SOS Help How to Enter Credit Card Payments

How to Enter Credit Card Payments

April 2006

This explains the process to enter credit card payments. It assumes you
already have the necessary support files previously installed. Please contact
Technical support for any assistance.

1: To setup users, with the ability to process Credit Card Payments, they first need
to be added to the SOS security module. On your desktop, click the SOS security
icon:

Yerify Administrators users security

Enter the »
.. ’ Enter the Administrators user name and password
administrator’s \TEEH click on verify
user name and Name: —
password ame: |
Password: |

‘ Help

£

Open 505 ‘ Exit

e | 9

2: Once the SOS security icon opens, click on Network options, then Link Credit
Card Server:

Establish Credit Card Criteria

Enter the SOS
user name, CC
Provider,
License Key,
License Name,
user Name and
Password. This S0 User Name |
will be provided
by National Card

Enter the criteria as given by the Credit Card Provider or
by Ansin Technology Group, Inc.
The correct settings will allow you to process
credit card payments directly from S05.

lish Credit Card Criteria

ames | LEONARD |

CC Provider Name I

Systems or License Key |
ATG, Inc. License Name I
Then click Usertame |
App|y Password I
| Apply I | Delete I | Cancel_l
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3: The following screen is shown for informational purposes:
To enter and track payments, the selected user must have Full Control

Each user, has isccurty =10l x|

! File Metwork Options  User Options  Technical Support Help  Registration  About
the following

Display Add User Update
security options:

Print User | Cancel Admin Exit

User Hame Hame User

List of Current Users
[ | SOSSECUREID =l

Full Control,

Pr| n t an d Rea d \\ " it ] Security | ist ] Who's C ted | Program Licenses ] Accounting | Mod.’.
ancial Security Options ———————— ~Fundraising Security Options ————————————
Read Only e :
Jaccting Admin———pFull Control ICampaian Setup [Full Control
Or No Access. [Create Invoices |Fu|| Control |Setup Divisions [Full Control
Data Transfer JFull Control Link Yol / Pros [Full Control
You select which Member Finan [Full Control Dedication tems [Fun Control
o) pti ons the user Member Statement [Full Control Ded Tynes / Gifts [Full Control
Post Imv, Cre, Pavs  |Full Control bonor Solicitation Full Control
should have per : ! : !
Receive Payment |Fu|| Control Donations [Full Control

Each section of

Export Summary |Fu|| Control

the application Fdil Expiort Data  [Full Control
[Edit G Details {Full Control

Then U pd ate Financial Notes |Fu|| Control

User.

Click Exit
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4: Open SOS: Click the SOS Management icon on your desktop:

Ansin Technology Group

File Options Help

Enter the user
name and
password as
shown in step 2%
This allows
access to SOS
as well as enter

Credit Card

Payments. S0S
test db

The click Open Name [sossecureid

SOS Password Ia—a—a—a—a—a—a—a—a—a—x

Last log on was Monday,
February 06, 2006 086:23 PM

License
Agreement

‘ Open 505 ‘ End

5: Select the Member from the list, then click Go, or press Enter or double click on
the Member’s name:

MEMBER LIST

File Edit Yiew Sort Management Options Help

Total Member: 43 El

- View
Use the Search @ o
box to quickly e e
flnd a name (" By Selected Attribute

{* Default Member Type is Active
\— Search ~List By

Highlight a Name, g || o | [ e

{* Every One
press Go, or Press &
Member # LastHame ! Firstdame
Enter or double ANSINLED Ansin j Leonard -
- GERC Berger / Chaim
click the name to CAPLHYL Caplan | Harry
. CARAME Carey i Eliz
dISplay the CHANGENLM Changenum f Samuel
CIONPHI Cioni f Philip
Members screen. COEN Goen' Richard
COHEN Cohen I Harvey
COPEPHY Copeland f Phyllis
444 Davis / Judy
DAWORM Dawarm f Stuary
DIORF Diorff Stephanie hd|

- Member Information

First Hame |Chaim LastHame |perger

Address (777 peeting Road
City/StiZip [Boston, M 02001
TelType [517.223-0038 IActive

Last User: Leonard  Time: 11/20/2005 10:14:25 AM
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6: The following screen is where you would edit an existing record or enter a new
record.

Js0s| MEMBERSHIP =10l x|
File Wiew Accounting Management Membership Company Reports  Scheduling  Administration  Help
= == 3 A & i
S = EIEIEL. Nl T @[ § e
General Family -] Family W hiy ‘] Compani ‘] F1=Help
Member # Member Attributes Family List
BAKERST Join Date  [12m7.2005 =T Steten Gk
. usan Baker
Member Type ResignDate |wmoDnvvyy (2
IChaver j Renew Date  [wmoDAvvy [ -
Title First Hame Middle Hame Last Hame Family Hame
A nr j Stephen KL Baker IBakar
A2 [hirs j Susan Baker
~Corr
Family Address ~Family Mailing
Select Address Famnily Email
| 45 East Street, Mewton, M 02450-01003 j [ Is Current Residence |
¥ Is Current Mailing Address
Address ¥ Is Current Billing Address
|45 East Street
| " Use Address Dates Combo Mailing Label
CityStZip From - | j
02455-01003 - Newton, MA 02455-01003 j To | j| IStephen ancd Susan Baker
Country
| United States j Combo Letter
Tel Ext Fax I j
IE17-444-SB7E | IMr and Mrs. Stephen Baker
Data Entry is Required for Fields Labeled in Red
0312012006 20 Adar 5766 Add Member I Uyt I el I -« I e I

7: To enter a Payment, for the selected record, click on the $ sign, or press the F3
Hot key, or click Accounting, Member Finances: The Member Finances (AKA Invoice
List) for the selected Member Appears.

: 506 Financials. ] 1]

File View Accounting Options Reports Help

In this TERI] o i O [P BA RG] ronsommanconmn et ]

Billing Setup | Long Term Setup Cash Receipts | Pledges | Invoice Lists | Post Batches
4
7 rList of Invoices
we'll use the Select Invoices to DiSPY: [ it patancenue || Dues I school - Showinuoiees  [onnon T
A u tO Pa A1l Invoices - All Vears j [~ CashRecpts [~ One Time & Ranae po— T
y rSelectaBilling Group———————————— u Pledgesi ™ Long Term =17
rocess & HotPosted-SelVR ) Posted|Sel ¥, Pavante Deposits for Member ————————
p . " Hot Posted - &1l ’7Net DepositAmt. [ g0 ‘
[~ Reset Inuoicss Grid
j Settinas to Default
Invoice List 14 Imsoices Found.

At the end of

the Inu# L/FWame | Description | InvDate | Due Date '(:'r"';:'::b';t"e'; ::;::“;,m:_ #installs | Amount Paid | Ay
Coen, Richart! HASE005 | 054472000 500,00 40000 1
d ocumen t Coen, Richard Dugs. | 1152005 03AE/2008 - 0
' ) T T T 0 —
Coen, Richard Dugs. 111262005 | 12i26/2005
are Coen, Richard Dugs. | 0712005 | OSHE/2008 #1,550.00
H Coen, Richard [Dugs | 12028/2005 08462005 1,40000
ex p I ana t| ons  Richard |MembershipDues | 031702006 | 07A5/2008 $500.00

$8,983.00 F1,350.00 § 763300

of additional

payment

methOdS I Inu.:l $n,983.nn|Paymts.:| $1,531.M§|9 s1,35n.nn| Dehits:l $n.nn| Credits:l $n.nn‘ Ahate.:l $0.00
A

‘ Refresh for Member Account Summary ay | Add Cash Rec. Add Invoice to Batch Record Transactions
‘ Refresh List for All Print List Install Financial Notes UnRecord Invoice Batch Pay. Processing
Richard Coen COENZ
29¢ Ave, Apt 102
Hewton, 02459-01003 Active
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8: The Auto Payment option, is designed for the user to enter an amount and
automatically apply payments to the oldest invoice first.

Chaim Berger

Enter the File Help
Amount to

. The Awuto Apply feature, will take the amount entered, and apply it to
be a ppl |ed . the oldest member's invoice 15t (except Long Term). f you want to

have more control over how a payment is applied please use either

Select Credit.

Then the

—_

the Batch Pay processing or the Record Transactions screens.

Member

Chaim Berger

Member #

I BERGERC

i Member Type Member Owes
Check Credit Active | 2,475.00
button P ent Date Cash Account
Appears. | 020Kg006 [+ | Qperating - Bank of America 1 1025010 '+ |

Payment Method

Credit Card #

[
I 02001

Credit Card Type

I WISA vI

Select Method then Post

Check Credit

Accept and Post

‘ Cancel

9: Click the Check Credit Button, to apply for Credit Card Approval.

. File Help Disclaimer
This member | Reports |
is for the —Member Information (Changes are completed on the S05 Members screen)
Member #
currently | fember
selected .
member. Fhaim Berger —b Close Application——
Adddress Cl
Th t ast land drive {
€ amoun City State Zip
that was ndover A 01810
previously Phone
. |731.999.12?s
entered is
S h OW n h e re . - i Carq Informatic:.l"lwfor current Member ~Add { Update Card Details
o2 -3
@ |update| [Refresh| | petete |
ltems in Red are required
Al I th € user CC Humber ~Process Transaction
needs to do | 4003000123456781 =] & Payment " Refund (" Void
is select a CC. Expiration Month \'\‘71'""
| —p-
E))r 'l__'lselt cC Expiration Year Apply Payment I
erau ! | 09 - -l - =
and click Security Code {optional)
Apply ,
=
Payment.
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10: Once the Payment is processed, the user will see the following message:

Check Client’s CC ==

File Help Disclaimer

Set Up Credit Cards | Reports |

—Member Information (Changes are completed on the 505 Members screen)
Member #
FERGERC
Hame
Fhaim Berger ’—CIose Application —

Adddress ﬂl ‘
ast land drim

e e — x
F\nﬂl-W'Ef @ Transaction Successfully Approved

Phone

F’B1 -009.
Amount Approved 1,00

~Credit Card | =

— Current Batch 0174
]

=iz - elete
o { Bakch Total 8.00

ltems in Re

CC Humbe Mveia
| 4003000° -

Expiration Month

g -
L

Expiration Year

| 09 v| Transaction Successfully =]

Security Code (optional) Approved

address Werification Warning: Address and ZIP codes do not match

H

| 1.00

-

The top bar (in blue) is the member’s name entered through SOS.

The first line of text is the approval message.

The second line, address verification, is what the address verification (AVS) database has
found. You should verify the address and zip code based on the information displayed.

If the message reports invalid or incorrect address, you should check with the member and
enter the correct address on the Member’s screen and then Update SOS. The data will flow
to this screen for the member’s next CC transactions.

The third line is the amount of the current transaction

The fourth line is the current batch number of the gateway (NOT SOS)
The 5™ line is the total of the current gateway batch.

This information is also available (in a report format) from the reports tab for the current
client or all clients and by date range.
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11: They are automatically taken back to the previous screen, where they would
complete the process by clicking on the Accept and Post button:

Click Accept

and post
\

Chaim Berger

File Help

The Auto Apply feature, will take the amount entered, and apply it to

the oldest member's invoice 1=t {except Long Termi). if you want to

have more control over how a payment is applied please use either
the Batch Pay proces=sing or the Record Transactions screens.

Member Member #

I Chaim Berger IW

Member Type Member Owes
Active |W

Payment Date Cash Account

| 02072006 Elj | Operating - Bank of America 1 1025010 -

Payment Amt Payment Method Credit Card #

| 100 [ Credtt = =

Credit Card Type

I 02001

NSACTION SUCCESSFULLY APPROVED

Accept and Post ‘ Cancel

Approval is
shown here
as well as
the last 4
digits of the
Client's CC
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12: You can also use the Credit Card procedure through the batch Processing
screen. This permits the option, to select which invoices to apply the payments to
and to change clients on the fly.

Invoice details for Chaim Berger - BERGERC - |EI|5|

File Options Transaction Help

] Selected Record
cose | @y | [ | & | coon | 255 | Mg
| = I e 8 < — 'I’ haim Berger - BERGERC

_ . _ clive
~Select Filter Option - Select Option ; ast land drive
" Invoices with pue | | Selected Memb Fover, WA, 01810

o
=" All Invoices with Balance Due Giliembers

£ All Invoices with Past Due Enter A1 Last Hame ‘ Find| I Billing Itemn Bal500.00

[Berger o
o I Inv. Hum 576 Iny Date Fanr,rznnﬁ

Click on Member to Select
(R 03/20/2006 Sales Acct. Membership Dues

To 032042006

LIEIILd
4

Tot. Bal. Duespg,00 Inv. Amt 500,00

4

id

Billing ke |annual Assessment

Invoice Type

All Types - | £l Gria l | s I

~ Batch Information Original Amt: ——— -Use Chk/CC;

| Batch Humber Batch Description Date crea‘tedj org |25|:":l Ch/CC IW
Batch#  Batch Description Bal [.00 Pay Date I 0362002005 E :l

117 mioFe pEyments (* Uge Auto Apply Cash Account
I " Do Mot Use | Bank of America § B7665.55 j

Member Inv. Hum. | Bal.Due | Pay. Amt PayBy | ChkiCC # | Card Type Pay.Desc. | Don.?| FMV 4|

Berger, Chaim 493 2,000.00 300,00 Check 572345 CJP Fund O

Berger, Chaim 494 2,000.00 Check CJP Fund 0

Berger, Chaim 495 250000 10000 Check B72345 CJP Fund il

Berger, Chaim 620 125.00 Check Annual Azsessmen 0

Berger, Chaim BE72 2,207.00 30000 Check B72345 Full family 05-07 400.0

Be haitn _

Burdette, Phylis 677 500.00 Check Annual Azsessmen
anlan Harre A15 125 N herk Anm \ﬁllﬁ?ﬂavvman

Grid Fle Hame

Save Grid | | [Griacontents {+" Save to Restore Grid
Restore " Save to uge in Excel

264 Ikems Retrieved
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13: You can also use the Credit Card procedure through the Record Transactions
screen. This permits you the option, to select which invoices to apply the payments
to and to change clients on the fly. You can also apply debits, credits and deposits

E |
File Display Record Options Print Help
Record Transaction Steps Current Invoice Data————————————— _ ayail Options
Inu T i
1 [11 - Dues - $500.00 - 05142008 =] Inu # nvType  HetDeposit || poial | 20052006
11 Supp. Duess IW
2 I Apply Payment to Invoice j Inv Total Balance Due Third Party r
3 Fnter payment detailz below. I $:500.00 I $125.00 I J
I Batch # Batch Hame
-
Member | Chaim Berger 1] BERGERC | 72 I PAYMENTS I J
rList of Payments and Credits for Selected Invoice List s [
- _ - " Sort by Member Ho.
piC Date PO Donation Debited Debit Date Cash Posteﬂj
Amt Amt Acct Date (" Sort by Last Hame (def)
P 121062005 $375.00 $.00 $.00 1 12106200
|L| | Mew Receipt I | Close I
il ' | 3
~Enter P nt Data
P: it Date P it Method  Credit Card # Credit Card Type Payment Comments m FEETE
- - COr
0272006 [ ] | creat =l [ s =l cc | addto
Cash Account Batch List
| Operating - Bark of America 1 1025.01 j N
P: ent Description
[ Addto List
[ Keep Selected Date Till After Posting
in honor of johns bar mitzvah H
| [ i I 1 | $0.00
tem Sales Acct Donate ? | FMV Amit
Annual Assessment 4100.010 Membership
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14: At any time you can return to the Credit Card Processing screen, to run reports,
check previous transactions. At the top of the Invoice list, click Accounting, then
Member Credit Card Details:

Check Client's CC

File Help Disclaimer

Click on the
Reports Tab —

—Member Information (Changes are completed on the 505 Members screen) ———————————————
Member #

FERGERC

Name

Adddress

ast land drive
City State Zip
|nnuwer MA 01810
Phone
|731-999-12?s

Fhaim Berger F:Iose Application

- Credit Card Infi ation fi nt Memb:
re ar ormation for curre ember “Add/ Update Card Details

,E h’cﬂ % -Make Default |
~ r - & Yes |UJ]I:|a‘lBI |F_{efresh| | Delete I

ltems in Red are required " Ho

CC Number i

-Process Tr:

|4I]I]3I]I]I]123458?31 j * Payment { Refund ¢ Woid
Expiration Month I 1.00

I 08 vl

Expiration Year Apply Payment

I 09 vl
Security Code {optional)

-

||

File  Hel
Use the e ek l |
3 Set Up Credit Cards | Reports
options aﬁ\\ikn,c
0 i Retri data bet: lected Date Ra
date range to e riee data cRonge
; Greater Than [n05/2006 = i ]
create a ANl Clients id Display
Less Than [oz/03200  [5]~] S—
report of Print
previous b o0s o
. TOCEess ast
tl"a nsa Ctl ons Date Name Amount T Batch CC Name Numbers User
02/06/200| Chaim Berger 1.00 %oid 72 0 SOSSECU
02/06/200| Chaim Berger 1.00 %oid 72 0 SOSSECU
02/06/200| Chaim Berger 2,500.00 ‘oid 72 0 SOSSECU
02/06/200| Chaim Berger 2500.00 Payment T2 Viza E7E1 SOSSECU
02/06/200| Chaim Berger 1.00 Payment T2 Yiza E7E1 SOSSECU
02/06/200| Chaim Berger 1.00 Payment T2 Yiza E7E1 SOSSECU
Totals
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15: Use the built-in option to contact Secure Electronic to run a transactions
report: select Help Then Members Login the following appears:

Payment Gateway e 0 SET Payments

onlinel D ' - ‘ SmaRT and SECURE
- . Members Login = -

ET EasyPay M Iruter ace!

User ID

Password

Picture

Tupe the charac you see in this picture.

ina gecure S5L ~Togin
mude with 128 bit T

SOS continues to be enhanced through user comments and ideas. Please email
your suggestions to SoSSupport@ansintech.com or SoSrequest@ansintech.com

For more details about SOS visit our web site at
WwWw.ansintech.com
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Technical support toll free number is 1-866-322-4530
Ansin Technology Group, Inc. © 1998-2006 All rights reserved
Proprietary and Confidential information
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