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Overview

R.O. Writer has integrated an electronic payment system from OpenEdge named XCharge™.
To use this integration, you need the following:

e A computer with an Internet connection and browser (Internet Explorer, Mozilla
Firefox, Chrome, etc.).

« A merchant account from a payment provider that is configured for retail
transactions.

o A credit card reader and signature capture device that is compatible with OpenEdge
XCharge.

« The OpenEdge XCharge software installed and configured.

This document describes the settings recommended for integration with R.O. Writer.

Chip Cards

The OpenEdge XCharge software and the pin pad device support embedded chip cards,
which are also known as “"EMV” cards. EMV is an abbreviation for Europay, MasterCard and
Visa; it is an open but standard set of specifications for smart card payments and
acceptance devices.

These cards have the traditional magnetic strip on the back of the card and an embedded
chip on the front of the card. Instead of swiping the card, you insert it into a slot on the pin
pad device and leave it there until the transaction is done.

If the card has a chip, you must attempt to insert it first. If the card does not process
successfully with the chip, then can you can try to swipe the magnetic strip.

For more information about the EMV standard, please visit http://www.emvco.com.

Existing PayPros ePay Users

If you are currently using PayPros ePay and switch to OpenEdge XCharge, the following
items are unavailable in R.O. Writer:

e Batch Settlement Report (Reporting and Accounting modules)
e ePayment Report (Reporting module)
¢ In the Accounting Interface, there is no ePayment section on the Credit Cards tab.

You obtain this information from XCharge instead of R.O. Writer.
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Configuring R.O. Writer to Use OpenEdge XCharge

OpenEdge uses the XCharge software to process payments. For more information, please
click the following link to visit the X-Charge product page: http://www.x-charge.com.

OpenEdge XCharge has been integrated with R.O. Writer. When you configure both
properly, the XCharge software opens every time you click the ePayment button on an R.O.
Writer payment window.

Advance Payment
Balance
Fepair Order Total $37.44 Advance Payment
Sales Tax: $0.00 Refarance #
Total: 37.44
ot ¥ Date: [11/08/2015 :
Advance Payments $0.00
Additional Payments: $0.00
Balance Due: $37.44
Payment Payment Type
Payment Amount: $5.00 Cash
Check
2 I e
I ePayment I
4 5 3 Other Credit Cards

After you click this button, you are using the XCharge software.

Pre-Requisites

e Your equipment must meet the minimum system requirements for R.O. Writer.

e R.O. Writer Pro or Pro-Lite. (OpenEdge XCharge is not supported in R.O. Writer
Express.)

e R.O. Writer is running on your network directly. The integration is not supported on
Virtual Private Networks (VPN) or Remote Desktop (RDP)/Terminal Services.

Step 1 - Install and Configure XCharge

You obtain the XCharge software from OpenEdge, then install XCharge on each workstation
that needs to process payments.

Step 1a - Install XCharge

Complete these steps:

Store the installation files from OpenEdge on your hard drive.

Navigate to those files.

Double-click on the application EXE. The installation program runs.

The installation wizard appears.

Keep clicking Next through the installation windows.

When the installation is complete, the system configuration is updated.

N o Uk wbn

You are prompted to enter an email address.
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XCharge Setup [==a]

Please enter an email address. Email notifications will
be sent to this address when important updates are
svaisble for XCharge. It is highly recommended that
this email be kept current in the »Charge Server
Setup to ensure critical security updates can be
delivered and implemented in a timaly manner,

Email Address

Fress the OK button to continue,
Press Cancel to abort the installation.

8. Enter the email address you want to use to interact with XCharge. This is the
email that will receive notification emails from the XCharge software.

9. Click OK. The XCharge Installation window pops up displaying the User ID and
password (PW).

XCharge Installation 22

o »Charge Security is enabled. The default

[ | _LlserI[ /Py are

- User1D: system
P Spstern 23451
The password must be changed from the:
default in=Charge Server Setup.

Pleaze refer to the XCharge Security document
under the Help men for informatign on how to
securely configure your spstem forleyedit card
processing.

Write down the User ID and Password because you need to log in with these
credentials the first time you access OpenEdge XCharge. Then, you need to change
the assigned password (page 3) in OpenEdge XCharge configuration.

10.Click OK. The final installation window appears.

11.Click Finish. A popup appears asking you to restart your computer.

e Click OK to restart immediately.
¢ Click Cancel to close the installation program and continue working. You do need
to restart your computer before configuring XCharge.

—
[
12.The XCharge icon appears on the desktop .

Step 1b - Configure the XCharge Server Connection

You need to enter the connection criteria. There are two kinds of connections: EMV and non-

EMV. If you want to be able to use EMV cards, you need to establish an EMV connection in
XCharge.

An EMV connection is not exclusive to EMV transactions. An EMV connection can also
process regular credit and debit card swipes and manual number entry.

Complete these steps:

e

1. Double-click on the XCharge icon L |, You are prompted to enter the assigned
User Name and Password created during installation.
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[l XCharge - Login (==

XCharge Security

Please enter your XCharge User Name and Password.

User Name:

Password:

[ o J[ o ]

NOTE: You need to change the assigned password (page 3) before using XCharge in

R.O. Writer.

Enter the login credentials and click OK. The main window opens.

Click File > XCharge Server.

The main window for the server opens.

= XCharge Server §.1 Release 1
File Help

o *

Setup... Hide

[=)EEs]

Time Dessiption
11/06/15 150644  Checking forXCharge updates

11/06/15 15.0650  Check For Update Result No update

11/06/15 15.0818  Invalid URL hitps://gw.t3secure.net/s chargeweb.dl found

[l XCharge - Login (==

XCharge Security

Please enter your XCharge User Name and Password.

User Name:

Password:

[ o J[ o ]

Click Setup. You are prompted to log in.

Enter the default login credentials from the installation process and click OK.

The Setup window opens displaying the Server tab in General Options.

= XCharge Server - Setup

i
Swe  Exit

Setup Categories Im(mim;umimimﬁm}

» Startup
General Options Tl
| 4 Startup Options ..
=
d IP Transaction Requests
- XCharge will accept from other
=) ‘Address and Port:
: Local IP Address: 10.7.241.141
Port 26

using the following IP

==

8. Click Credit Cards and then the Connections tab.
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== XCharge Server - Setup

I
Save Ext

Credit Cards

— 5 I e -

Server Address

==

Server Address

Processor Account Information
" Processing Account Name XWeb ID

Teminal ID Market Type Transactio

mpot | add | Modty [ Deee || Tem

9. Enter the Server Address provided to you by OpenEdge.

10.Click the Add button to add the default connection on the Processor Information
Setup window.

= XCharge Server - Processor Information Setup

The following F
files

sing Account ion will be set as the default f for ion request
on Folder

selected

Xweb ID
Aurth Key
Teminal ID

Market Type

[N

<IP Only>

Optional

Transaction Folder

Processing Account Name

| Default (Make this Account the Default for this Processor)

EMV Processing Account Type

-

Device TID for EMV or Canadian Debit

[/] IP Oniy / No folder required

ACH Merchant ID ACH Reg Key

11.Complete the required fields.

e The information for these fields is provided to you by OpenEdge.
e Another consideration is whether or not you need to process EMV cards.

The following table describes the settings on the X-Charge Server window.

Processing Enter “<default>" to set up the default connection. You must set up
Account Name | one default connection.

XWeb ID Enter the ID for the XCharge web server.

Auth Key Enter authentication key that will be used to contact the XCharge web

server. This field is encrypted.

Terminal ID

Enter the ID of the terminal in your shop.

Market Type

This is the type of business you're in. Select Retail.

April 2021

Page 7 of 53

R.O. Writer 1.31—2.6



R.O. Writer OpenEdge XCharge Electronic Payment Processing

EMV This is the kind of EMV card you want to be able to process. Select
Processing/ Credit EMV.
Account Type

Device TID for This is the terminal ID used for EMV transactions. You must enter a
EMV or value here to process EMV cards.
Canadian Debit

12.Click OK. You are returned to the Connections tab. The Account Name you entered
appears as a row in the Processor Account Information section.

= XCharge Server - Setup =4
= #
Save Exit

Setup Categories | | General | Processor Options | Connection
* Server Address
Server Address  hiips:/test t3secure netix-chargeweb.dll

., Processor Account Information
Credit Cards

Processing AccountName XWeb D Teminal I Market Type Transactio
*  <Default> B0000DO0TSE 80022961  Retail <IP Oniy>
tmport || Add || Modly || Dokie || Test |

13. Select the connection and click the Test button. XCharge tests your connection. If
successful, a pop up window appears saying, "Success!".
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Step 1c - Install the Payment Pin Pad

There are two kinds of pin pads you can install: EMV and non-EMV. If you want to be able to
use EMV cards, you need to use an EMV connection and create a connection to an EMV
device.

An EMV connection is not exclusive to EMV transactions. An EMV connection can also
process regular credit card swipes and manual nhumber entry.

Complete these steps:
1. Connect the pin pad device to your computer.
2. Open Device Manager and verify that your computer recognizes the device.
e Click Start > Devices and Printers.

e The device should appear on the Devices and Printers window of the Control
Panel of the Windows operating system.

@I\Jv‘ﬂ'@_ + Control Panel » Hardware and Sound » Devices and Printers »

Add a device Add a printer
.
5 A ’ - -

4 Unspecified (2)

3] 3

Ingenico i5C250 Ricoh PCle
SDEC/MMC Host
Controller

3. Double-click on the XCharge icon to open it . You are prompted to enter the
User Name and Password created during installation.

[ XCharge - Login (=)

XCharge Security

Please enter your XCharge User Name and Password.

User Name:

Password:

) |t

Enter the login credentials and click OK. The main window opens.

Click File > Setup.

The Setup window opens. Click Devices and the PIN Pad tab.

In the PIN Pad Type dropdown list, select EMV Device.

Click the PIN Pad Device Setup button. The Device Setup window opens.

@ N O u s
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{7l Device Setup
PIN Pad Device:
[Ingenica isc250 (US EMW) -
EMVTID
COM Port -
Default Message
[ Ealw |
e —
[ ioedFomswobeves ]
i —
. sese ]
[ LoedSchigstaDevies
i
9. In the Pin Pad Device dropdown list, select the device currently connected to the
computer.
10. Complete the fields on the Device Setup window in the order listed in the following
table.
EMV TID Enter the EMV TID code.
COM Port Enter the COM port of the pin pad device. If the computer recognizes
the device, its COM port may appear in a dropdown list.
Default Type in the message that appears when the device first starts up.
Message

Load Forms to
Device

Click this button to load the necessary forms for XCharge. You are
prompted that loading all forms to the device may take several
minutes.

Nosricn Cat W

[
PIN Pad Setup 3

[ == ] Loading all forms to the device may take several minutes.

Continue?

:ﬁs | I No I

Click Yes and the forms start loading.

When the forms complete, a prompt appears notifying you that all
forms have loaded. Click OK.

Device Update

Click this button to download any updates from the Internet.

Load Settings
to Device

Click this button to load device settings. You are prompted that loading
settings may take several minutes.

i et Gl
FPIN Pad Setup 22

= 1 Loading settings to the device may take several minutes.
% Continue?

e 0w

Click Yes and the settings load.

11.Click the Test button to test the connection between your computer and the pin pad.
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12.Check the pin pad for the test.

13.When the test completes successfully, the test successful prompt for pin pad setup
appears.

B Dasa Lot =57

PIN Pad Setup

lﬁ‘ The test was successful

l [iT
Edit Logo ’

¥
Test §

l I
\' |
[ Load Forms to Device |
\ I

Device Update

14.Click OK. The pin pad is now connected successfully.

Make the COM Port Permanent (Optional)

You can force the computer to use a specific COM port every time it connects to the pin pad
device. This way, the device will always connect and reconnect reliably. If you leave the
COM port dynamic, the device may lose contact with the computer after a reboot or physical
disconnect/reconnect.

Complete these steps:
1. Click Start and type “"Device Manager” into the field.

2. Click Device Manager in the Control Panel.

Control Panel (3)
24 Device Manager
2 View devices and printers

) Update device drivers

7 See more results

device manager| % | | Shutdown | b |

3. The Device Manager opens.

Click the right arrow sign next to Ports and all ports appear in the dropdown list.
5. Right-click on the pin pad device and select Properties.

= Device Manager
File Action View Help

o= | T EIEE EB%S

;M Monitors
‘ -&F Metwork adapters
477 Ports (COM & LPT)
: " Ingenico iSC e Comm Dast
¥ Processors Update Driver Software. ..

¥ Security Device Disable
;& Sound, video a1
i -4 Storage control

Uninstall

{8l System devices Scan for hardware changes

--i§ Universal Serial| = |
Properties I} |

Opens property sheet for the current selection.
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6. The Comm Port Properties window for the device opens.

Step 1d - Change the Assighed Password

Click the Force COM Port tab.

Ingenico iISC2xx Comm Port Properties

General [ Part Setings | Foree COM pot | Drver [ Detais |

[w Force COM Port Feature enabled

Force COM Port List - PID based

FID COM port
(Enter Hex value of Device PID) (Enter decimal Value of COM port)

3 0De2

INNE

2 |
g |
a[

Force COM port - Order of connection bazsed
{Enter decimal Value of COM port)

B B B B &
|

Before you can use XCharge in R.O. Writer, you need to change the default password
assigned to you during installation. The User ID is always the same as the one assigned

during installation and cannot be changed.

Complete these steps:

oUW

&
Double-click on the XCharge icon . You are prompted to enter the User Name

and Password created during installation.

[l XCharge - Login [E3)

XCharge Security

Please enter your XCharge User Name and Password.

User Name:

Password:

i |snhn)

Enter the login credentials and click OK. The main window opens.

Click File > XCharge Server.

The main window of the server opens.

Click Setup. You are prompted to log in.

Enter the default login credentials from the installation process and click OK. The

Setup window opens displaying the Server tab in General Options.

Click the Security tab, select the system entry in the list, and click Modify.
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= XCharge Server - Setup (E=3]
L
Save Bt
Setup Categories | [ Server | Loglilge-Securiy | Update | Backup | Schedule Reporting |
by User Security
General Options Enable User Security
= User Enabled Administrator
system Il Il
-]
 —1
| S |

8. The User Security Settings window opens displaying the system-assigned password
(encrypted) and default selections.

= User Security Settings =
et %Cannot be modified A
Password
Password Sirength:
Confirm Password
Displays the assigned password,
which are always encrypted

[¥] <ALL>
<Default>

Leave the
defaults

selected in
these lists

[ SelectAll_| [ Select None | [ SelectAll_| [ Select None | [ Select All_| [ Select None |

N I =1

9. Type the new password in the Password and Confirm Password fields.
10. Leave the defaults selected in the lists.
11.Click OK. The new password is saved.

The next time you are prompted to enter a password, enter the new one.

NOTE: Whenever you change a password here, you need to change it in R.O. Writer
Configuration (page 17).
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Integrated ePayment Setup

Select ePayment Service Provider

Shop Setup

[v Enable ePayment
™ Require use of pinpad for electronic card payments
[ Capture and Save Electronic Signatures for cards where signature iz entered

[ Capture and Save Electonic Signatures During Finalize
[~ Capture and Save Electronic Signatures For E stimate Authorizations

Open Edge User ID

#Charge User Name : |syslerr|

#Charge Pazsword - | xxxxxxxxxxxx

Otherwise, R.O. Writer won't be able to log in automatically during transactions and

electronic signature capture.

Step 2 - Configure R.O. Writer to Use the XCharge

After installing and configuring both OpenEdge XCharge and the pin pad device, you must
enter the electronic payment settings in R.O. Writer Configuration to work with both.

Step 2a - Electronic Payment Setup

In the Configuration module, click Configuration menu > Electronic Payment Setup and
select the OpenEdge XCharge option. The electronic payment setup options appear.

Integrated ePayment Setup

Select ePapment Service Pravider

Shop Setup

v Enable ePayment
™ Require use of pinpad for electionic card payments
[ Capture and Save Electronic Signatures for cards where signature iz entered

[~ Capture and Save Electronic Signatures During Finalize
[~ Capture and Save Electronic Signatures For Estimate Authorizations

Open Edge User ID

#Charge User Name : |system

#Charge Password | xxxxxxxxxxxx

Default far Unknawn Payment Types

Unmapped payment types will be assighed to the default selected below

Select a Default Payment Type - [WISA/MASTERCARD hd|

Configure Payment Types Cancel

This window has two sections:

e Shop Setup Options (page 15) - Applies to all payment processing
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e OpenEdge User ID (page 17) - Saves the OpenEdge XCharge username and
password on the local machine

e Default for Unknown Payment Types (page 19) - Assigns a default payment type for
unmapped payment types

Select the Shop Setup Options

Integrated ePayment Setup

Select ePayment Service Pravider

Shop Setup

[ Enable ePayment
™ Require use of pinpad for electionic card payments
[ Capture and Save Electronic Signatures for cards where signature iz entered

[~ Capture and Save Electronic Signatures During Finalize
[~ Capture and Save Electronic Signatures For E stimate Authorizations

Shop Setup options

e Activate the ability to process electronic payments.
e Determine when R.O. Writer requires electronic signatures on the pin pad device.

The following table describes the Shop Setup options.

Enable ePayment |Activate electronic payments in R.O. Writer. The following disclaimer
prompt appears whenever this option is selected:

Disclaimer &%
Q By enabling ePay and/or signature capture functionality, you
= agree that you are solely responsible to comply with all
applicable federal, state and local laws, rules and regulations
regarding your use of these features.

Do you accept?
Yes ‘ No

Only the shop owner should click Yes to accept these terms. Yes
must be clicked before you can use OpenEdge XCharge.

Require Use of Pin |Require that credit or debit card payments be processed
Pad for Electronic |electronically. This means that you

Card Payments e Must use the ePayment button to process R.O. Writer

payment types that are mapped to universal card brands.
e Cannot use the Other Credit Cards button to key card
information into R.O. Writer windows.

Capture and Save |Activate the signature capture feature for credit card payments.
Electronic When you process a payment with a credit card and capture an
Signatures or electronic signature, it is saved.

Cards Where
Signature is
Entered

Electronic signatures appear on printed repair orders in the credit
card payment area.
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Capture and Save
Electronic
Signatures During
Finalize

Require the customer’s signature on the pin pad device during
finalize.

During finalize, you are prompted to obtain an electronic signature
after the final payment has processed successfully. This signature
indicates that the customer accepts the final repair order and
appears on the printed repair order.

Labor : §20.81

Parts :
Sublet :

Other Fees :
SHOP SUPPLY
Subtotal :

Sales Tax :

Total :

Paid :
7ok e
Signature X =

For more information, see Electronic Signature (page 33) and Paper
Signature (page 35).

The disclaimer prompt appears again; only the shop owner should
click Yes.

Capture and Save
Electronic
Signatures for
Estimate
Authorizations

Capture customer signatures on the pin pad device for in person
estimate authorizations. The captured signature appears on the
printed repair order.

The disclaimer prompt appears again; only the shop owner should
select Yes.

For more information, see Electronic Signatures for Estimate
Authorization (page 45).

April 2021
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Enter the OpenEdge User ID

In the OpenEdge User ID section, enter the current username and password for OpenEdge
XCharge.

Integrated ePayment Setup

Select ePayment Service Provider

Shop Setup

[¥ Enable ePayment
™ Require use of pinpad for electronic card payments
[ Capture and Save Electronic Signatures for cards where signature iz entered

[ Capture and Save Electronic Signatures During Finalize
[~ Capture and Save Electronic Signatures For E stimate Authorizations

Open Edge User ID

#Charge User Name : |syslerr|

#Charge Pazsword - | xxxxxxxxxxxx

When the correct username and password is entered here, they are stored on the local
machine and passed to OpenEdge when accessing the pin pad device for signatures and
transactions. This means that the user does not need to log in manually every time they
access the pin pad device for signatures and transactions.

The username and password entered here needs to match the username and password that
is currently active in OpenEdge XCharge configuration. Whenever you change (page 12)
the username and password in OpenEdge XCharge, you need to change it here as
well. Otherwise, R.O. Writer won't be able to log in automatically during transactions and
electronic signature capture.

Step 2b - Map R.O. Writer Payment Types

Electronic transactions do not process on your local machine; they process at the OpenEdge
server.

R.O. Writer has local payment types in the database. You must map the universal card
brands like Visa and MasterCard to the local R.O. Writer payment types so that R.O. Writer
can receive and record payments from the OpenEdge server.

There are two ways to access the Payment Types setting in Configuration:

¢ Configuration menu > Repair Order > Payment Types
¢ Configuration menu > Electronic Payment Setup > Configure Payment Types
button
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Universal

R.O. Writer Must be mapped to process
epayment

payment types electronic payments

types
Payment Types
Paymant Type Fea Percent  Auto Deposit Deposit Ater Account Make Inacthe  Map ePay card brands

> }VBAJMASTERCARD | 0.00 j 2 | 1 L] |1 200:1201 ] far

DISCOVER 2 | 1| [1z007202 r VISMESIERLARD

|AMEX [ [ nnJ 1j [1 200:1203 . i

|peBiT [ ooo+] 2 z I

[ELECTRONICCK [ o] 2 | 1Jw \

[GARTE BLANCHE [ o] r | | e B [

[pmERs cLue [0 | r [— r:l r F

= [ow@ © [ 'HE | T o pr— -

| [ov@d = [ '® | r

The universal electronic payment types the XCharge software supports depends on the
account you establish with OpenEdge. Only map to universal payment types accepted by
your account.

Each row represents a single R.O. Writer payment type:

Payment Types
Fayment Type Fee Percent  Auto Deposit Deposit After Account Make Inactive
> |V|SNMASTERCARD | n.nnj v | 1j |1200:1201 m

e You can map up to nine R.O. Writer payments types.

e You can map one R.O. Writer payment type to multiple universal epayment types.

NOTE: We recommended you create one R.O. Writer payment for Visa and
MasterCard and map it to both the Visa and MasterCard universal payment type.

¢ You cannot map the same universal epayment type to more than one R.O. Writer
payment type.

e Payment types are calculated and tracked on sales reports (page 20).

e Any universal payment types unmapped on this window are assigned to the default

R.O. Writer payment type (page 19) selected in Electronic Payment Setup.

Mapping Individual Payment Types
Complete these steps:
1. In the Payment Type field, type the name of the R.O. Writer payment type.

2. Enter the Fee Percent, Auto Deposit, Deposit After, and Account fields as appropriate
for your business. For more information about these fields, please refer to the online

help at http://docs.rowriter.com/#Payment Types.htm.

3. In the Map ePay card brands for list, select the universal epayment type you want

to associate with the R.O. Writer payment type.

4. Repeat Steps 1—4 for each payment type you want to accept in your shop.
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5. Click OK to save the payment types.
R.O. Writer saves the payment types as they are configured whenever you click OK.

When you process a Visa card with the XCharge software - for example - that payment is
automatically associated with the R.O. Writer payment type that the Visa ePay card brand is
mapped to.

Set the Default Payment Type

The default payment type is selected at the bottom of the Electronic Payment Setup
window.

Integrated ePayment Setup

Select ePayment Service Provider

Shop Setup

[v Enable ePayment
™ Require use of pinpad for electionic card payments
[ Capture and Save Electronic Signatures for cards where signature is entered

[~ Capture and Save Electronic Signatures During Finalize
[ Capture and Save Electronic Signatures For Estimate Authorizations

Open Edge User ID

#Charge User Name : |system
#Charge Pazswaord : | xxxxxxxxxxxx

Drefault for Unknown Pagment Types

Unmapped payment tppes will be assigned to the default selected belaw

Select a Default Payment Type : [WISA/MASTERCARD |
Configure Payment Types Cancel | Ok |

This selection tells R.O. Writer how to classify the payments from unmapped universal
epayment types processed by OpenEdge.

Payment Types
tap eFay card brands
for

VISAMASTERCARD

AmericanExpress a

Unmapped payment gﬁmmanche
types are those not 2 e !
associated with an Diners Club 3
R.O. Writer payment Discover

type.

If you don't select a default payment type and you processed a transaction with an
unmapped universal epayment type, R.O. Writer will classify that payment as cash. This
could drastically skew your payment reporting for cash transactions. Therefore, you must
select a default payment type on the ePayment Setup (page 14) window to tell the system
how to classify transactions for unmapped payment types.
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The dropdown list on the ePayment Setup window contains all R.O. Writer payment types.

Payment Types Default for Unknown Payment Types

Payment Type

—> [VISAMASTERCARD
DIECOVER Selecta Default Payment Type :

AME >
Canfigure Payment Types
DEBIT E 4 o

‘E CHECK

Unmapped payment types will be assigned to the default selected below

[vigamasTE
ER:

Whenever R.O. Writer receives a payment from an unmapped universal epayment type, the
system classifies the payment to the default payment type selected in the dropdown list.

Consider the following example:

A customer pays with a Discover card. Your shop accepts Discover cards; however, the
Discover payment type is not mapped to an R.O. Writer payment type.

Payment Types

Payment Type FeePercent  Auto Deposit Deposit After Account Make Inactive  Map ePay card brancds
far

DISCOVER

-> [DISCOVER [ oo r [ 0| [toev-pzioieoz Discover

In addition, VISA/MASTERCARD is selected as the Default Payment Type.

Default for Unknown Payment Types

Unmapped payment types will be assigned to the default selected below

Select a Default Payment Type |\»’ISA}'MASTERCARD ﬂ

When R.O. Writer processes Discover card payments, it automatically assigns those
payments to the VISA/MASTERCARD payment type.

Fayments

Date JMelhod JAmouni | JDetaiIs J
09/23/2014  Advance Payments $2.00 Multipay - VISAIMASTERCARD)
“oid ePayment ‘ Preview Invoice | Cancel ‘

Payment Types on Sales Reports
R.O. Writer payment types appear and are calculated on reports.
R.O. Payment Ledger (in the Reporting module):

e The first four R.O. Writer payment types are listed individually.
e The remaining payment types are aggregated into one entry named “Other Cards.”
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Repair Order Payment Ledger - Summary

R.O.# Date Customer Cash Check'MASTERCARD DISCOVER AMEX DEBIT  Other Cards Advance Charge Total
0100001 6/21/2013 GRIDER, CORTNEY

0100002 6/22/2013 DAVIS, DONALD 35324 35324
0100003 6/22/2013 ADCOCK, SARAH 124.24 12424
0100004 6/22/2013 ACER, BRUCE 94.40 94 40
0100005 6/22/2013 DICK, RICHARD 2246 22.46
0100006 6/22/2013 SPEAKMAN, KATHY 135.40 135.40
0100007 6/22/2013 IVERY, DJUAN 212.58 212.58
0100008 6/22/2013 STEFANSKI, MARK 204.06 204.06
0100009 6/22/2013 CUNNINGHAN, BILL 92.09 92.09
0100010 6/22/2013 VERRILLI, CHRIS 273.42 273.42

Summary Report: All R.O. payment types are listed individually in the Payments section at

the bottom of the report.

VISAIMASTERCARD
DISCOVER

Total Cards

Methods Of Payments
$277.65 Cash $446.24
$0.00 Check $0.00
$gggg DepOSit $44624 42.03%

Total Pay $769.79
Charged $0.00

Previous Advance Pay -

asl

$0.00 B Charged
O Check
$323.55 Total $769.79 B Credit Card
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Step 2c - Choose the Form Types

R.O. Writer has created forms types for estimates, repair orders, and receipts that include
transaction information for each electronic payment. These forms

e Areinstalled in the Term folder for R.O. Writer versions 1.31-2.5, which is often
referred to as the “Term database”
C:\Users\[username]\AppData\Roaming\Progressive Automotive Systems,

Inc\ROWriter\Term
@vil < Users » rowadmin » AppData » Roaming » Progressive Automaotive Systems, Inc » ROWriter » Term >I
Organize Include in library * Share with = Mew folder
B Desktop Marme Date moaif\ed Type Size
o Liktaries || USESTrat 3/30/2016 214 M RPTFile ¢
D t
peumeEnts [ usiv.rat 3302016 214 PM RPTFile £
ol Msic || USMIEST.RPT 33072016 214 PM RPTFile
| Pictures .
: [ USMIY.RPT 3/30/2016 Z14PM RPTFile
‘E e [ ] USMIRQ.RPT 3/30/2016 Z14PM RPTFile c
% fosdmin [ usPo.rpt 33042016 Z14 PN RPTFile :
M Comput
OMpUter [ UsRO.rpt 33072016 ZL4PM RPTFile £
=4 Floppy Disk Drive (&) : i <
= = ADVReceiptrpt 3/30/2016 213 PM RPT File
e Local Disk (CD = .
|| ARReceipt.rpt 343072016 213 PM RPT File

Stored in the database for R.O. Writer 2.6 and above

Have an .rpt extension

Include all electronic signatures

Ensure that the appropriate fields and information from any credit card transaction
appears in the payment area on the printed form

Forms for Payment Receipts

You do not need to setup these forms. R.O. Writer selects these forms automatically when
you print these receipts.

The following table describes the forms for payment receipts.

ADVReceipt.rpt|Advanced payments |Portrait A receipt for an advanced payment.
ARReceipt.rpt |Accounts Receivable |Portrait A receipt for a payment posted in
payments Accounts Receivable.

Forms for Ticket Receipts

These forms have been designed for printed estimates and repair orders. Select which one
you want to use in the Form Types Configuration setting.

The following table describes the forms for ticket receipts.

USEst.rpt Estimates Job-Based | Portrait Click Print Est in the ticket
toolbar.
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USPO.rpt Parts-only Job-Based | Portrait Click Print RO on a parts-only
tickets ticket.
Print a finalized (page 33) parts-
only repair order.
USRO.rpt* Unfinalized Job-Based | Portrait Click Print RO in the ticket
repair orders toolbar.
USInv.rpt* Finalized Job-Based | Portrait Print a finalized (page 33) repair
repair orders order.
USNJEST.rpt |Estimates Non-Job- |Landscape Click Print Est in the ticket
Based toolbar.
USNJIRO.rpt* |Unfinalized Non-Job- |Landscape |Click Print RO in the ticket
repair orders |Based toolbar.
USNJIINV.rpt* | Finalized Non-Job- |Landscape Print a finalized (page 33) repair
repair orders |Based order.

*RO and INV Forms
These forms are the same except for the line at the bottom.

The bottom of the RO.rpt forms indicate that this is not an invoice and should not be paid.

Customer Signature:

Date:

This Is Not An Invoice. Do Not Pay From This Document.

The bottom of the INV.rpt forms thank the customer for their business. This is the form that

is paid.

h Customer Signature:

[

Date:

Thank you for your business!

Estimate Forms

Estimate forms do not contain payment information because you cannot accept payments

on estimates.

Choosing Form Types for Repair Orders

You choose which form types to use for each type of document in the Form Types
Configuration setting.

Complete these steps:

1. In the Configuration module, click File > Form Types. The Forms Setup window

opens.

2. In the Repair Orders dropdown list,
e Select CUSTOM FORM at the bottom of the list.
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e In the Custom Form File field, type in the name of the form you want to use.

= Forms Setup

Fiepair Orders :

(===

[refault Copies

|cUSTOM FORM

Custorn form file : |USRO.rpHUS e rpt

2

(% Portrait  Landscape | M Job based

To ensure that the pre-finalized form prints when you click the Print RO toolbar
button and the finalized form prints after finalization, enter the form names as
follows:

USRO.rpt|USInv.rpt

Check the Portrait option if the form is in portrait orientation.
Job-based forms are portrait.

Check the Landscape option if the form is in landscape orientation.
Non-job-based forms are landscape.

Check the Job based box if the form is job-based.
»* Unless the form name contains “non-job-based”, it is usually job-based.

»» If the form is job-based and this box is not checked, the printed form is
blank.

3. If you want to use the same form type for all repair orders, select Same as repair
order in all the other repair order dropdown lists.

4. Click OK and your selections are saved.

Printed Transaction Information

If a credit or debit card payment is processed, the electronic payment information appears
in its own section on the printed repair orders.

Swiped Credit Cards:

Merchant ID: | XXMXXNXXXXX6788 Terminal ID: 160551 saze T APPROVED
4/8/2016 3:37:35 PM Appr Code: 000395 TransID: 478992382
$ 100.50 DISCOVER NETWOER FRKKKKKKARRKNKN0248 s
TEST WORLDPAY Agrees to Pay Total Amount According to Card Issuer Agreement
Inserted Chip Cards:
C12/4/2015 4:01:1z e PURCHASE success | EE R conract
$ 3.00 visa *okk Ak kR AR HX0010 Appr Code: 069747 TransID: 16012824 ATC: 0063

Terminal ID: 946925074594996

AC: 13AB098D60B9EBEE

AID: A0000000031010

TRN REF#: 305338756720085

AIDName: VISA CREDIT

VAL Code: QVMM

TSI: E800

Buyer agrees to pay total amount above according to cardholder's agreement with issuer.

TVR: 0200008000

Resp CD: 00

Debit Cards (swipe only):

12/14/2015 3:23:05 PM

DEBIT

Terminal ID: 9469250745949%6

$ 5.00

AC:

IDEBIT PURCHASE I

kkkEEEREEREER0010
AID:

TRN REF#:

SUCCESS
Appr Code: 000000
AIDName:

VAL Code:

TransID: 15231243

SWIPED

ATC:

Resp CD:
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Sample USRO.rpt

Repair Order #0157807 12/7/2015 | 1939 pONTIAC MIDSIZE BONNEVILLE
R.O. Writer (Demo) 12:48 pm |vg.3800 3.8L
VIN : 1G2HX54C6KW218383
BADGER, SCOTT Mileage : In 105692 Qut
Trans :
823 Donald Ross Rd. 874 SILK street License : GNY319
Juno Beach, FL 33408 Plain Creek, WY 82222- COLR: A PROD : 9/88
888-928-9769 HOME:(505) 555-0862
TESTING OFFICE:(505) 555-0440
[ Your Service Writer Today Is: 1SCOTT TITUS Center: TIRES ]
{Service Requests: J Category Summary Parts Labor Job Total
AIR CONDITIONINGHEATING $33.69 $18.00 $51.69
[ Technician Service Description Parts Labor Job Total ]
Mileage In: 105692 Mileage Out:
JSM AIC DYE TEST 33.69 18.00 51.69
Part Number — Part Descrintion Part Price Each Quantity fonded
s BG702 A/ OILWITH DYE 7 3369
Authorizations Total
Approved By; Approval Given To: Date Time Difference Authorized Method
SCOTT BADGER 12{7115 12:47 pm $60.07 $60.07 By Phone
Reason:
Repair Order Notes ]
TOTAL PARTS $33.69
Standard disclaimer and warranty for your shop. For example: TOTAL LABOR $18.00
SUBLET $0.00
| hereby authorize the repair work to be done along with the necessary parts Supply Chg $5.17
and materials and hereby grant you and/or your employees permission to SUBTOTAL $56.86
operate the vehicle herein described on streets, highways or elsewhere, at ’
. . " . " OTHER FEES $0.00
your discretion, for the purpose of testing and/or inspection.
I understand that dealerfowner is not responsible for delay or other SALES TAX $3.21
consequence due to the unavailability of parts shipments beyond their
control. Not responsible for damage or articles left in car in case of fire, REPAIR ORDER TOTAL $60.07
theft or any other cause beyond our control. PAID $0.00
WARRANTY IS 18 MONTHS OR 18,000 MILES WHICH EVER OCCURS FIRST! :
DUE $60.07
Customer Signature: Date:
IO 0T Y O This Is Not An Invoice. Do Not Pay From This Document. Page 1 off
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Sample USInv.rpt

- ~ ~
] Invoice #0157807 121712015 4959 pONTIAC MIDSIZE BONNEVILLE
R.O. Writer (Demo) 4:10 pm |v5.3800 3.6L
VIN : 1G2HXE4C6KW218383
BADGER, SCOTT _I\:;Feage < In 105692 Out 105692
rans :
823 Donald Ross Rd. 874 SILK STREET License : GNY319
Juno Beach, FL 33408 Plain Creek, WY 82222- COLR:A PROD : 9/88
888-928-5769 HOME:(505) 555-0862
TESTING OFFICE:(505) 555-0440
J
[ Your Service Writer Today Is: 1SCOTT TITUS Center: TIRES
2 5, J
3
[Service Requests: ] Category Summary Parts Labor Job Total
— - “ | AIR CONDITIONING/HEATING $33.69 $18.00 $51.69 J
I Technician Service Description Parts Labor Job Total |
Mileage In: 105692 Mileage Out: 105692
JSM AIC DYE TEST 33.69 18.00 51.69
Part Number  Part Description Part Price EFach ~ Quantity Extended
5 BG702 A/C OIL WITHDYE 33.69 1 3369
Payments:
VISA, $60.07, on 12/07/15
CardNo: [************0010], AuthorizationNo: [021454]
Authorizations Total
Approved By: Approval Given To: Date Time Difference Authorized Method
SCOTT BADGER 121715 12:47 pm $60.07 $60.07 By Phone

Reason:

12/7/2015 12:49:31 PM PURCHASE SUCCESS CHIP READ CONTACT

§ 60.07 VISA Rk kdkdhkik 0010 Appr Code: 021454 TransID: 12494626 ATC: 0065
Terminal ID: 946925074594996 ATD: ADCDODDO0O31010 ATDName: VISA CREDIT TVR: 0200008000
AC: 46A24DACE7ADU1SC TRN REF#: 305341641710106 VAL Code: FPF2 TSI: E800 Resp CD: 00

Buyer agrees to pay total amount above according to cardholder's agreement with issuer.

Y

Signature X '_,(-2.5;—?)”/ /)
( Repair Order Notes
e
Standard disclaimer and warranty for your shop. For example: TOTAL PARTS 53369
TOTAL LABOR $18.00
I hereby authorize the repair work to be done along with the necessary parts SUBLET $0.00
and materials and hereby grant you and/or your employees permission to Supply Chg $5.17
operate the vehicle herein described on streets, highways or elsewhere, at SUBTOTAL $56.86
your discretion, for the purpose of testing and/or inspection. OTHER FEES $0.00
I understand that dealer/owner is not responsible for delay or other SALES TAX 321
consequence due to the unavailability of parts shipments beyond their
control. Not responsible for damage or articles left in car in case of fire,
theft or any other cause beyond our control. INVOICE TOTAL $60.07
WARRANTY IS 18 MONTHS OR 18,000 MILES WHICH EVER OCCURS FIRST! PAID $60.07
DUE $0.00
e >
Customer Signature: - Date:
e——
0O R ORI RO Thank you for your business! Page 1 of 1
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Sample USNJINV.rpt (Non-Job-Based)

R.O. Writer (Demo)

823 Donald Ross Rd.
Juno Beach, FL 33408

Repair Order #:

TR

0157807

Carcholder Bgress to Pay Total Amount According to Card Issuer Agresment

== 0
—_—

7 2

Signature X [ -

Date :12/7/2015 Page 2 of 2
888-928-9769 Orig Est #: Center: 4
TESTING
Customer : BADGER, 5COTT Vehicle : 1989 PONT MIDSIZE BONNEVILLE
Address : 874 SILK STREET License : GNY314 COLR: A
City : Plain Creek, WY 82222- VIN: 1GZHX54CEKW218383
HOME : ( 505 ) 555-0862 Ext: EF“’?‘ ¥ o ;
ngine : V- rans :
3 505 555-0440 Ext: :
QEFICE ( ) Mileage : In 105692 Out 105652 PROD : 9/88
Parts Labor
Guan Part Number Description Price Op Tech Description Time Charge
Ciz/a/e0is 1z:aem om PoRCERSE succmss cate ma0 coweecr
§ 60.07 VISR TxrTRRRTTREROOL0 Appr Code: 021454 Tran=ID: 12494626 ATC: DOSS
Terminal ID: 946325074594996 ATD: A0000000031010 AIDNmme: VISA CHEDIT TVR: 0200008000
AC: 46AZ4DACHTADO1SC TRN REP#: 305341641710106 VAL Code: FPEF2 TSI: Moo Resp CD: 00
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Paying Repair Orders

There are two ways to process payments for repair orders:

Advanced Payment Pay any amount toward the Balance Due without finalizing (which
closes) the repair order. Open the repair order, click the Calculations
tab, and click the Advanced Payment button.

Advance P t 4
Balance
Feepair Order Total: $45.38 Advance Payment
Sales Tax: $0.00 Reforence £
Total: 48.38
ol g Date: [12/09/2015
Advance Payments: $0.00
Additional Payments: 40.00
Balance Due: $46.38
Payment Payment Type
Fayment Amount $165.00
7 8 3 —
S |
4 5 B Mok ol C aion

Finalize Pay the Balance Due in full and start the finalize process (which closes
the repair order).
Open the ticket and click the Finalize button in the ticket toolbar.

Finalize Repair Order #0157805 to 12/08/2015 ‘_

Balance
Repair Order Tatal: $48.02

Sales Tax: $0.36

Total: $48.38

Advance Payments: $0.00
Additional Payments: $0.00
Balance Due: $48.38

Payment Payment Tyne

Payment Amount $48.38 << Dus

N i
il [ ]

[ R

When you click the ePayment button, the OpenEdge XCharge software launches. From this
point on you are using the XCharge software.

e If you have not entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in R.O.
Writer Configuration (page 17), XCharge launches without requiring a login.
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Processing Credit Cards

When processing credit card payments with XCharge, most of the steps occur on the pin
pad device with some popup windows appearing on the computer screen over the R.O.

Writer windows.

Complete these steps:

1. Start a repair order payment.

e For an advanced payment, click Calculations tab > Advanced Payment

button.

e For finalize, click the Finalize button in the ticket toolbar.

2. Click the ePayment button.

e If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

3. XCharge asks you if the card is credit or debit.

Click Credit. X-Charge notifies you that a transaction is in progress.
5. At this point, you work with the pin pad device and follow the instructions on the

pin pad screen.

The following table provides an overview of each card type.

Chip cards

Insert the card and leave it there. Do NOT remove the
card until the pin pad device says you can.

Magnetic stripe only cards

Swipe the card

Just the card number

Tap the Manual Entry button on the pin pad device and key
in the card information

NOTE: If the card has a chip AND a magnetic strip, you must insert it first. If the
card does not process successfully with the chip, then can you can try to swipe the

magnetic strip.

XCharge notifies you that a transaction is processing.

XCharge notifies you when the transaction is complete. For chip cards, you are
notified that the transaction is processing.

8. The device prompts you and the customer to enter a signature.

Signature Entry

Please Enter Signature
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9. Have the customer follow the instructions on the pin pad screen.
10. After the customer signs the pin pad device, it appears on your computer screen.

Signature Entry

Please Enter Signature

vy

[ ok [ PRey |[ Desline

11.Click OK.

12.When the card is approved, XCharge displays the approval message with a code. You
can use this code for tracking in the XCharge software.

¥Charge Transaction ==

0 Approved: 050143

13.Click OK. The XCharge software closes. The processed payment appears in the
Payments area of the R.O. Writer window.

Advanced payments appear as follows:

Payments

Date Method lamount | 1 Detals

1211042015 Advance Payments $5.00| MASTERCARD I

Yoid ePayment Cancel |
Finalized payments appear as follows:

Fayments

Date \Me’rhod |Amoun’[ | J.Data.l.la— |

121042015 Advance Payments $16.62 | Multipay - MASTERCARD

Void ePayment | Prewview Invoice | Cancel { Finalize

At this point, you can click
e Cancel to close the window
o Finalize (page 33) to begin closing the repair order
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Processing Debit Cards

Processing debit cards is the same as processing credit cards, except that you choose Debit
and the customer enters their PIN number.

When processing debit card payments with XCharge, most of the steps occur on the pin pad
device with some popup windows appearing on the computer screen over the R.O. Writer
windows.

Complete these steps:
1. Start a repair order payment.

e For an advanced payment, click Calculations tab > Advanced Payment
button.

e For finalize, click the Finalize button in the toolbar.
2. Click the ePayment button.

e If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

3. XCharge asks you if the card is credit or debit.

NOTE: If the customer would like to process a debit card as a credit card, click
Credit instead and follow those instructions.

Click Debit. XCharge asks the customer to confirm the amount.
XCharge notifies you and the customer to swipe the card.
XCharge notifies you and the customer to enter the PIN.

N o oo oA

After the customer enters their PIN on the pin pad device and presses the ENTER
key, the transaction begins processing.

8. When the card is approved, XCharge displays the approval message with a code. You
can use this code for tracking in the XCharge software.

XCharge Transaction =

o Approved: 000000

9. Click OK. The payment appears in the Payment area of the R.O. Writer window.
Advanced payments appear as follows:

Payments

Date | Method lamount | | Details
1211412015 Advance Payments $5.00 |DEBIT I

IVDidePayment Cancel |
=

Finalized payments appear as follows:
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Fayments
Date Method |Amount | |Details |

Yaid ePayment |

121042016 Advance Payments

Frewview Invoice |

$16.62 | Multipay { MASTERCARD

Cancel

At this point, you can click

e Cancel to close the window

e Finalize (page 33) to begin closing the repair order

If the Card is Declined

If the card is declined, XCharge displays the declined message with a code. You can use this
code for tracking in the XCharge software.

XCharge Transaction

\..8. Declined:  Declined by Host: 001 Decline

==

Click OK and troubleshoot the issue with

¢ Another card swipe of the same card
e Another card
e Asking for a cash or check payment
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Finalizing Repair Orders

When you click the Finalize button in the toolbar, you begin closing the repair order by
paying the Balance Due. However, paying off the repair order doesn’t close it automatically.
You need to click the Finalize button on the Finalize payment window to begin closing out
the repair order.

Normally, you would click the Finalize button immediately after completing the final
payment, but you don’t have to. You can click Cancel to and finalize the repair order at a
later time. Click the Finalize toolbar button again and click the Finalize button.

What happens when you click the Finalize button depends on your ePayment Setup (page
14).

Electronic Signature

If the Capture and Save Electronic Signature During Finalize option is selected in ePayment
Setup (page 14), the customer needs to sign the pin pad to accept the repair order.

Integrated ePayment Setup Standard disclaimer and warranty for your shop. For example:
Select ePayment Service Provider I hereby authorize the repair work to be done along with the necessary parts
¢ DpenEdge and materials and hereby grant you and/or your employees permission to
T operate the vehicle herein described on streets, highways or elsewhere, at
Shap Setup your discretion, for the purpose of testing and/or inspection.
I that is not ible for delay or other
14 Enchls EFaymenl . oo q due to the il ity of parts shi beyond their
¥ Require use of pinpad for electionic card payments " i & :
¥ Capture and Save Electionic Signatures for cards where signature is entersd coatrol. Not responadiis T sbamane of srticles defi In car ln casc of fite,
theft or any other cause beyond our control.
WARRANTY IS 18 MONTHS OR 18,000 MILES WHICH EVER OCCURS FIRST!
[¥ Capture and Save Electronic Signatures During Finalize =
v Capture and Save Electionic Signatures For Estimate Aulhnrizam / s ,(\
(Customer Signature: - Date:
|

Complete these steps:

1. When the Balance Due is zero on the Finalize payment window, click the Finalize
button.

¢ If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

Obtaining an electronic signature to finalize a repair order is not part of the
XCharge transaction process; however, you need to log into XCharge in order to
access the pin pad device.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

Have the customer follow the instructions on the pin pad device.
XCharge prompts the customer for a signature.

NOTE: If a signature capture device is not connected to your computer, a prompt
appears asking you to obtain the customer’s signature on the repair order manually.

4. After the customer signs the pin pad device, it appears on the computer screen.
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Signature Entry

Please Enter Signature

T st

[ or [ Remy || Desline |

5. Click OK. R.O. Writer asks if you want to print the repair order.
6. Click Yes and print the repair order.
Two customer signatures appear on the printed repair order:
In the XCharge payment area:

12/4/2015 4:01:12 PM PURCHASE SUCCESS CHIP READ

$ 3.00 VIsa Fokkk kR EXIX0010 Appr Code: 069747 TransID: 16012824
Terminal ID: 946925074594996 AID: A0000000031010 AIDName: VISA CREDIT

AC: 13AB098D60BOEBEE TRN REF#: 305338756720085 VAL Code: QVMM TSI: E800

Buyer agrees to pay total amount above according to cardholder's agreement with issuer.

I e

CONTACT
ATC: 0063
TVR: 0200008000

Resp CD: 00

Standard disclaimer and warranty for your shop. For example:

| hereby authorize the repair work to be done along with the necessary parts
and materials and hereby grant you and/or your employees permission to
operate the vehicle herein described on streets, highways or elsewhere, at
your discretion, for the purpose of testing and/or inspection.
| understand that dealer/owner is not responsible for delay or other
consequence due to the unavailability of parts shipments beyond their
control. Not responsible for damage or articles left in car in case of fire,
theft or any other cause beyond our control.
WARRANTY IS 18 MONTHS OR 18,000 MILES WHICH EVER OCCURS FIRST!

Customer Signature: s e Date:

On the Customer Signature line in the Disclaimer section at the bottom of the page:
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Paper Signatures

If the Capture and Save Electronic Signature During Finalize option is not selected in
ePayment Setup (page 14), you do not need to sign into XCharge to access the pin pad
device. As a result, you are not prompted to sign into XCharge. Instead, you are only
prompted to print a repair order.

When the repair order prints, the Customer Signature line in the Disclaimer area is blank so
you can obtain the customer’s signature on paper.

Integrated ePayment Setup Standard disclaimer and warranty foryour shop. Forexample:
Select ePayment Service Provider
Ihereby authorize the repairwork to be done along with the necessary parts
andmaterials and hereby grantyou and/or your employees permission to
operatethe vehicle herein described on streets, highways or elsewhere, at
yourdiscretion, forthe purposeof testing and/or inspection.

Shop Setup
lunderstand that dealerlowner isnot responsible for delay orother
|v Enable ePayment consequencedue to the unavailability of parts shipments beyond their
Iv Require use of pinpad for electronic card payments control. Not responsible for damage or articles left in carin case of fire,
v Capture and Save Electronic Signatures for cards where signature iz entered theftorany other causebeyond our control

WARRANTY 518 MONTHSOR 18,000 MILES WHICH EVER OCCURS FIRST!

[7 Capture and Save Electronic Signatures During Finalize S
[ Capture and Save Electronic Signatures For E stimate Authorizations Customer Signature: Date:
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Refunding Repair Orders

There are two ways to issue refunds on repair orders:

e Open repair orders - Void a previous payment

e Closed repair orders - Process a new repair order with a negative amount

Refunds on Open Repair Orders

You can void any payment before the repair is closed (finalized). You can void only a
previous payment and not enter an amount.

Voiding payments

e Voids the transaction on the credit or debit card
e Creates a reverse entry of a previous payment on the repair order
e Appear on the printed repair order as a return

After the repair order is finalized, electronic payments cannot be voided.
Complete these steps:
1. Open a repair order that
e Has had any amount paid toward its Balance Due using the ePayment button.
e But has NOT been finalized (closed) yet.

2. Either
e Click the Finalize button in the ticket toolbar.
OR

e Click the Calculations tab, then the Advanced Payment button

3. On the payment window, previous payments display in the Payments section.
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Finalize Repair Order #0157808 to 12£10/2015
Balance
Fepair Order Total: $16.50
Sales Tax: 012
Total: $16.62
Advance Payments: $16.62
Additional Payrments: %000
Balance Due: $0.00 4—
Payment Payment Type
Payment Arount; §0.00
o] o] e
[ cPoymer |
SN A __cvmcemcn |
BRI e —
[z [0 [e=y
Payments
Date [ Method [£mount | [Details |
I 12/10/2015  Advance Payrents $16.62 Multipay - MASTERCARD I
Woid ePRymem | Preview Invoice | Cancel | C Finalize |
ez

4. Click the Void ePayment button. The ePay window opens displaying only the
electronic payments for this repair order. All other payment methods - cash, check,
charge, etc. - are filtered out.

ePay
Double Click the Transaction to Vaoid
Amount

CardType Card4NO
1662 g I

Close

5. Double-click on a payment to void it.

¢ If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

XCharge notifies you that a transaction is in progress.
Have the customer follow the instructions on the pin pad device.

When the transaction processes successfully, XCharge displays an approval message
with a code. (You can use this code for tracking in the XCharge software.)

9. Click OK. A reverse entry appears on the ePay window.
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Finalize Repair Order #0157808 to 12/10/2015

Payment

Payment Arount: [

HIEjENE

Double Click the Transaction to Void

Balance
Fiepair Order Total: $16.50
Sales Tax: 012
Total: $16.62
Advance Payments: $16.62
Additional Payments: $0.00 I,\\,
Balance ePay

Amount CardType
| MASTER

STERCARD. |
5 i
-16.62 MASTERCARD 2229

CarddNO

I Close

FEECLL

Fayments

Diate [Method

|Amoun‘r | | Details

12102016 Advance

Fayrents

$16.62| Multipay - MASTERCARD

I Freview Invoice |

10.Click the Close button. The payment window is updated to reflect the voided

payment.
Finalize Repair Order #0157808 to 12/10/2015
Balance

Repair Order Total: $16.50

Sales Tax $012

Total: $16.62

Advance Payments: $0.00

Additional Payments: $0.00

Balance Due: $16.62

The voided amount
has been added back
to the Balance Due.

Woid ePayment ‘ Preview Imvoice |

Payment Payment Type
Payment Amount 4 <<Dus Cash |
Check |
] e el
ePayment |
4 5 6 Other Credit Cards |
. z : Charge to Third Party |
The voided payment
. T — appears in pe_afentheses_() to
indicate that it's a negative
amount.
Payments
Date ‘Method |Amoun‘r | ﬂetalls
12/10/2015  Advance Payments $16.62 Mu\‘ripay— MASTERCARD
12/10/2015 Advance Payments ($16.62)7 Multipay - MASTERCARD

Cancel |

If there is still a Balance Due you would like to pay, you can process another
payment. If not, click Cancel to close the window.
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Voided Payments on Printed Repair Orders

When you void a payment, it appears on the printed repair order as a return.

r
=
Repair Order #0157808 1211012015 | 341 yOLKSWAGEN BEETLE
R.O. Writer (Demo) 2:00 pm
L VIN
Ml In 6468 Out 6468
TABINOWSKI, ELAINE i g
Trans :
823 Donald Ross Rd. License -
Juno Beach, FL 33408 COLUMBIA, MD 21045
£88-928-9769 HOME:(503) 730-04863
TESTING OFFICE:(505) 484-0440
[ Your Service Writer Today Is: STAN MATTIS Center: REPAIR J
L o)
Service Requests: J Category Summar Parts Labor Job Total
b AIR CONDITIONING/HEATING $0.00 $15.00 $15.00
[ Technician Service Description Parts Labor Job Total ]
Mileage In: 6468 Mileage Out: 6468
JSM CHECK AJC SYSTEM AND ADVISE 15.00 15.00
Authorizations Total
Approved By Approval Given To: Date Time Difference Authorized Method
ELAINE TABINOWSKI 1210015 1:30 pm $16.62 516.62 By Phone
Reason:
12/10/2015 1:30:59 PM SUCCESS SWIPED
MASTERCARD kkkkkkkkkkk k2229 Appr Code: 005614 TransID: 13310830 ATC:
Terminal ID: 946925074594996 AID: AIDName: TVR:
AC: TRN REF#: VAL Code: TSI Resp CD:
Buyer agrees to pay total amount above according to cardholder's agreement with issuer.
Signature X -
127102015 1:38:38 B | retos | svccess swieen
MASTERCARD Akkkh kA AR RARDDDG Appr Code: C27882 TransID: 13384531 ATC:
Terminal ID: 946925074594996 AID: AIDName: TVR:
AC: TRN REF#: VAL Code: TSI: Resp CD:
Buyer agrees to pay total amount above according to cardholder's agreement with issuer.
Signature X
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Refunds on Closed Repair Orders

After a repair order has been finalized, you cannot void a payment on it. Instead, you need
to create a new repair order for the same customer and vehicle with a negative amount and
process that payment. For more information, see Special Considerations for Refund Repair
Orders (page 42).

The Balance Due amount of the repair order is the amount of the refund to the card. The
payment process is the same as a regular repair order; it’s just that the amount is negative
instead of positive.

Complete these steps:

Create a new repair order.

2. Select a labor operation by clicking the Labor button in the ticket toolbar.

3. Double-click on the labor operation to open it.

4. Enter the refund amount in the Charge field - Type in the amount (including the
decimal point) and then press the minus (-) key on the keyboard.
The amount displays in parenthesis to indicate that it is now a negative amount.
Click OK to save.
Click the Calculations tab and adjust the refund amount by removing the supply
charges and sales tax (page 42). If you do, click Save.

7. You can

e Do an advanced payment, save it, then finalize the repair order later OR
e Click the Finalize button in the ticket toolbar to finalize the repair order now.
** You may have to authorize the repair order due to the negative amount.

¥ The falling below profit margin prompt will most likely appear because of the
negative amount. Click OK.

8. The R.O. Writer Payment window opens displaying a negative amount in the
Balance Due field.

Finalize Repair Order #0157813 to 12/14/2015

Balance

Fepair Order Total: ($55.00)
Sales Tax: $0.00

Total: ($55.00)

Advance Payments: $0.00
Additional Payments: $0.00

I Balance Due:  ($55.00) I

I Payment Amaunt. | ($55.000 << Due

9. Click the ePayment button.

¢ If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

April 2021 Page 40 of 53 R.O. Writer 1.31—2.6



R.O. Writer OpenEdge XCharge Electronic Payment Processing

10.Log in. XCharge asks you if the card is credit or debit.

11.Click Credit or Debit as appropriate. XCharge notifies you that a transaction is in
progress.

12.Swipe or insert the card and follow the instructions on the pin pad device.

¢ When you swipe a card, the pin pad screen asks the customer to confirm a
positive amount. When the transaction processes, it refunds the card and
appears as a negative amount in R.O. Writer.

¢ When you insert a chip card and leave it there, the user is prompted to confirm a
refund amount.

13.XCharge notifies you when the transaction is processing.
14. XCharge notifies you when the transaction is complete.
15.The device prompts you and the customer to enter a signature.

16. After the customer signs the pin pad device, it appears on the computer screen.

Signature Entry

‘ Please Enter Signature

s

‘ Ok | | Retry | | Decline

17.Click OK.

18. When the card is approved, XCharge displays the approval message with a code.
(You can use this code for tracking in the XCharge software.)

XCharge Transaction (B

0 Approved: 050149

19.Click OK. The payment appears in the Payments area of the R.O. Writer.

FPayments

Date | Method |Amoun‘r | | Details ‘
12/14/2016  Advance Payments (3EB.00) Muttipay - MASTERCARD

Woid ePayment | Presiew Invoice ‘ Cancel Finglize

At this point, you can click
e Cancel to close the window
o Finalize (page 33) to begin closing the repair order
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Special Considerations for Refund Repair Orders
When creating refund repair orders, there are a number of things to keep in mind.

Choosing the Labor Operation

Which labor operation you select depends on your established business and accounting
practices and reporting needs.

e If you are tracking labor operations for reporting, for example, it makes sense to
select the same labor operation as the closed repair order. You might even want to
put the number of the previous repair order in the Repair Order Notes.

e If you want to track refunds specifically, you might want to create a labor operation
specifically for refunds.
Adjusting the Refund Amount

When you type the negative amount into the Charge field of the Edit Labor window,
remember that the same taxes and fees associated with that labor operation apply.

o If the Taxable option is selected on the labor operation, sales tax is calculated on and
added to the Total.
e If shop fees are added to repair orders, shop fees are added to the Total.
Check the Calculations tab to see the breakdown.

Parts Other Charges
Taxable: $0.00 - -
MonTaxable : $0.00 | Sprp CieEes: $275 |

Subtatal : [$57.75]

Total: $0.00
Tanes

Labor
Tasable: ($55.00)

MonTaxable: $0.00
Other Fees: $0.00

- Tatal
Total: 355.00) e Total: (51.73)
Sublet

Taxable: $0.00
MNonT axable : $0.00 Advance Payments : $0.00
Due: [$61.79)

Total: $0.00

Subtotal: [$55.00)
Service Requests l Parts/Labor l Lalculations

Whether or not you remove the sales tax and shop fees depends on how you want to track
labor operations, refunds, taxes, and fees. What is most important is that the Total amount
of the repair order matches the amount you are refunding.

Removing Shop Fees
Open the Calculations tab, delete the amount in the Supply Charges field and click Save.

Removing the Sales Tax
On the Parts/Labor tab, open the labor operation, uncheck the Taxable box, and click OK.
Check the Calculations tab to verify the Total amount.
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Printed Repair Orders with Refunds

When you print the repair order, it is formatted the same as a regular repair order. The only
difference is that all the amounts are negative.

= = =
Invoice #0157813 121412015 | 1454 0L DSMOBILE CUSTOM S/W
[ R.O. Writer (Demo) J 1:43pm 45
VIN : 2G3AJ8134J9338016
WALLACE, BILL -n:rllae:lge 1In 124 Out 124
823 Donald Ross Rd. 10505 WILLIAM TELL LANE License - B04ABT
Juno Beach, FL 33408 COLUMBIA, MD 21044 COLR - A
888-928-9769 HOME:(505) 596-3963
TESTING OFFICE(505) 454-9949
[ Your Service Writer Today Is: 1SCOTT TITUS Center: REPAIR J
L <
Service Requests: J Category Summary Parts Labor Job Total
= AIR CONDITIONING/HEATING $0.00 $-55.00 $-55.00
[ Technician Service Description Parts Labor Job Total ]
Mileage In: 124 Mileage Out: 124
BO CHECK AIC SYSTEM AND ADVISE -55.00 -55.00
Payments:
MASTERCARD, -$55.00, on 12/14/15
CardNo: [*********2229], AuthorizationNo: [C09769]
127142015 12:13:11 e Jmeremw | T sveegss T satezo
§-55.00 MASTERCARD Ehkk kR k kR kAR 2229 Appr Code: CO9769 TransID: 12131840 ATC:
Terminal ID: 946925074594996 AID: AIDName : TVR:
AC: TRN EREF#: VAL Code: TSI: Resp CD:

Buyer agrees to pay total amount above according to cardholder's agreement with issuer.

=: = i
e T e
_/(,_ e

Signature X

Repair Order Notes

A - -
) =
Standard disclaimer and warranty for your shop. For example: TOTAL PARTS $0.00
TOTAL LABOR -$55.00
1 hereby authorize the repair work to be done along with the necessary parts SUBLET $0.00
and materials and hereby grant you and/or your employees permission to Supply Chg $0.00
operate the vehicle herein described on streets, highways or elsewhere, at SUBTOTAL _$55.00
your discretion, for the purpose of testing and/or inspection. OTHER FEES $0.00
I understand that dealer/owner is not responsible for delay or other SALES TAX $0.00
consequence due to the unavailability of parts shipments beyond their
control. Not responsible for damage or articles left in car in case of fire,
theft or any other cause beyond our control. INVOICE TOTAL ($55.00)
WARRANTY IS 18 MONTHS OR 18,000 MILES WHICH EVER OCCURS FIRST! PAID §55.00
. e DUE $0.00
T A
Customer Signature: Date:
L _/ -
L RN T R Thank you for your business! i
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Refunds Repair Orders in History

If you open a refund repair order from History and click the Calculations tab, the refund
appears in the Total, not in Advanced Payments.

[ History for CUNNINGHAM, RICHIE R.O. # 0102283 2009 TOYO C

Services Checklist Print

Created on @ 8/4/2015

PartsT Ho. GO Other Charges
axable
MonTarable : $0.00 Supply Charges : $0.00
Totdl: $0.00 Subtotal : [$35.00]
Tanes
Labor
Taxahle - $0.00 Sales Tax: $0.00

MonT axable : [$55.00]
Other Fees: $0.00

—_— Tatal
Total: ($55.00) Total: (§55.00) 4—

Sublet
Taxable : $0.00
NonT axable : $0.00 Advance Paprments : $0.00
Due: $0.00
Total: $0.00

Subtatal - ($55.00)

Fayments
Cash: $0.00
Check : $0.00
Credit Card : [$55.00]

Service Requests l Parts/Labar l Calculations
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Electronic Signatures for Estimate Authorization

If Capture and Save Electronic Signatures for Estimate Authorization is selected in
ePayment Setup (page 14), you can capture and save customer signatures from the pin pad
device for estimate authorizations. This is useful if you want to record the customer
approval of the work.

Capturing an Electronic Signature to Authorize

The Estimate Authorization window can capture electronic signatures when authorizing work
on a ticket.

Complete these steps:
1. On an open estimate or repair order, click the Est Auth toolbar button.

2. Select In Person as the Contact Method. The Get Signature button and area
appears at the bottom of the window.

Estimate Authorizations ==

Approval Histary

Estimate Approval
Autharized By Phone Contact Phone

[LOI5 CLERK, 720 [s55-0353 HOME |

Tatal Arount

Y
[12117/2005 351 PM [+ |

| | | LCancel oK
v
Get Signature

3. Click Get Signature and you are prompted to log into XCharge.

e If you have not entered the correct OpenEdge XCharge username and password
in R.O. Writer Configuration (page 17), XCharge prompts you to login.

Enter your login credentials and click OK.

e If you have entered the correct OpenEdge XCharge username and password in
R.O. Writer Configuration (page 17), XCharge launches without requiring a login.

Obtaining the electronic signature is not part of the XCharge process; however, you
need to log into XCharge in order to access the pin pad device.

4. Log in and the customer is prompted to sign the pin pad device. The Signature Entry
popup window appears on your screen.

April 2021 Page 45 of 53 R.O. Writer 1.31—2.6



R.O. Writer OpenEdge XCharge Electronic Payment Processing

Estimate Authorizations =

Approval Histary

‘Signare Emvy |

| Please Enter Signature

r Estimate Approvd
Authorized By

LOIS CLARK

Tatal Armourt

e

Contact Method
I Person
Date / Time

T2A7/2016 035
Upde | | Delete | | act | Qancell oK |

Get Signature |

5. When the signature is captured and approved on the pin pad device, it appears on
the Signature Entry popup window.

Estimate Authorizations
Approval History

Please Enter Signature

i~ Estimate &ppravy i
Authorized By

ILEIIS CLARE

Total Amount

Contact Method
In Person
Date / Time

|1 2M17/2015 034

Update |

Get Signature |

Ok [ Retw [ Decline T

6. Click OK and the signature appears on the Estimate Authorization window.
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Estimate Authorizations (=)

Approval History

E stimate &pproval

Authorized By FPhone Contact Phone

[LOIS CLARK 720 5550353 HOME Jd|
Total Amaount

§1547.84

Contact Method Feason

| It Person j |

Date / Time By
[12/17/2015 0351 PM [ -] |

‘ | | LCancel 0K

Get Signature

7. Click OK to close the Estimate Authorization window.
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Authorization Signature on Printed Repair Orders

The estimate approval signature appears on the printed repair order with the authorization.

i | Repair Order #0157815 1214712015 | 5059 saTURN SL SEDAN
R.O. Writer (Demo) | 353 pm | 4148 1.9L sOHC
\ VIM : 1GBZHS283YZ 188675
CLARK, LOIS Mileage : In 142301 Out
= Trans : TLC
823 Donald Ross Rd. 20838 SUPERMAN License - HGOES4
Juno Beach, FL 33408 BOW MAR, CO BD123- COLR: A PROD - 1209
888-928-9760 HOME:{720) 555-0353
TESTING OFFICE:(720) 555-9673
PO# 54587
[ our Servies Wiiter Today Is: 1SCOTT TITUS Center: REPAIR ]
Fleet Hame Fleet Card Fleet Coupon
1654
[Service Requests: ] Category Summary Parts Labor  Job Total
BRAKES $617.54 $539.00 $1,156.54
ELECTRICAL $153.79 $26.00 $179.79
f
| T ici Service Descripti Parts Labor Job Total
Mileage In: 142301 Mileage Out:
DWF REPLACE BATTERY 153.79 26.00 179.79
Eahumber £ datic EanlPrceCach  Suanily
s 2450 BATTERY 153.79 1 153.79
DWF REPLACE MASTER CYLINDER: Remove brake fluid from old master 617.54 539.00 1156.54
cylinder. Disconnect hydraulic lines from master cylinder. Remove mounting
bolts. Remove master cylinder from power brake booster. Install new master
cylinder. Bleed hydraulic system. Road test for proper operation.
I Ead Deceriplion EanPriceSach  Quaniily Exended
P B1400 DOT 3 ALUID 3
s 20-2503 REMAN MASTER CYLINDR 44460 1 44460
s 510024 FRONT WHEEL BEARING 86.47 2 17294
Authorizations Total
Approved By: Approval Given To: Date Time Difference Authorized Method
LIS CLARK 121715 351 pm $1,547.64 $1,547.84 In Person
Reason: e
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Processing Payments in Accounts Receivable

Accounts Receivable allows you to open and track customer accounts. You can charge
services and then post payments to these accounts. When you post and rollback payments
and click the ePayment button on the payment window, XCharge opens the same way it
does

Posting Payments to Customer Accounts

Complete these steps:
1. Open the Accounts Receivable module.
2. Click the Post Payments toolbar button.

3. Search for and select a customer from the Customer List. The Post A/R Payments
window opens.

4. Double-click on a FINANCE CHARGE in the list and enter the amount of payment on
the popup window.

Ref # Date | Diescription Charge Payment
I
1241772015 Payment == [$15.00) $0.00
12117/20158 £5.00 $0.00
Charge : $1.366.64
1241772015 ($5.00) $0.00
1247/2015 Payment : $50.00 $5.00 $0.00
12117/2015 ($5.00) $0.00
1241672015 LCancel | il $45.99 $0.00
12/16/2015 ($45.99) $0.00

1248/2015 FINANCE CHARGE $1.366.64 $0.00

5. Type in the same amount in the Payment area.

Fayment

Open Charges © $3.480.45 01/28/2016
Enter Amount of Payment : $50_D|:|

Allocated Payments : $0.00
Fayment Balance : $50.00

6. Click the Post & Continue toolbar button. The Post A.R. Payment prompt appears
displaying the payment balance.

Post A.R. Payment 22

|' #% There is a payment balance of $50.00.
|
S Click "YES' to all this pay bal to an open charge.
Click 'HO' to post a credit memo of $50.00 to the account.

Yes Mo ‘

7. Click No. The Accounts Receivable Payments Details window opens.
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Accounts Receivable Payment Details

Balance
AR Payment
Feference #:
Total: $50.00
Date: |n1/28/2016 :
AJR Payment $0.00
Balance Due: $50.00
Payment Payment Type
Faymant Amaunt: $30.0 Cash |
Check |
ePayment |
Other Credit Cards |

8. The XCharge Login window opens.
9. Log in and follow the process for credit (page 29) or debit (page 31) card payments.
10. After the payment has processed, the system prompts you to print a receipt.

11.Click Yes and print the receipt. The XCharge transaction information (page 24) is
included.

12.The posted payment is included as a credit memo in the table.

Ref # Date Dieseription | Charge Payment
12417/2015 Credi Memao 515,001 $0.00
12/17/2015 overPy” The Charge amount $0.00
121742015 CeditM|  has been reduced by $0.00
121742015 overPd  the amount of the $0.00
12/417/2015 Credit M payme nt {$50}_ £0.00
12164205 Ovwer Paym-Papmmrre $0.00
1241642015 LiediMeng [0 23] $0.00
12482015 rPH E' BAL - $1366.64 $1,316.64 I $0.00

April 2021 Page 50 of 53 R.O. Writer 1.31—2.6



R.O. Writer OpenEdge XCharge Electronic Payment Processing

Refunding Payments to Customer Accounts

In Accounts Receivable, a refund is called a rollback. The refund process is essentially the
same as the void process (page 36) and the same restrictions apply - you can only refund a
previous payment, not enter an amount.

Complete these steps:
1. Open the Accounts Receivable module.
2. Click the Edit Accounts toolbar button.
3. Search for and select a customer. The Edit A/R Customer Account window opens.
4. Select a payment in the list and click the Rollback Payment toolbar button.
5. If prompted, pick the Rollback A/R Payment Date.

-

[=EEzE]

= Edit A/R Customer Account

&

Edit Cust Add Charge  |Rollback Payment
Customer Account Information
First Mame : LOIS * Notes

Amount Spent : $3.460.93

Buisness
Address

Last Name CLARK

:CLARE, LOIS | Rollback A/R Payment
: 29836 SUPER

Lt : Yes

City : BOW MAR
State : CO
Phone 1 : [720] 555-0353
Phone 2 : [720] 555-9673

|;ges 1 §$3.499.46
Payment [ ate: 124162015 =

lling : b onthly
rges : Yes

LCancel

12116/201

1041142013 | FINAMCE CHARGE Yes $52.56
0157388 11/19/2003 | PREV BaL - $1551.26 es |$1.051.26
mMa77avy 8/18/2M5 |RERAIR ORDER Yes 1$1.074.99

$1.366.64

4 m g F

Charges l Motes J

6. The void ePay window opens displaying all payments posted for the selected

customer.
= Edit A ePay I[= [ =
g Double Click the Transaction to Void
Edit g Amount CardType Card4NO
Customer 7 iz - - -
First Narne| _MASTERCARD _-2228
Last Mam,
Buishess
Address
City|
State]
Phone 1
Fhone 2
4
5730 [ Close b
57797 2]
4 — ¥
Charges I Netes ]

Double-click the posted payment. The XCharge Login window appears.
Log in and follow the process for credit (page 29) or debit (page 31) card payments.

9. When the transaction is approved, the approved message with approval code
appears.
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R.O. Writer

= Edit & ePay
g Double Click the Transaction to Vioid

Edi] Amount CardType
- Customer = TE =
First Mame, = -
Last Nai
Buiznes| XCharge Transaction
Addres
oo @B Aevroved: C57802
Phone -
Phone B

=i
4
26
[3

=

i Motes J

Charges

Click OK and then Close. A reverse charge appears in the list.

Ref # |Date |Descripti0n |Stmt Sent|.-‘-\m0unt
12A6/2015 | Credit Memo Ha [$45.93)
- W

(EFRallis: AR i YUY Th i T
1241642015 | Owver Paym-Paymint Rewv Ho $45.99

10.
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A/R Statements

The payments posted and rolled back appear on customer statements in the Payments and

Open Charges sections.

Statement of Account

LOIS CLARK
29836 SUPERMAN
BOW MAR, CO 80123-

This is a current statement of your account. The total amount due is $3,545.45.

This statement reflects account activity between the
dates 12/14/2015 and 12/17/2015.

Page 1

Payments

Purchase Order #

Open Charges

12116/2015 Over Paym-Paymnt Rev $4599
12/16/2015 Owver Payment $45.99
12/17/2015 Over Paym-Paymnt Rev $5.00
12/17/2015 Over Payment £5.00
Total Payments : $101.98

Purchase Order #

Charges open before 12/14/2015 $2,178.81

12/16/2015 | Over Paym-Paymnt Rev $45.99
12/16/2015 | Credit Memo ($45.99)
12/16/2015 | FINANCE CHARGE $1,366.64
12/17/2015 | Over Paym-Paymnt Rev $5.00
12/17/2015 | Credit Memo ($5.00)
Total Open Charges : $3,545.45

You have charges over 60 days past due. Please contact us

Current 30-60 Days 60-90 Days Over 90 Days

immediately.

$1,366.64 $0.00 $0.00 $2,178.81

April 2021
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