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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: 
 
 

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

Enter the 
administrator’s 
user name and 
password 

 

 

Enter the SOS 
user name, CC 
Provider, 
License Key, 
License Name, 
user Name and 
Password. This 
will be provided 
by National Card 
Systems or 
ATG, Inc. 
 
Then click 
Apply. 
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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 
the following 
security options: 
 
Full Control, 
Print and Read, 
Read Only 
Or No Access. 
 
You select which 
options the user 
should have per 
Each section of 
the application 
 
Then Update 
User. 
 
Click Exit 
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4: Open SOS: Click the SOS Management icon on your desktop: 
 
 
 

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

Enter the user 
name and 
password as 
shown in step 2. 
This allows 
access to SOS 
as well as enter 
Credit Card 
Payments. 
 
The click Open 
SOS 

 

 

Use the Search 
box to quickly 
find  a name 
 
Highlight a Name, 
press Go, or Press 
Enter or double 
click the name to 
display the 
Members screen. 
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6: The following screen is where you would edit an existing record or enter a new 
record. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In this 
example, 
we’ll use the 
Auto Pay 
process. 
 
At the end of 
the 
document, 
are 
explanations 
of additional 
payment 
methods. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9: Click the Check Credit Button, to apply for Credit Card Approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enter the 
Amount to 
be applied.  
 
Select Credit. 
 
Then the 
Check Credit 
button 
Appears. 
 

This member 
is for the 
currently 
selected 
member. 
 
The amount 
that was 
previously 
entered is 
shown here. 
 
All the user 
needs to do 
is select a CC 
or use 
Default CC 
and click 
Apply 
Payment. 
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10: Once the Payment is processed, the user will see the following message: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 5th 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 
 

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.  
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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 
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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: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the 
Reports Tab 
 

 

Use the 
options and 
date range to 
create a 
report of 
previous 
transactions 
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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: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
www.ansintech.com 
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