

B Refundsl Type a help question m ~ How e 12 | YT
g
@ : z B8 g4 2 &
Home | Customer Center Vendor Center Employee Center | Report Center | Invoice [tem  Fixed Asset MemTx Check Bl Reg Acnt Rond  Fnd  Backup Support Feedback
W previous B hext €GPt - CJEmal - ELFind [ Speling B History - @ Use Creditto -
Customer:Job Templats
|Barley, Renee I | Custom Credit Mema |+
& DATE CREDIT O,
Credit Memo @ 12152007 e8]
Renee Barley fﬂg
4417 N, Sun Valey Rd
sttt it ?.ﬁ“ [ Select payment o refund Barley, Renee =S|
» Ref Number | Transaction Date | Amount | Gatewway Txn Ref | Credk Card Type | Crecit Card Mumber Expiry Date
[ ahestsesd.. 1252007 20628 506864451 = 00174 512009
[ AMs06864.. 120152007 32325 S0EBB4514 = o174 52009 FEIH
[ AMS05E64... 121512007 120 506864516 = oox-A17d 512008
em DESCRIPTION

P e [l ansosssr... 12152007 210 08887472 VisA 0001111 62008 SQW RATE =00 AHOUNT L6500 NT:: A‘
2 & [ ansoeess... 12152007 210 s0EBEa042 VisA otex-0717 2008 . -

v
Customer ~ Tax [San Tomas |+ (7.75%) 0.00
Message

Total 165.00

Tobe printed [] Tobe e-mailed Customer Tax Code [ Tax Remaining Credit 0.00

Refunded by credit cord  Wiew refund
Memo [~

[(savescose | [_savesmew | [ Rever

74 start '8 tnbox - out. ts... | WO CrediCardCharger U... | 72

Refund criteria may vary by merchant account — validity of an original payment, handling
full/partial refunds. Verify these with your merchant account provider.

5. Reconciliation

To process customer refunds, enter a credit memo in QuickBooks and use Credit Card
Charger to issue the refund.
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5.1. Login to your Authorize.Net account. Select Search menu - Transactions. Enter date
range under Settlement Date and select “Settled Transactions” under Transaction
Status. Click on “Search” button.

Reports Search Account

Transactions Transaction Search Help
Unsettled Transac

Select any combination of fields helow and click "Search”. To search across a date range using "ALL
Settled” as the TofFraom value, you must also include another search criteria.

Settliement Date

Fram: | 10-Jan-2007 20:02:68  + |

To: [ 12-Jan-2007 19:64.16 EV|

Credit Card / Bank Account

Pleaze enter either full number or last 4 digits only.

Payment Method: | ALL v |

Customer
First Last
Marme: | ||
ID: | |
Transaction
Status:| Settled Successfully ~
ID: | |
Imvoice #: | |
Show: results per page

5.2. When you see Transaction Search Results, click “Download To File” button. Select
“Standard with Card Code/Tab Delimited” as the option and check “Include Column
Headings” YES. Click “Submit” button. This will save the file on your computer.

Transaction Details by Settlement Date Report Help

Transaction Details by Settlernent Date:

Click on a transaction ID below to viewe transaction details. Click on any colummn heading to sor.

Trans ID Invoice Trans Submit Customer  Card Bayment Payment  Settlement Settlement

Mumber Status Date - Method Amount Date Amount
mw S i SE m
1309203124 gi'::mu”v Ejiggm? . Robert M s . USD 20000 123;;“58200? USD 200.00
1309097776 gi'::mu”v 1?;;:::;00? Jane W monio . USDB5000 123;;“58200? USD 650.00
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©) https:#faccount.authorize.net - Authorize.NET - Mozill... |Z||Eig|

Select Download File Type Help

Selectthe file format that you wish to create from the dropdown box below. Far
mare information regarding the fields included in each file format, click the
Help link in this window,

-[EStandard with Card CodelTab Delimited o

Include Column Headings

Dane account. authorize. net |£'|

5.3. Back in QuickBooks, select menu “Customer” - “Credit Card Charger” - “AuthorizeNet

Reconcile Payments”

‘? File Edit Wiew Lists Retal Company BeEGGEEN Yendors Employees Banking Reports  Window  Help

@ @ @ Custamer Cenker Chrl+3

Home Cuskorner Cenker  Wendor Center Create Sales Orders ng

B Sales Order Fulfillinent Workshest
E ﬂ Create Invoices Chr+1 @

2 Enter Sales Receipts

> Purchase iker Eills
r=] COrders Enter Statement Charges igainst

= Create Statements. .. Enkory

Assess Finance Charges
ﬁ— Receive Payments %
Enter Bl 2| Create Credit Memos/Refunds Pay
Vendor Credity  Credit Card Processing Activities 3
Item List

- Change Item Prices

g I Credit Card Charger Autharize.Met Settings

E Q Authorize.Met Charge

B Sales Authorize.Met Refund

5 Lhaies ze.Met Reconcile Payments
@- ’

—

Past Pending Charges

5.4. Browse and select the settlement file you downloaded from Authorize.Net in Step 5.2

5.5.
5.6.

above
Enter settlement date and click “Load Transactions”

The system will automatically match QuickBooks payments against the settlement file.
All successful matches will be listed under “Settled” tab. Any pending payments and
unmatched transactions will be listed on separate tabs. You will need to verify these

exceptions manually.
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(™ Select transactions to reconcile |._||E|r‘$__(|
Settled tranzactions file 1C:W.Du:u:umerﬂs and Settings'mibaDeskiopDovwnload 2007011 7-095208 txd
Date range | 11002007 _ﬂ to | 1102007 _ﬂ Load Transactions |
Found 3
Settled I3l] Pending (0) | Uinmatched () |
Iv Select all tems?
= Ret Mumber ] Gatesvay Txn Ref | Customer Transaction Date Amovirt Cal
AR:1309097776 1309097776 Jane Carter 102007 FE50.00
AR1309203124 1309203124 Robert Lathe 1Moe2007 F200.00
AR:1309467168 1309467163 Thomas Havelka 1Mo2007 $1,564.00
L | £
e Depaosi |
i i i : posit Close
0 J"‘*_xT.-’WDP{\ More solutions for QuickBooks integration from Atandra

= Specify deposit details

Accourt |Checking j
Diate 1Moe007 v
hema Seftled file from 01/10/2007

Amourt 241400
| Deposit | Cancel

5.7. Click “Deposit” button to deposit the amount into your bank account in QuickBooks. You
may select the merchant bank account and enter a memo for this settlement batch. Click

on “Deposit” button.
5.8. The system creates deposit transactions in QuickBooks — moving funds from

“Undeposited funds” into your bank account.
Credit Card Charger

Success: 3
Failed: O
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o Ble Edit Wiew Lsts Retal Compary Customers Yendors Employees Barking Reports indow Help = |5 X
i i\ = i P
e @ o | @ 5 & s
Home Customer Center  Wendor Center  Employee Center  Report Center  Orline Banking : Reminders Search Feedback — Services Payroll Credit ¢
% Goto,., g% Frint... @ Edit Transaction QuickReport ﬁ Dovinload Bank Statement
Diate Mumber Payee Payment S Deposit EBalance
Type Accounk Merno
01f10/z007 850,00 &50.00
DEP 12000 * Undepasited Funds Settled file From 01/10/2007
01/10/2007 200.00 850.00
DEP 12000 * Undeposited Funds Settled File From 011072007
0171042007 1,564,00 2,414,00
DEP 12000 + Undepasited Funds Settled file from 01/10/2007
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