\J
Meritus %%

Payment XP
Virtual Terminal End User Guide

Release Version 3.0

Release Date: March 18", 2011

©2009 by Meritus Payment Solutions. All rights reserved. All information contained herein is confidential and proprietary
to Meritus Payment Solutions. It shall not be disclosed, duplicated, or used in part or in whole, for any purpose without
prior written consent from Meritus Payment Solutions. All trademarks, service marks and trade names referenced herein

are the property of their respective owners.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide



1

© 00

T 0o [ T o o [ EEPR R SSRRR 3
1.1 Virtual TerMINAl URL ....cooooiiiiiieiec e e et e e e e e e s s e e e e e e e e s snnrnrnees 3
[T a0 o PSPPSR 4
RV 2T (8 = L =1 2T | SO 5
3.1 0TS RS T 1= PSS 5
Lo Y= 1[0 A O o T o T o TSR 7
TranNSACHON RESPONSE .....ciiiiiie ittt ettt ettt e st bt e e et b et e e e aabe e e e e sabae e e e anbreeeeanne 8
PNt RECEIPE FOIMMN ...ttt e e st e s bbb e e s anbneeeseneeas 9
3.2 POSt Credit....cccooeeeeeeee e 10
POSt Credit FOMM ... e, 10
3.3 Yo o = W I = T 1T = Tox 1 o] o T 11
A0 To I =1 g 7= Uox 1o T o f o 1R 11
3.4 Post a ReCUrring TranSACHON ........ueiiieiii it e e e e e et e e e e e e s rrr e e e e e e s sarrr e e e e e e s e e aanes 12
35 o1y A= T =1 10 To [ O Yo | PSSR 14
L1153 (0] 1 =T g - || 15
4.1 Y= T T= Lo [ O U IS (o] 4 1T () [ SO SEERR 15
REP ORT S ...ttt ittt e ettt e e e e bt e e e ettt e e e et be e e e ek be e e e e anbe e e e e anbeeeeeanbbeeennreas 17
51 LI T 7= (o 10 1 0= -V 17
5.2 BAtCh SUMMATY ..ottt e e e 18
5.3 RECUITING DELAII ... e 19
I O o I = LY (1] o T T SRS 20
55 YN O ] = =] ¢ 01T | PRSI 21
5.6 o d o] £ o T 0= T o L3 TP PRRRTTN 23
ACH PSS ..ttt r e e et e et e et e e et e et a e e e e e anaaan 23
6.1 MaANAGE ACH PreSEES vttt 23
6.2 PrOCESS PrESEIS. .. ciiiiiiiiiie ettt e e e e e 26
6.3 =Sl 5] (0 Y/ OSSR 27
(0 1SR 29
7.1 (7= 10 Y7 VA O] 1 1S 30
7.2 Change PASSWOIT .....couuiiiiiiiiieee ittt ettt e et e e e s b e e s abn e e e s annneeas 30
7.3 Yo [0 B U LYY PR UUURPUPPPPPRP 31
ST E] o] o Lo ¢ VTP PP PRPP T PPPTP 32
LI 3= £ PPNt 32
9.1 Create NEW TICKEL . uuuuiiiiiiiiiiiiiiiiii e e e e e s e e e e e e e e e e e ae s 32
9.1.1 L L I Tod ] o] o SR 33
9.2 (0] 0= 0 I o] ] AR 34
9.3 = To [T o T AN 1 (= a1 (o] o [P SERRR 34
9.4 LT o 00 | = R 34
9.5 Y= (o N T = S 35
9.6 (01 [0 7= To I o] (] £ S 35

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide



<

Meritus

> €

.:) :
$

1 Introduction

Payment XP combines all the tools and features necessary for your business to maximize its
payment efficiency online. Payment XP is designed for merchants that require an easy to use and
intuitive system to accept everything from credits, debits, giftcards, checks, subscriptions and
more. All that is required to run transactions from anywhere in the world through the virtual
gateway is a web browser and internet access.

Please contact Meritus Payment Solutions or your sales representative about obtaining a Meritus
merchant account so you can be on your way to post transactions online in no time!

1.1 Virtual Terminal URL

The web address to the Payment XP Virtual Terminal Application is https://www.paymentxp.com

The Virtual Terminal requires a secure connection (SSL). The URL (web address) should start
with https instead of http.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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2 Desktop

The Desktop screen provides you with a snap-shot of your credit card activity and ACH

transactions by providing return statistics for yesterday, today, month-to-date (MTD), and year-to-
date (YTD) statistics. To view the details, click the count link under the “Count” column. From this
homepage, you have access to every tool available in Payment XP which can be found on the left

sidebar.

Payment X&'

DESKTOP
¥ VIRTUAL TERMINAL

Post Sale

CREDIT CARD ACTIVITIES
Post Credit iy

Void Transaction

Type Count Amount

Post Recurring
Post Blind Credit
Check21

Transactions 0 50.00

OPEN CREDIT CARD BATCH
Posted Date Sales Amount

587,603.61

CUSTOMER VAULT
037017201

FRAUD XP
ACH ACTIVITIES
Today

REPORTS

Type Count Amount

Transactions 5100.00

ACH PRESETS
Returns 50.00

EapalpLosD OPEN ACH BATCH

Posted Date Sales Amount

PROFILE

03/01720Mm 5100.00

SUPPORT

Welcome! FOR Test | ZID: 10979 Merchants Logout

Yesterday MTD YTD

Count Amount Amount Count Amount

50.00 0 50.00 53

Count
5226.39

Het Amount
587,550.57

Sales Count Credit Count

2178 553.04 n

Credit Amount

Yesterday MTD YTD
Count Amount Amount Count Amount
5100.00 5100.00 62 55,998.00

50.00 50.00 0 50.00

Count

Sales Count Credit Amount Credit Count Het Amount

50.00 5100.00
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3 Virtual Terminal

The Virtual Terminal is where you can manually process all your credit card and ACH
transactions. All actions regarding transactions can be performed here from crediting
transactions, voiding transactions, creating recurring billing rules, and posting blind credits.

3.1 Post Sale

This screen allows you to post a hew sale. From the Transaction Type, you have many different
options to posting transactions to select from.
e Credit Card Sale — Charge X amount by credit or debit card.

e Credit Card Authorization Only — Place a hold for X amount on a credit card or debit card.

¢ ACH Sale Checking/Savings Account — Post an ACH sale which will be settled through
the ACH (Automated Clearing House) network

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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Post Sale ACH Form

POST SALE

SELECT CUSTOMER % REQUIRED FIELD

Customer ID: | [ Lookup Customer

PAYMENT INFORMATION

) Credit Card Sale

©) Credit Card Authorization Only
Transaction Type:

@) ACH sale - Checking Account

) ACH Sale - Savings Account

* Routing Number: 111111111

* Account Number: 41111111111111111

# Description: membership

#* Process Date: 3/1/2011 :ﬁ

These are the steps needed to perform a Post Sale. These steps go through the required fields

denoted with a blue * asterisk. You can view information on a particular field by moving your
mouse pointer over any field that is dashed underlined.

1.
2.

3.

Under Virtual Terminal=»Post Sale link

Begin a transaction by selecting the Transaction Type (ACH Checking Account, ACH Savings
Account, Credit Card Sale, or Credit Card Auth)

If you have customers within your system, Click the “Lookup Customer” button to pick a
customer. The CustomerID and CustomerName are optional fields. To add a new customer,
click the Profile=»Customers link

Enter all required fields indicated with a blue * asterisk
Click the “Submit” button

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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Transaction Response

CREDIT CARD TRANSACTION RESULTS

Merchant Name: |Demo Account Posted Date: |3J‘If20‘l1 10:16:27 AM
Trans |D:|4440[}6 Status:ISuccess
Trans Type: ISale CVV Response: IM - CW2 match
Recur ID: ID AVS Response: IY - Address and 5-digit ZIP code n
AFPROVED
Response Msg: Auth Code: |578055

PAYMENT/AUTHORIZATION INFORMATION

Card Mumber: I4111*H““Q1111 Expiration Date: |0212
Amount: |$45_00 Reference Mumber: |111
CUSTOMER INFORMATION
Customer ID:I Customer Mame: hohnsmith
First Name: |john Last Name: |sm'rlh
Address: |11‘i main ave City: ||OS angeles
State:lca Iip:|90005
Phone: |7145551111 Email:l

| New Transaction | | Add Recurring | | Charge Again | RECEIPT: PRINT | EMAIL

-

6. On the screen above, you can click the “New Transaction” button to enter more transactions
or click the “Add Recurring” button to create a recurring transaction. You can also click the
“Print Receipt” link to print a copy of the receipt as well as emailing it anywhere you like.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide



Print Receipt Form

W
Meritus Q?ﬁ‘r

Credit Card Receipt

Demo Account
rancho margarita
santa ana, CA 23546
123-456-7899

Transaction Type: Sale
Posted Date: 37172011 10:16:27 AM
Trans ID: 444006

Card Mumber:

tHmmTN

Customer Mame: johnsmith
Amount: 545.00
Reference Mumber #: 111

Card Type: VISA
AuthCode: 578065
Status: SUCCESS
Response Message: APPROVED

AVS Response:
CVV Response:

Billing Address:
111 main ave

los angeles, ca 0005

Shipping Address:
111 main ave

los angeles, ca %0005

Signature:

Y - Address and 5-digit ZIP code match
M - CVV2 match

Thank You!

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide



3.2 Post Credit

This screen allows you to issue a refund on a previous sales transaction. Refunds can be issued
on transactions that have been closed or captured (settled). These transactions will typically have
a Credit link under the “Action Available” column with a Closed or Success Status.

Post Credit Form

POST CREDIT

Payment Method: Credit Card Advanced Options
From: 2/28/2011 HE Amount:
To: 3/3/2011 B Account Mo:
Trans 1D: 444006 Ref. #:

Acct. Last 4 Digit: Customer ID:

Account Mame: Customer Name:

Search || Reset | PAGE SIZE: 10[+

Credit Card Sales History
Total Records Found: 1

Action 1> Status Time Acct. # Account Mame Amount Type

03/01720M
VAl ,: = an bl : s X
aptured 444008 Success 10:16:27 4111 johnsmith 545.00|5ale

Totals: $45.00

H_‘j Save Excel I__U Save PDOF  Export: @ Current Page © All Pages MNote: Export contains additional fields.

Py

- Credit Card Credits History
Total Records Found: 0

Mo data...

Below are the steps needed to perform a Post Credit (Refund). These steps go through the

required fields denoted with a blue * asterisk. You can view information on a particular field by
moving your mouse pointer over any field that is dashed underlined.

Under Virtual Terminal=»Post Credit link

Use the Search Criteria panel to locate the transaction you would like to credit
Under action column, click the “Credit” button

Next enter a credit amount

Click the “Credit Transaction” button.

aghrwdhE
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Note: The credit amount (refund amount) cannot exceed the original sale amount.

3.3 Void a Transaction

This screen allows you to void a transaction that has not been closed or captured (settled). These
transactions will typically have a Void link under the “Action Available”.

Void Transaction Form

Payment Method: | Credit Card E Advanced Options
From: 3/1/2011 :ﬁ Amount: 7
Te: 3/1/2011 jﬁ Account Mo:
Trans ID: Ref. #:
Acct. Last 4 Digit: Customer ID:
Account Mame: Customer Name:
Search | | Reset | PAGE SIZE: 10 :
Credit Card Sales History
Total Records Found: 1
Action 10 Status Time Acch. # Account Hame Amount Type
037012011
444006 Success 10:16:27 AM 471111 johnsmith 545.00 Sale
Totals: $45.00
E‘] Save Excel |J__| Save PDOF Export: @ Current Page () All Pages Note: Export contains additional fields.
Credit Card Credits History
Total Records Found: O
Mo data...

These are the steps needed to void an ACH transaction. These steps go through the required

fields denoted with a blue * asterisk. You can view information on a particular field by moving
your mouse pointer over any field that is dashed underlined.

1. Under Virtual Terminal=<»Void Transaction link
2. Use the Search Criteria panel to locate the transaction you would like to void
3. Click the “Void” link

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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4. Confirm by clicking the “OK” button

"
. N

The page at httpsy//www.paymentip.com says: | 2

0 Do you want to veoid this transaction? Click OK to veid transaction.

Ok ] [ Cancel

3.4 Post a Recurring Transaction
Recurring billing is a perfect way to provide excellent customer service while maintaining a steady
income stream. Payment XP is flexible enough to create any specific billing schedule.

SCHEDULE INFORMATION

Enable: [¥]

Select Occurrence:  Daily :
Set Option: Every 1 : dayl(s)

Duration: Start Date 3/1/2011 ]

® Mo End Date
) End Date

Mote: Recurring orders are processed at 6PM (PST).

Submit | | Reset |

Below are the steps needed to post a recurring transaction. These steps go through the required

fields denoted with a blue * asterisk. You can view information on a particular field by moving
your mouse pointer over any field that is dashed underlined.

1. Under Virtual Terminal=»Post Recurring link

2. This screen will look very similar to the Post Sale page but includes a special section,
Schedule Information, at the bottom of the page.

3. Begin a transaction by selecting the Transaction Type (ACH Checking Account, ACH Savings
Account, Credit Card Sale, or Credit Card Auth)

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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If you have customers within your system, Click the “Lookup Customer” button to pick a

customer. The CustomerID and CustomerName are optional fields. To add a new customer,
click the Profile=»Customers link

5. Enter all required fields indicated with a blue * asterisk

6. Next enter your schedule information for the this transaction

To set a daily payment schedule

a.
b.

Set the Select Occurrence drop down to ‘Daily’.

Set the interval value between payments. This is the number of days between each
recurrence.

Set the date when the scheduled payments will begin. This can be any date greater
than the current date.

The end date is the date of the last payment that will be processed. To enter an end
date, click on the end date radio button and enter a valid date entry.

Once a schedule is successfully posted, it can be stopped at anytime from the left sidebar under
Reports=>Recurring Detail. You need to search and locate the recurring transaction and then
click the “Disable” button to stop the payment.

To setup a monthly payment schedule

a.
b.

Set the Select Occurrence drop down to ‘Monthly’.

In the Set Option, you can choose the specific day of the month or a particular day of
the week you want the payment processed. You can also choose the number of
months between recurrences.

The end date is the date of the last payment that will be processed. To enter an end
date, click on the end date radio button and enter a valid date entry.

7. Click the “Submit” button
8. Click the “Print Receipt” link to print a copy of the receipt

Note: ACH recurring orders are processed at 8AM (PST). Any recurring orders created after this
time will be processed the following day.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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3.5 Post aBlind Credit

A blind credit allows you the ability to post credit transactions to your customers without an
associated transaction. Please contact your sales representative for activation of this service.

These are the steps needed to perform a Post a Blind Credit. These steps go through the

required fields denoted with a blue * asterisk. You can view information on a particular field by
moving your mouse pointer over any field that is dashed underlined.

1.
2.

3.

Under Virtual Terminal=»Post Blind Credit link

Begin a transaction by selecting the Transaction Type (ACH Checking Account, ACH Savings
Account, Credit Card Sale)

If you have customers within your system, Click the “Lookup Customer” button to pick a
customer. The CustomerID and CustomerName are optional fields. To add a new customer,
click the Profile=»Customers link

Enter all required fields indicated with a blue * asterisk

Click the “Submit” button

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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4 Customer Vault

Payment XP’s Customer Vault allows you to store your customers’ sensitive payment information
on our secure servers for future transactions. CM helps eliminate steps in the checkout process
for repeat customers.

4.1 Manage Customer(s)

CUSTOMERS

I

Sedsct
Select
Select
Sedect
Seiect
Sel=at
Select
Select
Felect

Sefect

Mame:

WAGRO
tast10€l3
et 100415
tast100413
tezt-01
RES-182733
RES-1526%8
PIY-33971
ks

Jokbn Dos?

(Cand Na:

Hame
MhetroDoe krmuranos
Jobin Doel
Join Dos
John Doz
Dema Account
Exampis Amgie
Test Tested
TR
Lakers

Join Doe?

Fatalzlalslslzlaslo b1l

Bt Mo
Card Ho
i
1M “3eh
4111 36
41Im o)
3145
3454
‘5451
“331
41m TS

Bank Acct Ho

Search

City

Gty
City

ity

Lawendale
MAnaheim

CUSTOMER INFORMATION

# Cumamer 1D

First Mamas |

Beme: |

et

BILLING ADDRESS INFORMATION

el

seate: |

Cooamtry: |

SHIPPING ADDRESS INFORMATION

e

esne: |

Ciountry: |

BANK INFORMATION

Toftal Raconds Found: 1717

* Cistomer Ih:ne:|

Lt Mame:|

City:

Tip:|

Bark Harms: |

Hame an Acoaunt: |

Routing Humiber: |

pre |

Moot Type: | Checking

CREDIT CARD INFORMATION

Cand Hamber: |

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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These are the steps needed to perform add a new customer. These steps go through the

required fields denoted with a blue * asterisk. You can view information on a particular field by
moving your mouse pointer over any field that is dashed underlined.

1.
2.

3.

Under Customer Vault=»Manage Customer(s) link

If you have customers within your system, you can search by using the search fields at the
top of the page.

To add a new customer to the Customer Vault, click “New Customer” button at the bottom of
the page.

Enter all required fields indicated with a blue * asterisk

Click the “Save” button.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5 REPORTS

Payment XP provides comprehensive transaction details in our Reports section. This section
allows you to search and review details regarding any transaction that was processed through the
Payment XP gateway. All transaction details, batch details, ACH information, returns, statements,
and expiring information can be found here.

5.1 Transaction Detail

The Transaction Detail report displays all of the transactions for the current month. You can filter
or search transactions by modifying the search criteria and then clicking on the “Search” button.
You can search transactions by the following fields: Transaction ID, Reference Number, Account
Number, Account Name, Amount, Status, and Transaction Date. To view the details for an
individual transaction, click the transaction’s “ID” link button.

This report also allows you to credit or void a transaction (only settled transactions can be
credited and only open transactions can be voided). You can also resubmit a return transaction
(NSF, closed account, etc) on this screen. To credit, void, or resubmit a transaction click the
“Credit”, “Void”, or “Resubmit” button under the Action field.

TRANSACTION DETAIL

Payment Method: Credit Card : Advanced Options
From: 3/1/2011 | oL |
To: 37172011 | Accotth |
Trans ID: Status: | Success E
Acct. Last 4 Digit: Rt
Account Name: Carstone an:
Search PAGE SIZE: 10
Credit Card Sales History
Total Records Found: 1
Action ID Status Time Acct. # Account Name Amount Type
. —— 03/01/2011 . .
Voided 03/01/11 444006 | Success SN 4**1111  johnsmith $45.00 Sale
Totals: $45.00
:{j Save Excel .__:__| Save PDF Export: @ current Page © All Pages Mote: Export contains additional fields.
- Credit Card Credits History
Total Records Found: 0
|No data...

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5.2 Batch Summary

This report lists the batches that have settled for the month. Each batch represents a day. For
each batch, the report shows the total for:

e Sales amount

e Sales transaction count

e Credit amount

e Credit transaction count
You may view a different date range by entering the desired dates for the Search Criteria panel
and clicking on the "Search" button. The details of an individual batch can be viewed by clicking
on the “Posted Date” link button

BATCH SUMMARY

Payment Methed: Credit Card j

From: 3/1/2010 |
To: 3/1/2011 =

Search Results

Total Records Found: 0
No data...

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5.3 Recurring Detalil

A scheduled recurring payment can be stopped at anytime to prevent further payments from
being processed. To stop a recurring payment, select the recurring you want to edit from the list

and click the “Disable” button.

RECURRING DETAIL

Payment Method: | Credit Card : Advanced Options

From: 3/1/2011 3
To: 3/1/2011 G|

Enabled: ¥
Amount:
Recur ID: Account No:

Acct. Last 4 Digit: Ref. #:

Account Name: Customer ID:

PAGE SIZE: 10[~

Credit Card Recurring History
Total Records Found: 1

Schedule Start End  Schedule

Acti ID Ti Acct. # A it N Ay t
ion ime ccount Name moun Destrition Date Date Date

! 03/01/2011 .,
Disable 8039 s 4**1111  John Doez $32.00 Every 10 day(s). |03/01/11 03/01/11

‘H"_-l Save Excel iTl Save PDF Export: @ Current Page © Mote: Export contains additional fields.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5.4 ACH Return List

This screen displays ACH transactions that are returned from the bank. You can resubmit a
return transaction (NSF, closed account, etc) on this screen. You can filter or search returns by
modifying the search criteria and clicking the “Search” button. To view the details of the return,
click the "TransID” link button.

ACH RETURN LIST

From: 3/1/2011 j - Advanced Options
To: 3/1/2011 4 AR 3
Trans ID: Account No: F‘
Acct. Last 4 Digit: Ref. # ‘
Customer ID:

Account Name:

Customer Name:
- . — e Ta=i

Search Reset PAGE SIZE: 10 :

ACH Returned Sales History

Total Records Found: 0

Mo data...

ACH Returned Credits Return History
Total Records Found: 0

| Mo data...

Click the Reports=>ACH Return List

Use the Search Criteria panel to locate your returns

Click the “Resubmit” button to resubmit a transaction that has been returned by the bank
Confirm by clicking the “OK” button

Windows Internet Explorer x|

?(; Do o wank to resubmik this kransackion?

Sy
Cancel |

el

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5. If the original transaction contains errors such as an incorrect account number or routing
number, you can correct the error and then resubmit the transaction.
6. Click the “Resubmit Transaction” button to resubmit a transaction

5.5 ACH Statement

This report shows your ACH activities by month. You may click the amounts that are highlighted
in blue to view the details of that amount. The ACH statement displays the following information:

Beginning account balance

Ending account balance

Batch totals

ACH fees

e |tem Fee

e Discount Fee

e Return Fee

e Overdraft Fee

e Statement Fee

Amounts held in reserve (if applicable)
Amounts released from reserve (if applicable)
Amounts on hold (if applicable)

Transactions returned (NSF, closed accounts, etc)

El

©ONo O

This report starts by displaying your beginning balance for the month. Then it lists all the ACH
activities that occurred during the month. Finally, it shows your ending balance. You can view the
statement for other months by selecting the Statement Period dropdown.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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Select month: | 2009 - U?E’

ACH Statement

Date Description Amount Available
07/01/2009 12:00 AM Beginning Balance $0.00 $0.00
07/10/2009 04:14 PM Total Amount of Debit (Payment) 51,144.29 $1,144.29
07/10/2009 04:14 PM Total Amount of Credit (Payment) -$1,144.29 50.00
07/01/2009 12:00 AM Ending Balance 50.00 $0.00
EJ Save Excel |_|__i Save PDF

Balance
$0.00
51,144.29
$0.00
$0.00

Holiday Processing

not be settled until after the holiday.

Typically, this is how it works. Merchant submits a batch of transactions to PaymentXP.
PAYMENTXP posts the sum of the transactions as a “Batch Total” entry to the statement. This
amount, minus any fees and reserve is then placed on hold for a few days while the ACH is sent
out to collect funds. After the time period elapses, the amount (minus any fees and reserve) is

The following dates are either banking or Federal Reserve holidays. We are not able to settle on those dates. Any
items received for settlement on those dates will not be settled until the first banking day after the holiday.
Remember, our cut off time is 01:00PM (PST). Therefore, if you want your items processed and settled before the

holiday, you must have them to us by cut off, two (2) banking days before the holiday. Items received thereafter will

sent to the merchant and shown on the report as “Release of funds on hold".

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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5.6 Expiring Cards

This report will show you which recurring cards are close to expiring and needs to be updated.
Clicking on the “ID” will allow you to edit transaction details and update the card information.

CREDIT CARD EXPIRATION REPORT

Cards Expiring in: | 1 Month E

Search I| Reset |

ID Time Acct. # | Exp. Date|  Account Name Amount chmh:dpt“:zn End SCE:EG
7767 g?’oz;f;;;\a 71111 0 John Doe2 $1.00 Eﬂ?’n;gfvw - 03/01/11
7768 8?1214?20;;\-1 #7111 0211 John Doe2 $1.00 g:r;it :E:i?fs;f 03/07/11
8039 1013‘{2[’]8”52202\& 41111 0211 John Doe2 $32.00 Every 10 day|s). 03/01/11

6 ACH Presets

An ACH Preset is pre-defined ACH transaction that allows you to create and save an ACH
transaction template which can be process at any time. Ideally, ACH Presets are used for
recurring transactions that have a variable amount. For example, your water and electric bill are
usually different from month to month.

6.1 Manage ACH Presets

With ACH Presets you decide when you want to process the transaction and the amount of the
transaction. The steps below show you how to create an ACH Preset. In the next screen, you will
learn how to process an ACH Preset.

Meritus Payment Solutions — Payment XP Virtual Terminal User Guide
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MANAGE PRESETS
Diate Customer I Customer Hame Hoct. # Aoct. Hame Enabled Fymit Method
Selsot  O8/12/2008 1 Tenant MoGes SIS AMA Store Tirus Sales
Selzot  11/16/2008 1 Tenant MoGes SRS John Doz Falze Sales
Sefect  11/26/2008 1 dema terant UMES John Dos Falze ek
Semot  11/76/2008 v demo tenant 5355 John Doed Fakem Sales
Seleot  11/26/2008 ¥ demo tenant CEHES . John Doel T Sabes
Sefect  11/26/2008 1 deme tancnt UHEs John Doed T Refund
Telect  11/26/2008 TEUMEE Mark Tirue Talez
Select  11/26/2008 ] Jobn Dosd Tiue Sales
Selmot  11/26/2008 b Jokin Does Tirue Sales
Seleat  11/76/2008 S6TE? - John DoeS T Sades
laflzls |4
SELECT TRAMSACTION TYPE
ersiet: []
Tramsaction Type: | ACH Sale-Checking Acoount |;_|
SELECT CUSTOMER # REQUIRED FIELD
—
Customer Hame:

PAYMENT INFORMATION

#% Pouting Humber:

ORDER INFORMATION

Amgprirad Toald

1. Under ACH Presets=»Manage Presets

2. Begin a transaction by selecting the Transaction Type (ACH Checking Account or ACH
Savings Account)

3. Click the “Lookup Customer” button to pick a customer. The CustomerID and CustomerName
are optional fields. To add a new customer, click the Profile=»Customers link

4. Enter the check writer’s bank routing number

5. Enter the check writer's bank account number
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Enter the check writer's name on account

Select a date you want to process this transaction

Enter your unique reference number (invoice #, order #, transaction #)
Next enter a description of the charge

0 Click the “Submit” button

'—“°9°.\‘.°"
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6.2 Process Presets

This screen allows you to process your Presets. Please see Manage Presets to add a new AC
Preset.

PROCESS PRESETS

Customer Hame | Aoct. & Last Transaction Aoct. Hame Amount Prooess Date Pymit Method
Tenant Mobes “-1 5 530.000n 05011410 AL Srone 02012011 Sales
demo tenant 3456 955.000n 0317110 Jofn Dosl 03012011 Salez
demo tenant SRS SE1.000m 0317410 Jokn Doal 03012011 Refand

CUUMES  556.000m 03717410 Mhark 0301/2011 Sales
G Jofin Doz4 00172011 Sales
H1E 5550000 12/08/09 Jokn Do=S 0012011 Sales
T Jokn DozS 03012011 Sales
.“‘“MS-\E- .te-;t . 03012011 Sales
SUUETER Se4.00on 11/26/08 testd 03012011 Sales
ULl B4 000n 11/26/08 tast 03012011 Sales
demo tenant CUUHES 51350 on 12405105 Joiin Dozl 030012011 Sales
dem tenant B - Jobn Dos3 03012011 Refund
11 S5 00on 12MM2/0E | Jobm O301/2011 Sabes
L1235 556000 12/12/08 | Jobm 0301,2011 Sales
demo tenant S Jofin Dozl 001201 Sales
Jobn Doe 5 ] Jon Doel 0301201 Sales
Jokn Do S ] Jokin Dozl 03012011 Sales
B v Jahn 03012011 Saies
T James Do 030172011 Sales
] Jokn 03012011 Salez
SIE O SHSSM0on 12116105 | John 030172011 Sales
dema tenant UagssT Paryfourfient Dotoom OR012011 Sales
de=mio tenant .""""‘1:‘5-6? .-.:‘z','Yw"F.ewt Dotcom . 0012011 Sales
Y Jokn 03012011 Sales
laiomrs CUUEESS 566.000n 12706007 i 0302011 Sabes
Loers CUUESE 55500 an 12406/09 mark 03012011 Salez
Tenant Mobes ] Tk nEguryen 03012011 Sakeg
Temant Mobe Y mark Agayen 03012051 Sakes
[ Prooess Freseis |
il
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Click the ACH Presets=>Process Presets
Identify the Preset you want to process and enter the amount and select a process date

Click the “Process Presets” button
Confirm the amount and process date then click the “Confirm Amount and Create ACH

Transaction(s)” button

rprwnNPE

PRESET CONFIRMATION

Process Presets

Dt Customer Il | Customer Hame | Aoct. # | Acct. Hesme | Amount HRextProcemDate Pymit Method

Q5/12/2005 |1 Jighin Do= 5 USRS | AAM Store 32,0000 EA1/2011 12:00:00 AW Sales
1M/26/2008 |1 Sample Tenant USRS | Jobn Dol 150000 E/1/2011 12:00:00 AW Sales
11/26/2008 11 Mhari Hguayenl 56 | Jobn Doe3 150000 | R/1/2071 12:00:00 A Refund

Confirm Amount and Create ACH Transacbonis) | | Cancel |

5. You have successfully processed your ACH Presets!

0 Presets processed successfully...

Ok |

6.3 Preset History

The Preset History report displays all ACH Presets that have been processed for the current
month. All basic information regarding the transaction can be found here. You can filter or search
transactions by modifying the search criteria and then clicking on the “Search” button. You can
search transactions by the following fields: Transaction ID, Reference Number, Account Number,
Account Name, Amount, Status, and Transaction Date. To view the details for an individual
transaction, click the "TransID” link button. Also you have the ability to void transactions on this
page as well.
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PRESET HISTORY

From:  31/2011 g Advanoed Options
~an Bt =
To: 33172011 HiEl
Aooount o |
Trass iD: Koz !E |
oot Last £ Digit: Re |__|
Aoocount Hame: ree B
Curshrirmisr Ko ¥
PAGE SIZE: | 10 ;
ACH Sales History
Total Records Found: 37
Anct.
Aotion L1} Time 2 Rouvting # Aocount Hame Statuz Amount
0172
stsimh | *MS6 (163181695 | Joha Doel Open 1300
11:55:00 &M
SL5155 Bkt “1HE 112000047 | AAA Sho 3.0
FEEEE 156000 A ' i = Op=n :
03/01/2011
“IEES 112000561 | John Doel Dpen 554.00
11:45:00 &M
513157 it Gl “ERET | 4ETENI4 | AGDKTnEK AGDKEBK 314540
S 13500 el =2 ey it
03/01/2011
52513 “ES6T | HSETEILE | ABKRTnEK ABKRWEK Open S124.55
11:07:00 &M
""" Bty “HSET ESETENLA | ACYDTRBK ACYDIREX 145,40
B 0700 A i s > Open i
02/01/2011
“ES6T |EETENILE | ANHGFoBK ANHGEREK Tpen §138.55
17:06:00 AM
513118 it “ERET | HSETENIA | ASHF DK ASHFIREK Tpen 122,83
TR 41:08:00 a0 e ’ - .
101
=T rgbisibieg “HSET HSETENLA | AENGTRBK ADNGWNEK Open 132.83
17:06:00 A%
""" i} s g “£36T 4567514 | ABERTnbBK ABERWBK Dpen $183.22
TR 1:08:00 AN 4 . :
Totask: 51,001.77
l1lalsla
| Save Exoel |-.| Save PDF Eeport: 'é'(_-_,rm::l;g, '.: | a8 Pages Hote: Export containg additional fields.
ACH Credits Hestory
Total Rerords Found: 1
Aoct.
MAction 1] Time 2 Rowuting £ Account Hame Status Amount
Etth “IEE5 163251675 | John Doed Open 513,00
11:55:00 A4 ) : .
Totals: 423.00
;J'-j Save E [Sport: "@' Current Page | -_.' Al Pages Hote: Export containg additional fields.
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7 Profile

This section contains your general account information and settings.

MERCHANT PROFILE

MERCHANT INFORMATION

Merchant ID: 10012
Legal Mame: Demo Account
DBA Name: Demo Account
Contact Name: rachel

Contact Title:

Address: rancho margarita

City: santa ana

State: A

Zip Code: 23546

Email: rlopez@merituspayment.com
Phone: 123-345-4567

Fax: 344-778-84
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7.1 Gateway Options

From this screen, you have the option to set certain requirements and functions from the payment
gateway such as sending automated receipts through the “Payment Receipts” or setting required
fields from your checkout page.

GATEWAY OPTIONS

PAYMENT RECEIPT

Email Customer? Email Merchant?

REQUIRED FIELDS

Note:The fields indicated with a check mark are required to post a credit card transaction. Please contact custormer
service for more information.

Mame

Address

City

State

Zipcode
Country

Phone Number
Email Address
oW

IP Address

Edit Save Cancel Reset

7.2 Change Password

Use this screen to change your password. Your new password must follow these rules:
a. |Is 8 characters long
b. Contains letters and numbers
c. Must be at least 1 uppercase letter.
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¢ Change Pamword! ————

Confirmation:

Changs Cancsl

7.3 Add Users

This section allows you to add new users to access your Payment XP gateway. All controls and
settings for the new user can be edited from this page.

PERMISSIONS
” Contred Enstied
Marklesi2@123.com ACH Statement &
Marktest2@123.com :
Marktestd@ 123 com Add Users |
MarktestSE123. com -
MarktestE@123.com ok ey
Change Pazzerand [
Check 11
T Cumomen |
- Manzge Presets J
sesve: [7] = —
) : Post Béind Cracfit &1
# UserHame: | Marktest@ 13 com oL
# Pazzword: [IGBEWNFAR B wenDq1 vvzd Fust e '
# First Mame: | Marktest@13.com ot e ]
Last Hame: |Marktest@13.com Post Sake -{
# Email: | Marktest@13.com Preget Hiztory 'J
[#] arctisot parat Prooe= Preets
Portals: _ _ T
1] izt Tarminat sl LR
Riecurring Detail
— e Returm List &
i=v Edit Save Cancel ==
|—| | Tranzaction Detal i}
Woid Traraaotion

These are the steps needed to add a new user. These steps go through the required fields
denoted with a red * asterisk.

1. Under Profile=»Add User
2. Click the “New” button
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3. Enter the user name. Please enter an email address as the user name.
4. Enter the a password following the rules on section 16
5. Enter the user’s first name
6. Enter the user’s last name
7. Enter the user’'s email
8. Next assign user permissions by setting the “Enabled” column
9. Click the “Save” button
8 Support

This section is located on the left sidebar. It contains support documents and ticket help so that
you can reach customer service quickly and efficiently. A basic FAQ is available as well as a
Ticket System to send help requests instantly to our customer service team.

=~ SUPPORT
FAOQs
Contact Support

9 Tickets

To provide quick and efficient customer service, Payment XP actively maintains a ticketing
system to assist customers with any issues that may arise. Every ticket that is submitted will be
answered within 24-48 hours by a dedicated customer service representative.

9.1 Create New Ticket

This section begins the ticket process. Create a new ticket here by selecting the appropriate fields
and entering a detailed description of the issue.

Ticket Information

Department: * -Select-

Priority:* Low

[ E]

Description: =

Responses will be submitted to: snguy@merituspayment.com

Submit Ticket
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9.1.1 Edit Ticket Form

Clicking on each ticket will show this edit ticket form. From here, you can review all the
information and correspondences between Customer Service and yourself.

EDIT TICKET

Thits tickat & ohosed. I you feed that this & not the cormeot solution, wou hree the abiiity to recpen the tioket.

Ticket Information
Department: * Customer Service Tacket & o
Cavegary: Account Change Request
= Dwte Crested:  2/21/2071 3:04:40 P&
Charge Request forms oan be found on the Services Tab,
Orce sigred wou can attach the fonm to the Ticket. User Crested: 10979
Priority: Lowr
Status: Closed
Deesoription: test

Responses will be submitted toc snguymerttuspayment. com

Thcket Hotes

Solution:
ety

Add Hotes:

Herthus says. .. 2172311 3:45:03 P

Reguires Attentlon

10973 says. .. ZF2LI011 3:33:23 PH

10973 says. .. Z/Z21y2011 3:13:57 PM

242972011 320441 PM, - Dpen
202172011 3:45:08 PM - Chosed
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2.

3.
4,

Under Tickets=>»Create New Ticket

From this page, you can select the various fields to send your ticket to the correct department
for a response.

Select the appropriate fields and enter in a detailed description.

Click Submit Ticket. Tickets will be answered within 24-48 hours.

9.2 Open Ticket

Review your open tickets here. These are tickets that you have opened that have yet to be
assigned. Tickets are normally assigned within two hours.

9.3 Requiring Attention

This page will contain your tickets that have follow up questions from our Customer Service
representatives. Until we receive an answer to the follow up question we will not be able to supply
you with an answer to the initial question.

9.4 In Progress

This page contains tickets that are under review from our Customer Service representative. They
are currently researching the answer/solution and will provide it shortly.
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9.5 Search Tickets

This page is where you can search through multiple tickets. You may search by various fields
such as Ticket ID, priority level, and status.

SEARCH TICKETS

Thes &= where you can find ol the tickets that you have ever crested, whether they sre cumrently Open, Requiring Attention, In
Progress or Closed.

Tcket ID: Priority: | A ; Smtn | —-Salect- ;

Page= Sze: | 0 : Tolsl Reconts Found: &

Db Dute
I Problem Uzer Crested Status o 4 Modified
3 = L2011 312011
T e 1Z1L38RH  |12:11:234PH
- oy 2212011 2212011
ag3123 NERS Cozed  |Jhesaem  [3amomem
TEST. ANOTNAT tRpt. mimmpe Jiregand. 271872011 7/13/2011

oa3loa YRS Chsed  3aesew [3:e0:14emM

- |Protesters run from 2 cloud of t=ar gas during & ciach with 27182011 Z/18/2011

= | Bannainl security Sorcas near the Rear AoUncaBOUE in S Chased  13:00:139m 3:39:52 P
7y |1 Hke 30 change my account. S = 271872011 2/18/2011
g M DhEsd amaTPM 50007 PM

s + vk S - s . ol e Ak
Ja3100 | T 15 & test ticket. mlease disTegand and clase. (sent Dy ol 1979 Ciageq | H18/2011 2/18/2011

10:58:05 AM 11:33:10 AW

9.6 Closed Tickets

This page is where you can look up previous tickets that you have submitted that we have
provided answers to. All these tickets are answered, closed, and archived.

CLOSED TICKETS

This &5 where you can look up previous tiokets that you heve submatted that we hawe provided anewers to.

Page Sxe: | {0 ; Totsl Records Found: 5
Date Date
b} Problem User Crested Status c 4 Madified
—— e |BELAOLL H2L2011
923123 ik Chared  |z:0ssgeM (3es0sem
nn710g | DeST. Another tast. plssce disregard. - 2718/2011 2/18/2011
Da313E g CEST 3315 AM  (320:127M
fqm1ns FTOTEIIETD TN SOM B CigUd ofTRAT QBT JUMING & ClaSn WA 1757 Ciogen 2182011 2/18:2011
T Banrainl sacunity TunCAS Nasr the Fesr Roundatout in x % 3:04:18 PH 3:39:52 PM
nnmyqe |1 ke ta change my acoount. - 2718/2011 2718/2011
003105 o OEel  zamarAM 50007
ey | STUE 2 TEIT Tkt Slemce JTagans and Come. [Seml oy Tol) s e, 2/15/2011 2/15/2011
Bacib M S msmiosam (11:33108M
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