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Intuit Merchant Services

About this Guide

The Intuit Merchant Service feature in QuickBooks is an exciting new way for
QuickBooks users to receive funds faster, and manage their accounting more
effectively.

You are able to accept VISA, MasterCard, and American Express. If you have the
optional swipe terminal, you can also process debit cards. You will save time on data
entry because QuickBooks becomes your virtual terminal updating your accounting
records real time as you process credit cards.

This guide is a tool to help you get the most out of this new feature. Learn how to set
up the Intuit Merchant Service feature, receive specific instruction for processing
payments on Sales Receipts, Credit Memos and Payments, and understand how Intuit
Merchant Service speeds up reconciliation.

You are required to make are several changes to existing features or use existing
features differently to aid in payment processing. We explain these changes in detail
throughout this guide.

Intuit assumes readers of this guide have applied for the merchant card service, and
have an active merchant account.




Chapter 1
Enable Credit Card
Protection in QuickBooks

Overview

After receiving confirmation of your successful Merchant Services application, you
must enable your company file to use the service.

In this chapter, you learn how to:
Q Enable QuickBooks Credit Card Protection.
O Set up additional user passwords

Getting Started

Once approved you will receive a welcome email with your merchant and terminal IDs,
a link to create your login and a link to a PDF Quickstart card.

Getting Set Up in QuickBooks

BusinessServices@intuit.com to me

INTUIT Intuit Payment Solutions

Congratulations!

Your merchant account application for Forgotten Mini-App has been approved.

Payment Service Information IMPORTANT
+ Any applicable fees for this service
Merchant Account Number: 11223344556 now apply.
E-mail Address: YourCompany@mail.com
Terminal ID: 1234567

Click the Create a Login button below

You wil be asked to create a passwaord that will uniguety identify your company and enable you to start using vour Payment
Service.

Create a Login




Enable QuickBooks Credit Card Protection

Step 1. Click the Company menu, and then click Customer Credit Card Protection.

Company | Sales Tax Customers Vendors Employe
Home Page

Company Snapshot

Company Information...
Set Up Users and Passwords L
Customer Credit Card Protection...

Set Closing Date...

Planning & Budgeting 3
To Do List
Reminders

Alerts Manager

Chart of Accounts Ctrl+ A
Make General lournal Entries...

Manage Currency *
Enter Vehicle Mileage...

Prepare Letters with Envelopes 3

Step 2. Click Enable Protection.

Customer Credit Card Protection @

Enable QuickBooks Customer Credit Card Protection

Why is this important to me?

Enabling customer credit card protection will:
* Help you camply with credit card industry security requirements to protect customer
credit card numbers.
* Reguire you and all other users who view complete credit card numbers to create a
complex password.
* Track your business' compliance with credit card security requirements,

| Enable Protection |[ Cancel
E - 1 I ™ -s.}




Step 3. Complete the Admin Name and Password Screen.

If you have a password for QuickBooks, these next steps require you to change it
in order to comply with the PCI DSS (Payment Card Industry Data Security
Standard). If you don’t have a password for QuickBooks, after completing these
steps, you are required to enter a password each time you log in to QuickBooks.

Note: PCI DSS requires all passwords to be complex (strong) passwords for all

users with access to payment card numbers. A complex password is a minimum

of seven characters; contains an uppercase letter and one number (for example,

pA5sword); changed every 90 days; and if you wish, can be reused every third

password.

1. In the User Name field, type a name. The name “Admin” works as a
default, however you can choose a name of your choice.

In the Password field, type a Password. It must be a complex password (be
a minimum of seven characters and contain an uppercase letter and one
number, for example, pA5sword.)

2. Enter the password again in the Confirm Password field.

3. Click the Challenge Question drop-down arrow, select a question, and then
enter an answer in the Challenge Answer field. The challenge question lets
you reset your password if you forget it.

4. Click Next.

P | EE |'\

Change user password and access L J

Admin Name and Password

Because you've enabled QuickBooks Customer Credit Card Protection, you're
{ required to create a complex QuickBooks password and select and answer a
* challenge guestion. Explain

All fields are required.

User Name: Admin Passwords reguire at
least 7 charaters,

*Password: [ induding one number and
one uppercase letter

*Confirm Password: R (Example: coMpiex)

Select a challenge question and enter answer.

How will this help me recover my password?

*Challenge Question: City where you went to high school -

*Challenge Answer: I

ack

Help | | Cancel

Step 4. Click OK.
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Customer Credit Card Protection Enabled

f ) You've enabled customer credit card protection in QuickBooks
MNext steps:
+ Tell users with permission to view complete customer credit card numbers to create a
complex QuickBooks password and change it every 90 days.
*Remove permission to view complete customer credit card numbers from users who don't
require it. How do I remove this permission?

Ongoing administration:
+ Make sure that you and all other users with permission to view complete customer credit

card numbers change your QuickBooks passwords, when prompted, every 90 days.
* Store credit card numbers only in the Credit Card No. field in the customer record.

* Don't store Card Security Codes (CWV or CVIC).

What else must I do to protect customer credit card information?

Set Up Additional User Access

The administrator selects who sees sensitive information in QuickBooks. If you have
employees who use your QuickBooks data file, then you must set up or restrict access
for each employee using the following steps.

If you grant your employees’ access to sensitive information, QuickBooks requires them
to create a complex password the next time they open your company data file.

Step 1. Go to the Company menu; click Set Up Users and Passwords. Enter the
admin password when prompted.

Step 2. Select either Edit or Add for the user who needs updating.
Step 3. Click Next to open the Sales and Accounts Receivable window.



Step 4.

Select View complete customer credit card numbers and manage terminal

IDs if you want this user to see customer credit card information.

i ™

Sales and Accounts Receivable Page 1of 10

Arcess to this area indudes activities such as: entering invoices, sales
receipts and sales orders, receiving payments, and writing estimates
. and statements. It also indudes access to the Customer Centre and
accounts receivable reports,

What level of access to Sales and Accounts Receivable activities do you
want to give this user?

(") No Access

@) Full Access

() Selective Access

Create transactions only

Create and print transactions
Create transactions and create reports

Niew complete customer credit card numbers and manage terminal IDs:
Tell me about customer credit card protection.

QuickBooks retains credit card information, selecting this option allows the user to

access credit card information. To hide this information from the user you would clear

the View complete customer credit card numbers and manage terminal IDs
checkbox.

Note: The administrator selects who can see the sensitive information. If you restrict
your employees’ access to sensitive information, then they are not required to create

a complex password.



Chapter 2
Linking QuickBooks to Intuit
Merchant Service

Overview
Now that you’ve enabled QuickBooks, you need to link your QuickBooks company file

to Intuit Merchant Services.

In this chapter, you learn how to:
O Link your QuickBooks company file to the Intuit Merchant Service Account

Link your Merchant Account to QuickBooks

Note: Only the administrator can link to Intuit Merchant Services.
Step 1. Click the Customers menu, and then click Add Credit Card Processing.
Step 2. Click Link Merchant Account to Company File.

Customners | Vendors Employees  Banking Reg

Custormer Centre Ctrl+]

Create Estimates

Create Sales Orders

Create Invoices Ctrl+I

Enter Sales Receipts

Enter Staternent Charges
Create Statements...

Assess Finance Charges

Receive Payments
Create Credit Memos/Refunds
Add Credit Card Processing » Link Mercgntﬁcmunttn Company File

Enter Time . Learn about Processing Options

[temn List

Change ltern Prices
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Step 3.

Step 4.

Enter the same email address and password that you used when you
created your login for your Intuit Merchant Service application.

| n'i'lJ ﬁ- Intuit’ Paym:
.|

Link Payment Service to your QuickBooks company file

- If you've recently been approved for this Payment Service, or ...
- If you've been using your QuickBooks and have recently created a new

QuickBooks company file ...

You need to log in now to link your Payment Service to your
QuickBooks company file.

User ID/E-mail Address: ||
(typically your user ID is the e-
mail address found in your
company file)

Password: I
Forgot your password?

If wvou no longer have access to this e-mail address, please update vour e-mail now.
' 1 | b

Click Login.

»

m
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Chapter 3

Understand How QuickBooks
Stores Credit Card
Information

Overview

QuickBooks saves preferred payment information, such as your customer’s credit card
number, in the Payment Info tab for the Customer. The credit card number is only
visible to users who have permission to see the card numbers. (You granted access
when you set up users in Chapter 1.).

QuickBooks updates customer credit card information whenever you process a
payment; however, you can also change this information manually. In this chapter, you
learn how to:

O Edit customer credit information

Edit Customers Credit Information

Step 1. Go to the Customers menu and click Customer Centre.

Step 2. Select the customer you would like to add credit card information for and
press Ctrl-E.

Step 3.  Ensure the address information is complete, and then click the Payment Info
tab.
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Step 4.

3 Edit Customer

= ==
Customer Name Jean King
Current Balance : 200,00 How do I adjust the current balance?
Address Info Additional Info Payment Info Job Info
L Customer is
Credit Limit ] Fremtne

Preferred Payment Method

Visa -

Credit Card No. | 4012000033330025 Exp.Date |03 |/ 2012
Name on card | Jean King

Address 11302 119 5t
Postal Code T5TSTS

Can I save the Card Security Code?

On the Payment Info tab check that you have the card selected, and that
Credit Card No and Exp. Date is correct. You should also complete the
Name on card, Address and Postal Code fields. The credit card name might
be different from the customer record. Having the correct name on the
credit card ensures the authenticity of the credit card.
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Chapter 4
Sales Transactions

Overview

Use QuickBooks to record your credit and debit card sales transactions.
In this chapter, you learn how to:

O Process credit and debit card sales transactions

O Apply a payment using a credit or debit card

Q Create a refund (Credit Memo) using a credit card

Process Debit and Credit Card Sales Transactions

In QuickBooks, the Sales Receipt is a transaction for which you receive payment at the
time of sale.

Step 1. Open and create the Sales Receipt as you normally would.

Step 2.  Click the Payment Method drop-down arrow and select the credit card
name, or Interac Debit. QuickBooks automatically selects the checkbox
labelled Process “Credit card” payment when saving and enables the
Swipe Card option.

| Process American Express payment when saving
| Save &Close | [ Save & MNew ] |  Clear |

Step 3.  Click Swipe Card, or if you want to manually enter the credit card
information click Save & Close without swiping the card.
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Step 4. Verify or enter the address information. To help protect yourself against
fraud, Intuit Merchant Service recommends you enter all of your customer’s
credit card information; however, only the Name, Credit Card Number,
Postal/Zip Code, and Expiration Date fields are required.

INTuItT Intuit’ Payment Solutions

Enter credit card information

Swipe card or enter information manually

Amount Cardholder Information Credit Card Information

226.00 Name m Credit Card Numbe, 0026
S =TT Ea)
Street Addrese  [191302 119 5t Expiration Date ,3_ i[z012
{eptional)

PostalZip Code 7z Card Security Code What is this?

How iz cardholder 23REEETEnTd? {eptional)

I Voice Autherization Number (only applies if you had to callto obtain a voice authorization number)
Click the Submit button to get approval for this payment

Submit | Cancel | Help |

Alternatively, if you have a terminal you can choose to swipe the credit or
debit card rather than enter the credit card information.

i h

Swipe Credit or Debit Card 2

Swipe the credit or debit card now.

This window will dose after the card is read
successfully.

Cancel ] [ Help

. Mo card reader yet? You may be able to lower your merchant
“ _account costs and accept debit cards.

Note: QuickBooks updates and stores the customer’s credit card
information.

Step 5. Click Submit. QuickBooks processes the transaction.

Step 6. The Processed Payment Receipt window appears. You should print this
receipt for your records and if your customer is present have him or her sign
it. You can also print a separate copy to give to your customer.
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Receive a Payment Using a Credit or Debit Card

To apply a payment using a credit or debit card, use the Receive Payments window in
QuickBooks to record the customer’s payment and accurately update your balances.

Step 1.

Step 2.
Step 3.

Step 4.

Step 5.

Open the Receive Payments window; enter the balance the customer is
paying.

If applicable, select the invoices you want to apply the payment to.
Click the Payment Method drop-down arrow and select the credit card
name, or Interac Debit. QuickBooks automatically selects the checkbox

labelled Process ““Credit card” payment when saving and enables the
Swipe Card option.

#a Receive Payments =rErE

& previous [ Mext &35 Print v‘ By History ~ = Journal | == Swipe Card

Customer Payment

Received From | Campbell = | Customer Balance 113.00

Amount 113.00 Date 07/27/20 10

pmt. Method - Reference #

Mema Where does this payment go?

Card No. Exp.Date |03 |/|2012

m /| Process Amercs press payment when saving Find a CustomerfInvaice. .. |
J Date MNumber Orig. Amt. Amt. Due Payment |
o |07/27/2010 |6 113.00 113.00 113.00' o

Totals 113.00 113.00 113.00 |

Amounts for Selected Invoices

Amount Due 113.00

Un-Apply Payment Applied 113.00

Discount & Credits.,, | Dscountand Credits .00
Applied

‘ Save & Close ‘ [ Save & New ] | Clear ‘

Click Swipe Card, or if you want to manually enter the credit card
information click Save & Close without swiping the card.

#: Receive Payments

& previous B Next @ Prink - Eth History - J Journal § | &2 Swipe Card

Customer Payment &R Account | Accounts Receivable

Verify or enter the address information. To help protect yourself against
fraud, Intuit Merchant Service recommends you enter all of your customer’s
credit card information; however, only the Name, Credit Card Number,
Postal/Zip Code, and Expiration Date fields are required.
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INTuItT Intuit’ Payment Solutions

Enter credit card information

Swipe card or enter information manually

Amount  Cardholder Information Credit Card Information
226.00 Name 'l—m Credit Card Humbe
[Fopy - ]
Street Address 1302 1195t Expiration Date 3 i[z012
{optianal)
PostalZip Code 72 Card Security Code | what is this?
How i cardholder s30rEEE TEmied? (optional)

I Voice Autherization Number (only applies if you had to callto obtain a voice authorization number)
Click the Submit button to get approval for this payment

Submit | Cancel | Help |

Alternatively, if you have a terminal you can choose to swipe the credit or
debit card rather than enter the credit card information.

-

Swipe Credit or Debit Card 29

Swipe the credit or debit card now.

This window will dose after the card is read
successfully.

Cancel ] [ Help

. Mo card reader yet? You may be able to lower your merchant
“ _account costs and accept debit cards.

Note: QuickBooks updates and stores the customer’s credit card
information.

Step 6.  Click Submit. QuickBooks processes the transaction.

Step 7. The Processed Payment Receipt window appears. You should print this
receipt for your records and if your customer is present have him or her sign
it. You can also print a separate copy to give to your customer.

. - - | |
Processed Payment Receipt &
The payment has been approved
il
Name Jean Amount 225.00 Date 07/27/2010
Credit Card Information Payment ID's
= ooooooconoanzs | TransactionID 775299447523
Transaction Type Sale
Exp. Date 03/2012 Authorization Code 755080
Fraud Detection Results L

Address Verification Service (AVS) Result - Match

The Street Address and Postal/ZIP Code entered match the address on file with the
cardholder's finandal institution.

Card Security Code (C5C) Result - Unavaiable
The CSC result was not available for this transaction.

How can these results help me prevent fraud?

Close i [ Void ] [ Help
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Create and Apply Credit Memos (Refunds)

The merchant account processor includes return/refund transaction with the day's
debit and credit card transactions deposited into your bank. QuickBooks, on the other
hand, records the return/refund transaction in your QuickBooks bank account as a

separate transaction. Be sure to keep this in mind when you reconcile your bank
statement.

Step 1. Open the Create Credit Memos/Refunds window.

Step 2. Click the CustomerJob drop-down list and choose the customer or job for
which you are entering the return.

Step 3. In the Item column, enter the name of the returned item.

T Create Credit Memos/Refunds == &=
& previous [P Next @ Print Q E-mail ~ | a Find [ Spelling Qﬁ History + 5] Journal z
Customer:Job Template
John Reagan - Custom CreditMemo =

_ Date
Credit Memo 08/08/2010 l 13

John Reagan
1234 Former Way
Toronto, On

M4y 2M3

s

Itemn Description Qty Rate Amount Tax |
Consulting « [Consulting I I 100.00 = [ 100.00 [H - -
Customer - HST (ON) 13.0% 13.00 Edit

Total 113.00
To be printed [] To be e-mailed Customer Tax Code = Remaining Credit 113.00
Memo Save & Close ] [ Save & Mew ] [ Clear

Step 4. Click Save & Close.
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Step 5. In the available credit window, select Give a refund.

5 Available Crecit D

-

Z3

This credit memo or refund has a remaining balance which

you may use,
What would you like to do with this credit?

(71 Retain as an available cedit
@ Give a refund
() Apply to an invoice

L

-

Step 6. In the Issue this refund via field, select the type of credit card you are using
for the refund.

B
Issue a Refund - £
Arefund is due to  John Reagan Issue this refund via | yisg -
Refund Amount & 113.00 Where does this refund go?
Date 08/08/2010 Ref/Doc Mo, |4 [ #» SwipeCard | (optional)
Card No. KHKKKHKNKNx00 26
Address John Rea
gan Exp. Date
1234 Former Way a2 03 |/ |2012
Toronto, On
MY 2M9
Memo

Process credit card refund when saving

| o

| |

Cancel

L

Step 7. Select Process credit card refund when saving.
Step 8. Click OK. QuickBooks goes online and process the credit memo as a refund

Step 9. To process the refund, verify the customer and credit card information, and
then click Submit.
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INTuIT Intuit’ Payment Solutions

Enter credit card information

Swipe card or enter information manualhy

Amount Cardholder Information Credit Card Information

113.00 Name |:|,:,hn Reagan Credit Card Number |
(== it appears on card)

0026

Expiration Date |3_ Hzoz

Click the Submit button to get approval for this refund

Submit | Cancel | Help |

Step 10. QuickBooks displays the Process Refund Receipt window. Here you can print
the receipt, just click Print. Once finished, click Close.

-

Processed Refund Receipt | 2

l_’a'.(ﬂ The refund has been approved

Name Iohn Amount 113.00 Date 07/27/2010

Credit Card Information Payment ID's

Visa HNHXHHNHNNNO0 26 Transaction ID £22183271218
Transaction Type Credit

Exp. Date 032012 |

Close ][ Woid Refund ][ Help ]
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Chapter 5
Depositing Payments

Overview

Recording Deposits is even simpler. QuickBooks added new features that accurately
deposit payment types and dates, and manages refunds.

In this chapter, you learn how to:
Q Deposit Payments
O Deposit Refunds or negative deposits

Deposit Payments

Use the Make Deposits window to select the customer payments you want to include in
your deposit. You can select all the payments listed, or any combination of individual
payments. The payments shown are those that you entered in the Receive Payments
window, or the Enter Sales Receipts window, or from payment items entered on
invoices or other sales forms.
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Step 1.
Step 2.

Step 3.

Step 4.
Step 5.

Go to the Banking menu and click Make Deposits.
From the View payment method type drop-down menu, select Selected
types.

. |
Payments to Deposit - 2
Select View - —
View payment method type (] Selected types - e how views make matching deposits easier.
Sﬂn‘act Payments to Deposit
J\ Date Time Type Mo. Payment Method Mame Amount
07/13/2010
11:17 AM  PMT Stephen 138.99
11:23 AM  PMT Stephen 500,00
7/23/2010
10:41 AM  RCPT 13 339,00
11:07 AM  RCPT 14 Jean 1,356.00
11:08 AM RCPT 15 13,899.00
7/27/2010
1:35PM  RCPT 16 Jean 226,00
1:39PM  RCPT 17 113,00
2239 PM PMT John 113,00
2:41PM  CCREFU... 2 John -113.00
0 of 9 payments selected for deposit Payments Subtotal 0.00
Select Al Select None
[ oK ] [ Cancel ] [ Help

L5

Choose Visa, MasterCard, Debit, or American Express. The payments processor
deposits each payment method separately; to do this in QuickBooks from the
View payment method type field, select view types. This keeps your bank
register straight, and makes reconciling easier.

Weekend deposits combine Saturday and Sunday Deposits. Easily select the
needed transactions for one or more days.

Select the View payment method type and click OK

In the window, ensure that the deposit is going into the correct bank account,
and then select Save & Close.
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Deposit Refunds or Negative Payments

Occasionally you process more refunds in a day than payments received and need to
deposit a negative amount.

Step 1.

Step 2.

To make a negative deposit select the refund amounts, just like the deposits
for steps 1-6 in the previous section.

& Make Deposits E@

&l previous [ Mext =55 Print v| Payments 94 History £ Journal
Deposit To | (EEHEEY - Date |07/27/2010 [@] Memo |Deposit

Click Payments to select customer payments that vou have received. List any other amounts to deposit below.

Received From From Account Memo Chg Mo. Pmt Meth. Amount |
John Undeposited Funds 2 Visa I
|

Deposit Subtotal -113.00
Deposit Total -113.00
| Save & Close | [ Save & Mew ] | Clear |

Deposit to the correct bank account. QuickBooks reduces the bank account
balance by the deposit total.
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Chapter 6
Printing Receipts

Overview

You are not limited to printing with a regular printer. You can also print to a smaller
receipt printer. This may be a better user experience for your customer depending on
your physical setup.

In this chapter, you learn how to:
O Set up your receipt Printing

Set Up Receipt Printing

You may purchase a separate printer that prints on a tape or thermal paper for your
receipts. You may also choose print from a different tray on your regular printer.

Step 1. Go to the File menu and click Printer Setup.

Edit VWiew Lists Accountant Compam
New Company...
Open or Restore Company...
Open Previous Company r
Save Copy or Backup...
Close Company/Logoff

Switch to Multi-user Mode

Utilities 4
Accountant's Copy »
Print ... Ctrl+P
Save as PDF...

Print Forms 3

Printer Setup.tg

Send Formes...

Toggle to Ancther Edition..,
Exit Alt+F4




Step 2. From the Form Name drop-down arrow, select Credit Card Receipt.
-

Bill Payment Stubs -
Cheque Pay Cheque

« Credit Card Receipt k
Credit Memo
Deposits
Details from Centres
Estimate
Graph
Invoice
Label
List/RegisterMotes. ..
Online
Paystub
Purchase Crder
Relevé 1
Report
Sales Crder
Sales Receipt
Statement -
T4

Step 3. Click the Printer Name drop-down arrow and then click the printer you want
to use, and then select the Printer type.
Step 4. In the Receipt Type section, select Print merchant receipt, and if you want

to print a customer receipt, select Print customer receipt.
QuickBooks memorizes this setting as the primary receipt printer.

-

Printer setup S
Form Mame: Credit Card Receipt -
Printer name: Microsoft XPS Document Writer on XPSP... = Options...
Printer type: | Page-oriented (Single sheets) -
Help

Maote: Ta install additional printers or to change port
assignments, use the Windows Control Panel.

Receipt Type

Print merchant receipt
Print customer receipt
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Chapter 7
Authorize & Capture

Overview

Just as a hotel authorizes your credit card when you check in, you may have a business
need to authorize transactions before processing them.

In this chapter, you learn how to:
O Authorize available funds
Q Capture authorized funds

Authorize available funds

Intuit Merchant Service lets you authorize available funds on a credit card. Authorizing
funds places a hold on funds, and lowers the limit on your customer’s credit card. You
must capture the funds within seven days or you lose the ability the authorization.

Step 1. Go to the Customers menu, click Credit Card Processing Activities, and
then click Authorize/Capture Payments.
Customers | Vendors Employees  Banking Repo

Customer Centre Ctrl+]

Create Estimates

Create Sales Orders

Create Invoices Ctri+1

Enter Sales Receipts

Enter Staternent Charges
Create Staternents...

Assess Finance Charges

Receive Payments
Create Credit Memos/Refunds
Credit Card Processing Activities * Process Payments

Enter Time 5 Authonize/Capture Pa{glents

Ttem List Merchant Service Reports
RS et Change Terminal ID

Learn about Processing Options
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Step 2. Select the customer name and credit card type and number.
‘aa Receive Payments [= ”E” = |
& Previous [ Next &35 Print Y| 8y History ~ |5 Journal | #= Swipe Card
Customer Payment - Authorization
Received From | 3ean w | Customer Balance 0.00
Amount 200.00 Date 07/27/2010 ‘%
Pmt. Method | Visa - Reference # ﬁ PSEG
Memo Pre Auth P‘iﬁﬂ 03@%
st Ay
Card No. HHHHHOOx0026 Exp. Date 03 |/ 2012 \“
Authorize Visa when saving How do I autherize and capture funds?
J Date Mumber Orig. Amt, Amt, Due Payment
You can apply this transaction to any opén invoices i
when ou return to capture (charge) the card H
Totals 0.00 0.00 0.00 )
Amounts
Authorization Amount 200.00
[ Save & Close ] [ Save & Mew ] [ Clear
Step 3. Select Save & Close. You just created a non-posting transaction, which

means QuickBooks does not record the transaction in your general ledger.

INTUIT Intuit’ Payment Solutions

Enter credit card information for authorization

Sweipe card or enter information manually

Amount Cardholder Information Credit Card Information
200.00 MName Uean ng Credit Card Number | 0026
(s it appears on card)
Street Address  [113p2 119 5t Expiration Date 3 tlz012
{optional)
PostalZip Code  [ygpay3 Card Security Code [ hat is this?
How is cardholder address werified? {optional)

I» Woice Authorization Number (only applies if yvou had to call to obtain a veice authorization number)

Click the Submit button to get approwval for this authorization

Submit | Cancel | Help |

Step 4. Confirm credit card information then select Submit.
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Funds for this transaction have been authorized

Name Jean King Amount 200.00 Date 07/27/2010

Credit Card Information Authorization ID's

Vica xooooooooo002s  Transaction I ZZ0833661083
Transaction Type  Authorization

Exp. Date 03/2012 Authorization Code 535454

Fraud Detection Results

Address Verification Service (AVS) Result - Match

The Street Address and Postal {ZIF Code entered match the address on file with the
cardholder's finandal institution.

Card Security Code (CSC) Result - Unavailable
The CSC result was not available for this fransaction.

How can these results help me prevent fraud?

- e V[ wd ][ wee |

Step 5. Intuit Merchant Service process the transaction and authorizes or declines
the funds. You can print a copy for your records, and for your customer.

Capture Authorized Funds for Payment

Once you have processed the authorization you must capture the funds within seven
days or you lose the authorization.

Note: You may be assessed different merchant fees if the capture is higher or lower
than the authorized amount.

‘#a Receive Payments EI@

@ previous [ Next &5 Print v| B Histery ~ | Journal | > Swipe Card

Customer Payment

Received From | Jean King Customer Balance 200.00
Amount 200,00 Date 07/27/2010
Pmt. Method  |Visa Reference #
Memo Pre Auth Where does this payment go?
w1026 Exp. Date o3 || z012
=l || Process Visa payment when saving
?‘DE‘.E Mumber Qrig. Amt. Amt. Due Payment
J |07/27/2010 |9 200.00 200.00 200,00 +
Totals 200.00 200,00 200.00
Amounts
Amount Due 200.00
Un-Apply Payment | authorization Amount 200.00
m Capture Amount 200.00
EE;E:? and Credits 0.00

Save & Close | | Save & MNew | | Revert
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Step 1. Go to the Customers menu, click Credit Card Processing Activities, and
then click Authorize/Capture Payments. Find the authorized transaction.
You can use the Previous or Next Buttons or Ctrl-F to find.

Step 2. Once you have displayed the authorized transaction, click Enable Payment
(once you have selected Enable Payment it becomes Disable payment.).

Step 3. Click Save & Close.
Step 4. Ensure that this is the correct capture, and then click Submit.

Approved - Thank You

name Jean King Amount 200.00 Date 07/27/2010
Credit Card Information Payment ID's
Visa OOOOACOKO02E Transaction ID 720333661033
T ction T Captu
Exp. Date 03/2012 rajsacthion 'ype  Lapure

Authorization Code 535464

Fraud Detection Results
Address Verification Service (AVS) Result - Match

The Street Address and Postal {ZIF Code entered match the address on file with the
cardholder's finandal institution.

Card Security Code (C5C) Result - Unavailable
The CSC result was not available for this fransaction.

How can these results help me prevent fraud?

Print

Step 5. Click Print to print the approved capture.

Help
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Chapter 8
Audit Report for Payments

Overview

It is important to have controls in your accounting system. QuickBooks has a new
report to show what activity has occurred in the Intuit Merchant Services.
In this chapter, you learn how to:

O Create a Customer Credit Card Audit Trail Report

Create Customer Credit Card Audit Trail Report

Only the administrator can review the Customer Credit Card Audit Trail report. Use it
to ensure that you and your employees respect the rights of the cardholder and follow
privacy policies

The Customer Credit Card Audit Trail adds an entry to the audit trail each time you or
an employee enter, display, edit, or delete a customer credit card. It also shows any
change to a customer’s account.

Reports | Online Services  Window Help
Report Centre

Company Snapshot
Mermorized Reports 3
Process Multiple Reports

Financial Staterent Designer

Company & Financial
Sales Tax

Customers & Receivables
Sales

Jobs, Time & Mileage
Vendors & Payables
Employees & Payroll
Banking

Accountant & Taxes Adjusted Trial Balance
Budgets 8 Forecasts Trial Balance

List General Ledger

* v ¥ ¥ ¥ r v v v v v v

Industry Specific Transaction Detail by Account

Custom Summary Report Adjusting Journal Entries
Custom Transaction Detail Report Journal

QuickReport Ctrl+Q Audit Trail

. Closing Date Exception Report
Transaction History
Customer Credit Card Audit Trail
Transaction Journal Ie
Voided/Deleted Transactions Summary
Voided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Fixed Asset Listing

Income Tax Preparation
Income Tax Summary

Income Tax Detail
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Step 1. Go to the Reports menu, click Accountant & Taxes, and then click Customer
Credit Card Audit Trail.

Step 2. Review the report.

The Customer Credit Card Audit Trail report contains information about who
in your company file is looking at customer records, processing transactions,
and viewing this log. It also tracks who is logging in.

Payments Demo Company

Customer Credit Card Audit Trail
as of 08/09/2010 00:28:14

m

User

Date Time Menamed) Event Type SDK Data

02/09/2010 00:28:14 Admin Audit Log Lioyd-PC
Viewed

08/08/2010 23:49:02 Admin Bank Card Lioyd-PC:Jean King:oooooooooom0028
Viewed

02/08/2010 23:46:32 Admin 3‘:‘::5;” Lioyd-PC:Clay Campbellooooooonomdd 3

08/08/2010 23:46:28 Admin Bank Card Lioyd-PC:John Reagan:ooooooococxi026
Viewed

08/08/2010 23:46:25 Admin Bank Card Lioyd-PC:Jean King:ooooooocooxi026
Viewed

08/08/2010 23:46:15 Admin Bank Card Lioyd-PC:Mila Henry: 0000000008431
Viewed

08/08/2010 23:44:30 Admin Bank Card Lioyd-PC:Jean King:ooooooocooxi026
Viewed

08/08/2010 23:44:19 Admin \E_'F‘:";ig;rd Lioyd-PC:Clay Campbelooooooonaxdd 31

08/08/2010 23:44:18 Admin ﬂ?:ig;rd Lioyd-PC:Clay Campbelooooooooox@d 3l

08/08:2010 23:43:57 Admin U=zer Login Lloyd-PC

02/052010 14:35:12 Admin User Logout Lliowvd-PC

08/05/2010 09:42:47 Admin \E_'F‘:";ig;rd Lioyd-PC:Clay Campbelooooooonaxdd 31 i

4 1 3
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Chapter 9
Merchant Service Reports

Overview

With Intuit Merchant Services, you have access to online reporting. There is a simple
signup, and then you are able to view your payment processing records. Here you can
find many detail and summary reports that meet your business’ needs. You can even
have these reports emailed or faxed to you on a recurring basis.

In this chapter, you learn how to:
Q View Online Merchant Reports

View Online Merchant Reports

Step 1. Go to the Customers menu, click Credit Card Processing Activities, and
then click Merchant Service Reports.

Customers | Vendors Employees  Banking  Repoi

Customer Centre Ctrl+]

Create Estimates

Create Sales Orders

Create Invoices Ctrl+I

Enter Sales Receipts

Enter Statement Charges
Create Statements...

Assess Finance Charges

Receive Payments

Create Credit Memos/Refunds

Credit Card Processing Activities 3 Process Payments

Enter Time N Authorize/Capture Payments

Trern List Merchant Se&ce Reports
Change Termihal ID

Change Itern Prices

Learn about Processing Options

Or you can open a browser and go to www.myclientline.net.



http://www.myclientline.net/
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Step 2. The login window appears. Enter your User ID and Password, and then click
Submit.

- windows Internet Explorer (Ol x|
6;: <[] hitps: o myclientine net ortal portalfc ent neporta agn nder o5 EE =Y 2]

File Edit View Favorites Tools Help

Search + 4

X Gu.gle| d(‘ =R

7 Favorites | o @8 suggested Stes v @) Wieb Slice Gallery + ¢ Family Fun Calgary

Sharsw G- | Sidewik v

% check ~ T AutoFil - 4 <4 v @ christ... -

o »
(@ https: fuwms mycientline netiportaljportaliClientLine. . | | Xp - B - mh - Page - Safety - Toos - (@

ClientLine® Online
Reporting Tool Analyze payment processing with
an easy-to-use online reporting
tool; gaining greater insight to E
e e Merchant Login
your electronic transactions
User D
+ Dashboard view for a snapshot of essential Password

processing information, including recently
submitted and funded transactions and fees
Forgot Password

- o anc datt card ety surarion o Forgot User ID smonimis.
selected time period

» Detailed reports for drilling down into specific
locations, ransaction types, adjustiments.
and more

+ Standardized Web-based reports that give
you access tn payment processing
information

« Reporting that can be e-mailed or faxed
wherever you net

+ Dispute reparting to help you manage
chargeback and retrieval expenses. Privacy Statement
Terms under which this service is provided to you

T T T [@mteme o [®ww -

Step 3. Select ClientLine Reporting.

ETE
6.—;:- [ Retps: o myelientline. netiportalfpor ol ClertLinepertaliopindes o0 =l & | x| [#q sooae =g

File Edit Wew Favorites Tools Help

x Google ‘ j 3 search ~ 4 &2 - g~ share~ Bh~ | | sidewki = | %% check - | Aol - 4 - @ christ.. -
o Favoritss | <5 @ suggested Sites ~ @] web Slce Gallery =y Family Fun Calgary
(& Merchant Secure Portal | | M- < [ g - Page~ Safety - Tools - @v

Portal Main Menu

Main Menu Change Password Self-Care Logoff
User ID: clwalkerc45

+ ClientLine Reporting - Welcome to the new version of ClientLine; same features and
functionality, with an updated look and feel.

«+ If you are experiencing difficulty using any of these applications with Internet Explorer 8, the
following changes to your browser settings will allow the applications to operate correctly:
From your browser menu select Tools, Compatibility View Settings and choose Display ail
websites in compalibility view. Apply changes and close Tools menu.

© 2008-2009 First Data Corporation. All Rights Reserved.
Il rademarks, servioe marks, and trade names referenced
in this material are the proparty of their respective owners.
This Web site contains confidential and propristary information of First Data Corporation.
No disciosure or use of these matenials may be mads without the express written consent of First Data Gorporation.

Done

[T T T [ memet Ch [ Hiw -
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Step 4. Enter your Merchant Number for validation and click Submit.

/2 Merchant ¥alidation - Windows Internet Explorer =] 5|
@_“ = [2] https: fnww.myclentine netiportalfportal/ClientLinePortalippimerchantinput. jsp =l a 2| x| [*¥ soogle 2=
File Edit Wiew Favorites Tools  Help
Go gle| j-‘ Search + v 55 v o~ | [ shars - @+ | Sidewiki v | " check - | AutoRil + S v @ christ... v
7 Favorites |g;¢, & suguested Sites = @ | Web Slie Gallery =y Family Fun Calgary
(& Merchant alidation | | 5= B - [ o= - Page - Safety - Tooks - (@
Merchant Validation
Exit
Enter a Merchant Number to create your Authentication Cookie
Merchant Number Submit
For security purposes, please enter the merchant number associated with your
user ID. This is the merchant number that was entered during enroliment, or
was provided fo you in your approval e-mail.
You will be asked to enter this information when:
« You access ClientLine® Reparting Tool for the first time.
« You access ClieniLine® Reporting Tool from another computer.
« You clear your cookies and cache
srporation
No disckosure of u ateri without the express written cons: First Data Corporation.
[pons [T [ [ [ [ meernet “a - |mi00w -

Step 5.  Access the reporting dashboard. Create and view reports.

/2 ClienkLine - Windows Internet Explorer =lel=l
O 21/ o e i 3 ouspomiEacerng ax =& |5 <) P -
Fils £t Vi Favorkas  Tosk  Halp

x Google jqw.h”. e e | ERshae s B e Sidewtd + | 2 Chack + [ AutoFll < e i et -

i Favortes | % @8 Suggested Stes + 2 5ol T 1 Famiy Fun Calgary

Fr=E - dwme

Page = Safety = Took = i~

Download Sprandsheat 5] 9]

Dawnlond Sprandshast 1] 9]

| Trans Trans Avg [ currency code | Card Type | Trans Count | Trans Amaunt |
Date Count | Amount | Ticket ] . CEBIT 3 ©
3 1.3 1.23
3 303 101

o o
Submit Datn

voan

e trtemrmt RN
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