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Overview
Fi-Soft Merchant Edition SP is a real-time payment processing solution that provides seamless integration with
QuickBooks Pro, QuickBooks Premier, and QuickBooks Enterprise Solutions 2006 and newer. It provides the
following key benefits:
1. Utilize a merchant account provider of your choosing to obtain the most competitive rates and terms.
2. Eliminate the need to store sensitive payment data by utilizing our PayGuard technology.
3. Securely access and manage multiple payment accounts for your customers.
4. Process recurring and groups (batches) of invoices from a single screen.

5. Detailed audit report for payment transactions by individual user.

6. Utilize add-on Fi-Soft modules to process payments on-line, email invoices/receive payments.



System Requirements
Fi-Soft Merchant Edition is compatible with the following:

Operating Systems:

Windows XP

Windows Vista (32 and 64 bit). Requires “User Account Controls” to be “On”.

Windows 7 (32 and 64 bit). Requires “User Account Controls” to be set above the lowest level.
Server 2003

Server 2008. Requires “User Account Controls” to be set above the lowest level.

Minimum Hardware:

2.0 GHz processor, 2.4 GHz or higher recommended.

1 GB RAM for single user, 2 GB RAM recommended for multiple users.
40 MB available disk space.

1024x768 screen resolution. 16-bit or higher color.

High speed internet access.

Optional Credit Card Readers:

Magtek # 21040108
Magtek # 21040145

Payment Gateway:

USAePay (www.usaepay.com)

QuickBooks Software:

QuickBooks Pro 2006 and newer
QuickBooks Premier 2006 and newer
QuickBooks Enterprise Solutions Version 6 and newer

* Fi-Soft Merchant Edition SP can’t be used if QuickBooks POS is also being used.



Preparing QuickBooks For Use With Fi-Soft Merchant Edition SP Software

* For installations of Fi-Soft Merchant Edition SP software in a multi-user environment, the path to the QuickBooks data
file must be identical for each computer that our software is installed on. This can be checked by opening QuickBooks
on each computer and pressing the F2 key. The file location path will display.

1. Contact your merchant account sales representative to confirm that your merchant account and payment
gateway have been activated and fully configured. Have your payment gateway login available.

2. If you are using Windows Vista operating system, your “User Account Controls” must be turned on. If you
are using Windows 7, or Windows 2008 Server operating system, your “User Account Controls” must be set
above the lowest level. Reboot your computer after updating your settings.

3. Install any critical Microsoft updates for your operating system.

4. Make sure that your version of QuickBooks has the most recent updates installed. This can be checked by
utilizing the QuickBooks automatic update option.

5. Make sure QuickBooks is set for deposits to go into the Undeposited funds account:
For QuickBooks 2009 and earlier:
A. Go to Edit pull-down menu, select Preferences.
B. Select Sales & Customers, click on the Company Preference tab.

C. Check the box “Use Undeposited Funds as a default deposit to account.”

For QuickBooks 2010 and newer:

A. Go to Edit pull-down menu, select Preferences.

B. Select Payments, click on the Company Preference tab.

C. Check the box “Use Undeposited Funds as a default deposit to account”.

6. Our software requires the use of three custom fields in the QB customer section under the “Additional Info”
tab. If you have used all available custom fields, you must clear the names of three of the existing fields.

7. Special Note for QuickBooks Enterprise Solutions Version 11 and newer: In QuickBooks preferences make
sure the box to “Keep QuickBooks running for quick startups” is unchecked (off) for each user login. In
addition, our software does not support having multiple QuickBooks Company files open at the same time.

8. Make a current backup copy of your QuickBooks file. This should be done on removable media (cd, disk,
zip drive, memory stick, etc...) and not done on the same computer system/server you are working on.

9. You must be able to log into QuickBooks using the “Admin” username and password.
10. Make sure that you have a working high-speed internet connection and that you temporarily disable any

spam/virus protection, and personal firewalls on the computer in which Fi-Soft Merchant Edition SP software
will be installed. These items can be re-enabled after installation.



Installing Fi-Soft Merchant Edition Software

* For installations of Fi-Soft Merchant Edition SP software in a multi-user environment, the path to the
QuickBooks data file must be identical for each computer that our software is installed on. This can be
checked by opening QuickBooks on each computer and pressing the F2 key. The file location path will display.

Windows XP & Windows Server 2003:

1. Confirm that you have completed ALL the “Preparing QuickBooks for use with Fi-Soft Merchant Edition SP
software” steps. You must have administrative level access to the computer that you are installing our software
on.

2. Close QuickBooks if currently open. After QuickBooks has fully closed, re-open QuickBooks and login
using the “Admin” user name and password. QuickBooks must be in “Single User” mode.

3. Double click on the Fi-Soft Merchant Edition SP “setup.exe” file and install it as directed.

Windows Vista, Windows 7, & Windows Server 2008:

1. Confirm that you have completed ALL the “Preparing QuickBooks for use with Fi-Soft Merchant Edition SP
software” steps. You must have administrative level access to the computer that you are installing our software
on.

2. Close QuickBooks if currently open. After QuickBooks has fully closed, right click with your mouse on the
desktop QuickBooks icon and choose the “Run as administrator” option. Login to QuickBooks using the
“Admin” user name and password.
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3. Once logged into QuickBooks as “Admin”, right click on the Fi-Soft Merchant Edition SP “setup” file and
choose the “Run as administrator” option. Install the program as directed.
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Registration and Setup

1. Close QuickBooks and open normally by double clicking on the QuickBooks desktop icon. Login as
“Admin” and make sure QuickBooks is in “single user” mode. Then click on the “Start” button on your
computer and choose “all programs”. Select “Fi-Soft Merchant Edition SP”” and the “Register” option.
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2. When the Fi-Soft “Customer Details” displays, you MUST temporarily minimize it. Once minimized, press
F2 on your keyboard to display your QuickBooks company file information. Copy the “File Location”
information from this screen. Once copied, you MUST close this screen by clicking the “OK” button.
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3. Maximize the Fi-Soft “Customer Details” screen and paste the “File Location” information you copied into
the “QB Company File” field. Then click the “Test Connection” button.
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4. After clicking the test connection button, our software will begin connecting to QuickBooks. You will see a
series of QuickBooks screen asking you to allow access to your QuickBooks file. If you are re-installing Fi-
Soft Merchant Edition SP after it was previously connected to QuickBooks, you may not see these screens.

When the below screen displays, choose the “Yes, always allow access even if QuickBooks is not running” and
the option to “Allow this application to access personal data such as social security data and customer credit



card information”. If yvou have multiple users, you will also be asked to select a login. If you see this option,
choose to login as “Admin”.
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Select “Done”
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You should then see the below screen and select “OK”
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5. Copy your Fi-Soft Merchant Edition “Activation Code” that was sent by email. Paste it into the “Activation
Code” field. In the “User Name” field type in a name (“Jane”, “Front Office”, etc...) identifying that specific
computer. Then click the “Next” button.



Dear Law Firm:

This is your Fi-Soft Merchant Edition License details:

License Name: Law Firm

No of License: 1

Mobile User License: 0

Activation Code:
Merchant Login ID: Law Firm 7‘
Merchant Password: 2Mx=_

Thanks
Admin
Fi-Soft Merchant Edition
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6. After registering, you will see the below screen. It is critical that you choose whether to install our software
as an “Administrator” or as a “User”. There can only be one “Administrator” license of our software per
QuickBooks company file. All other license installations must be as a “User”. The “Administrator” license is
the only one that can perform the “Batch Sale” function of our software. If you are only installing only one
license of our software, select “Administrator”. Press the “Register” button.
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During this process you will see two additional screens pop up. Wait until you see the “Fi-Soft registration

successful” screen before proceeding. Once you see both screens click “OK”
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For Windows XP & Windows Server 2003 users: Restart QuickBooks, login as “Admin” and switch to “Single

User” mode. Move to step 8.



For Windows Vista, Windows 7, and Windows Server 2008: Right click on the QuickBooks desktop icon and
choose “Run as administrator”. Login to QuickBooks as “Admin” in “Single User” mode.

Open
Open file location

¢/ Run as administrator
Mehfee »

Pin to Start Menu
Add to Quick Launch

d  Scan with Malwarebytes' Anti-Malware

Send Te 3
Cut

Copy

Create Shortcut
Delete

Rename

Properties

8. After restarting QuickBooks (as directed in #7 above), go to the “Customer” pull down menu and confirm
that the “Fi-Soft Merchant Edition SP”” menu has been installed. If the Fi-Soft menu is does not show, re-boot
your computer and restart QuickBooks (Windows Vista, Windows 7, and Windows Server 2008 will need to
open QuickBooks in “Run as administrator mode™).
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For Windows Vista, Windows 7, and Windows Server 2008: Once you see the “Fi-Soft Merchant Edition
SP” in QuickBooks, you MUST close QuickBooks and re-open normally by double clicking on the QuickBooks
desktop icon.




9. Choose the “Customer” pull down menu > Fi-Soft Merchant Edition SP > Payment Gateway Settings.
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You will then see another QuickBooks permission window. Choose the bottom option “Yes, always allow
access even if QuickBooks is not running.”. Click the “Continue” button. If you are re-installing Fi-Soft
Merchant Edition SP after it was previously connected to QuickBooks, you may not see these screens.
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Select “Yes”
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You may have to wait several seconds while our software connects to the internet and displays the below
screen. If you are re-installing Fi-Soft Merchant Edition SP after it was previously connected to QuickBooks,
the Settings screen may already have the gateway settings entered. If so, you may skip to step 14.
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10. Go to the “Customer” pull down menu > Fi-Soft Merchant Edition > Payment Gateway Login. This will
open a browser window and take you to your payment gateway. Choose the “Merchant Login with the
credentials provided by your merchant account provider. Once logged into your gateway you will see a screen
header similar to the one below (actual screens will vary). Select the “Settings” tab.

Merchantf Console v=Terminal
Member Control Panel

Sale Form Customers Batches Reports Search  Settings Fraud Center

Fill out the form and select “Save”.



User: fisoftdev
Home = vwTerminal =~ Sale Form  Customers  Batches Reports Search  Settings Fraud Center
General Users Source Keys Receipts Custom Fields Change Password

Settings Fi-Soft Demo Account

System Settings

Merchant Email info@lawfirm.com
Report Rows/Page 1
Use Compact Mode &

Batch Settings

Auto Close Batches Every: Specific Time ~ at9 :55 PM - psT

Send Batch Reports To: \mfu@\awﬁrm com
Send Batch Errors To: [info@lawfirm.com
Expire Auths After: 10Days =

Receipt Settings

Email From: [info@lawfim.com
Reply To: info@lawfirm.com
Subject Prefix: usapay transaction

Customer Database and Recurring Billing

Times toRetry: 3 .
Run Billing At: Tpm  ~ psT
Interface Version: Simple  ~

[ save ]
11. Select the “Source Keys” menu option in the gateway. After selecting, click on the “Add Source” button to
create a source key. The name of the source key should be “Fi-Soft”. It MUST have a four digit NUMERIC
pin number. Once you have entered the information, click the “Save” button.
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User: fisoftdev
Home  vTerminal Sale Form Customers  Batches Reports  Search  Settings Fraud Center
General Users Source Keys Receipts Custom Fields Change Password

Source Editor

Name: Fi-Soft [ pisabled

- P [ Test mode
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Key: -Click Apply To Generate Key-

|Allowed Commands

[7]sale ¥ credit [@lvoid
[] Auth Only Post Auth Capture
Check sale Check Credit Payment Form

[Email Merchant Receipt To

[ sove L Apply
Once you have saved the new source key, you will be taken back to the main source key page. Click on the
“Edit” button for the new source key you created. Carefully copy the source key. It is critical that you do not
copy any extra spaces (before or after) the source key. You will need to make note of the four digit pin number.

Home  vTerminal Sale Form Customers Batches  Reports = Search  Settings Fraud Center
General Users Source Keys Receipts Custom Fields Change Password

Source Editor  Fi-Soft
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Pin: 1234 (optional)

Key: Jni106yRQKECraxbnmy2HNy4ndegCsuU41]|

|Allowed Commands

[V sale [ credit [l void
Auth Only Post Auth Capture
Check Sale Check Credit Payment Form

Email Merchant Receipt To




12. Go back to the “Fi-Soft Settings” window on your desktop. Carefully paste the source key (checking that
no extra spaces/characters are present) into the “E-Com” field. Type in the four digit numic pin number into the
“Pin No.” field. In the “Key Name” field add a name for this account (typically the company name). If you
have more than one merchant account, you can add source keys from additional gateway accounts and give
them unique names.
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Click the “Add” button and the entry should now show up in the middle of the form.
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Now click the “Save” button. Within a few seconds you should see the following screen. Click on the “OK”
button and then select the “Close” button and exit the form.
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14. You must now close QuickBooks and restart. You man now log into QuickBooks using your normal login
name and password. After restarting QuickBooks go to Customer pull down menu > Fi-Soft > Fi-Soft
Merchant Edition Portal. This will open a web browser to our website portal. Login using the Merchant Login
ID and Merchant Password included on the email with your license information.

Dear Law Firm:

This is your Fi-Soft Merchant Edition License details:

License Name: Law Firm
No of License: 1
7 Mobile User License: 0
Activation Code: DzC3VnatTn9706/wyfCw
Merchant Login ID: Law Fi

Merchant Password: 2Mx=

Thanks
Admin
Fi-Soft Merchant Edition



Fi-Soft Merchant Edition

OMMERCE. ANYWHERE.™

pesuord

© Remember userid

@ Remember userid & password

[Login | [Reset]

15. Once logged into the portal, select the “Manage Users” tab on the left. Then select the “Add User” icon at
top. Fill out the name and email address for each user that will be processing charges through our software.
They will be automatically emailed their own login name and pin. You must have users added into the portal
before processing charges.

www fi-soft.com

Fi-SOFT

COMMERCE. ANYWHERE.™

Fi-Soft Merchant Edition

Home [Luser anagement |

Company Details User Details
Online Charging « «y »

Manage Users

Manage PayGuard @

Reports *User Name \John—l
Change Password wobilenumbere[( ) =]
e *E-Mail [d  |info@lawfirm.com

Your installation is now complete. Please review the remainder of the user manual for details on how to
process transactions with our software.



Payment Gateway Login

The Payment Gateway Login menu item will connect you to the payment gateway being used with your Fi-Soft
Merchant Edition SP software. When you select this menu item, your web browser will automatically start and
connect to the web page of your payment gateway provider. You will need to login using your payment
gateway credentials provided by your payment gateway provider.

To access the payment gateway login menu, go to the “Customer” pull down menu in QuickBooks > Fi-Soft
Merchant Edition SP > Payment Gateway login

P File Edit View Lists Favorites Accountant Company | Customers| Vendors Employess Banking Reports Online Solutions Window Help _|=] %
] & =l 7] Customer Center Ctrl+) E3 3] Q ® =] ¥ fisi) > >
Home Search | Company Snapshot Customer Center Vendor Report Center Statement Writer Client Review | App Center Add Payroll Cards 8 eChecks Services | Live Community Help |
reate Estimates
w Company H Getting Started |
| o g muees - .
= ~
> Purchase Receive Manage = @ B Account alances
@ Orders Inventory  Createlnvoices Ctelel Sales Chart of Inventory Neme_+ Balance
- | Tax Accounts Actvities [ccoun's Pavable STREENE]
Create Batch Invoices Accounts Recelvable 16,425.44
Barter 0.00
Bl s = % Checking Account 4,464.99
4 Ttems & visa 33.95
Enter Bils e Pay Bils Services
Create Statements... El Do More with QuickBooks
Assess Finance Charges
@ Pay your emplovees
m
H Receive Payment:
g SEIEGES ) Add Merchant Services
5 Creste Credit Memos/Refunds 1=
E 5‘2‘95 § o Order Checks & Suppiies
a Orders Add Credit Card Processing Banking
- Add Electronic Check Processing @ Cnline Accountant Resources
Link Payment Service ta Company File
gl & & 2
Enter Time , : Bl Backup Status
Estimates Create Record Reconde
Invoices Add Marketing and Customer Tools 3 Deposits Your data may orly be partially
protected!
Leam about Point of Sale Last Backup 10/15/10 07:33:24
N Backupnow
E‘ Ttem List %‘Ga ‘% Activate Intuit Data Protect
T Change ltem Prices s e ek
hecks egister i
Fi-Soft Merchant Edition 5P » Batch Sale - < Blrtesl s
2 Reconcile Payments T, View Reminders
§
8 Refund/Void =
£ ‘ T &
s 7 @‘v\ % A Download Payments
& o = Print Enter Credit
Learn about Enter Pay Pay E-Mail Invoice Checks Card Charges
E Payroll Options Time Employees Liabilties e S e
Payment Gateway Settings
User Configuration
Fi-Soft Merchant Edition Portal
Upgrade
About Merchant Edition

Depending upon your computer and internet speed, you may need to wait several seconds for your browser to
start and connect to your payment gateway account provider’s website.



Payment Gateway Settings

The Payment Gateway Settings menu item is designed to connect Fi-Soft Merchant Edition SP software to
compatible payment gateways. Using this screen, you can enable Fi-Soft Merchant Edition SP to use multiple
payment gateway accounts if required.

To access the payment gateway settings screen, go to the “Customer” pull down menu > Fi-Soft Merchant
Edition SP > Payment Gateway Settings.
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Wait a few seconds and you should see the following screen:
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This screen shows the active payment gateway account that is being used. To add additional payment gateway
accounts, please refer to the “Registration and Setup” section, step nine for detailed instructions.



User Configuration

The User Configuration menu item allows you to log into the Fi-Soft Merchant Edition SP software using your
user name. Your login along with your individual PIN number, enable security reports detailing specific
charges per user. This menu item also validates the connection with your QuickBooks software. You should
access this menu item after starting up your QuickBooks file. Once logged in, you will not need to log in again
unless you shut down or restart QuickBooks.

To access the User Configuration menu item, go to the “Customer” pull down menu in QuickBooks > Fi-Soft
Merchant Edition SP > User Configuration
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Once the below screen displays, select your login from the pull down menu. Save your selection and close.
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Fi-Soft Merchant Edition Portal

The Fi-Soft Merchant Edition Portal is a web based application designed to help you manage your Fi-Soft
Merchant Edition SP software and licenses. You may access the portal by going to the QuickBooks
“Customer” pull down menu > Fi-Soft Merchant Edition SP > Fi-Soft Merchant Edition Portal. Once you
select this menu item, your web browser will launch and take you to the login page. You may also access the
portal by going to: https:/fi-soft.info/Fi-SoftMerchantEdition/Login.aspx Once at the portal, you will need to
login using the credentials provided to you by email.
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There are two types of login for the portal, “Company Administrator”, and” User”. The “Company
Administrator” sets up and manages the software for the company and individual users. A “User” can only
manage details of their own individual account.


https://fi-soft.info/Fi-SoftMerchantEdition/Login.aspx

Once logged into the portal, you will see a screen similar to that shown below with menu items on the left. To
access and expand these menu items, click on them.

@HTS("FT Fi-Soft Merchant Edition
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Fi-Soft Merchant Edition

Online Charging
Manage Users
Manage PayGuard ®
Reports

Change Password

Help
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To add company contact information or upload a logo, select the “Company Details” menu item. If you have
subscribed to the optional “Online Charging” you may access it by clicking on the menu item here.

Our software requires that each person processing charges be setup as a “User”. To add, delete or suspend
users, click on the “Manage Users” tab. Here you will be able to put in their name and email address to set
them up.

You may also manage your customers PayGuard accounts from the portal. Simply select them menu item and
choose the specific customer from the pull down menu shown. You will then be able to select any PayGuard

accounts that you want to delete for that specific user.

Security reports are also available from the portal menu system. This report details transactions processed by a
particular “User” for a specified period of time. These reports may be printed or exported.

To change your password, select the menu item and enter the new information. You will be emailed a copy of
your new login information.

The help menu item provides access to additional program and training information.



Updates

This menu item will check for additional product updates. To access this item, go to the QuickBooks

“Customer” pull down menu > Fi-Soft Merchant Edition SP > Update. The software will then check for any
available updates.



About Merchant Edition

This menu item provides information about the version of Fi-Soft Merchant Edition SP software that you are
using. To access this information, go to the QuickBooks “Customer” pull down menu > Fi-Soft Merchant

Edition SP > About Fi-Soft Merchant Edition SP. You will then see a screen similar to:
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PayGuard

Our PayGuard technology is designed to assist you in more securely managing your client payment account
data. The basic premise of the technology is to store and use “PayGuard Codes” instead of actual payment data.
By eliminating the need for your company to store sensitive payment data, you can simplify your payment
processing compliance requirements, and increase the security of your organization and client data.

PayGuard codes are established automatically for you. Simply enter payment data one time on our payment
form. Once the data is entered and the charge is successfully processed, our software automatically generates
and stores a PayGuard code instead of your client’s sensitive payment data.

PayGuard codes are “non-sensitive”, meaning that they can be openly displayed. Within our software, these
codes serve a similar function to that of actual payment account data such as a credit card or e-check. However,
each PayGuard code is unique to a particular customer within QuickBooks. You may store up to 10 different
PayGuard codes per customer. PayGuard works for both credit card and e-check transactions (requires and
active merchant account and/or e-check account).

While PayGuard codes will vary in appearance, a typical code would appear similar to “Oc311 223011471U
A456”. The codes have helpful information included within the last four characters. For example, with the
above code, the last four characters “A456” indicate that the payment account is an American Express card
ending in 456. Other codes are:

A = American Express

D = Discover

E = Electronic Check (E-Check)
M = Master Card

O = Other credit card

V = Visa

If a customer has an existing PayGuard code available, the last code used will be displayed on the form. In
addition, additional PayGuard codes (if available for that particular customer) are available by clicking on the
brown PayGuard icon (when receiving a payment), or the “multiple PayGuard” hyper link (when using the
batch sale process).
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PayGuard also employs a color coding system to indicate if the account linked to the PayGuard code is expired
or not. PayGuard codes will be displayed with one of these background colors:

Green: Account is not expired

Yellow: Account is not currently expired but will be within 60 days. You should contact your client for
updated payment account information.

Red: Account is expired. You will get a decline if you try and process a transaction with this account.

You may manage the PayGuard accounts for your customers from within the Fi-Soft Merchant Edition Portal.



Receiving a Payment

In the receive payments section of QuickBooks, select the customer and payment method being used. You do
not enter payment account data on the QuickBooks receive payment form. You MUST make sure that the
“Process payment when saving” box is UNCHECKED. If you leave it checked, QuickBooks will attempt to
process the transaction using their processor rather than the one you chosen.
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Once you have selected the appropriate information, click on either the “Save and Close” or “Save and New”
button in QuickBooks. You will then see the Fi-Soft payment form display.
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If the customer has previously used PayGuard, the last PayGuard code used will be displayed at the top of the
form. To see if the customer has additional PayGuard codes available to choose from, simply click on the
brown PayGuard icon at the top of the form. If additional PayGuard codes are available, they will display and
you can select from them.

If you want to process with PayGuard, simply check the “Process with PayGuard” box. The remaining fields on
the form will automatically grey out (except for the Description and Sales Tax Field). You may then click on
the “Charge” button at the bottom.

If you want to process the transaction by manually entering payment data, simply fill in the fields with the Red
*. All other fields are optional. The sales tax field should always be left as 0.00 unless a corporate purchasing
card is being used. If a corporate purchasing card is being used, you can manually enter the sales tax amount
into the Sales Tax field.

If you would like to email a summary receipt that shows name, date, amount, and description (if entered) you
must click the “Send E-mail receipt” box before the charge is processed. You must also ensure that an email
address is in the “E-mail Address” field on the payment form.

To process a swiped transaction, you must have a compatible card reader connected. Place your mouse over the
“Card Number” field and click so that your curser is shown in the field. You may then swipe the card in the
card reader and the information will populate in the applicable fields.

Once you have filled out the payment form, click on the “Charge” button. You will then be prompted to enter
your PIN (if you have not logged in you will also be asked to select your username) to complete the transaction.
If the transaction is approved, it will display in green text at the bottom of the form and your QuickBooks
records will be updated. If the charge is not approved, the results will display in red at the bottom of the form.
You will then be able to update the information on the form and try to process it again. If the payment still does
not process, you will see a “Delete” button appear at the bottom of the payment form. Click on this button and
the software will delete the payment for this transaction that was recorded in the receive payment screen in
QuickBooks.



Processing a Payment for a Sales Receipt

Prepare a sales receipt as normal within QuickBooks but do not save it. You must first mark the sales receipt as
“Pending” before you save it. This can be done by right clicking on the top portion of the sales receipt and
selecting the “Mark Sales Receipt as Pending” option.
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You may then select either “Save &Close” or “Save & New”. The Fi-Soft payment from will then display. Fill
out the form as detailed in the “Receive a Payment” section of this manual.



Batch Sale

The batch sale process allows you to process recurring charges (when used with the QuickBooks memorized
transaction feature). You can also process open invoices for some or all of your customers.

To use this feature for recurring billing, you should setup memorized transactions within QuickBooks and
memorize the transactions using an invoice template that has the Fi-Soft “Batch Sale” field added to it. The
“Batch Sale” field should have “yes” typed in it. Our software uses this feature to “flag” invoices and display
them for you.

To access the batch sale process go to the Customer pull down menu in QuickBooks > Fi-Soft Merchant Edition
SP > Batch Sale. The batch sale screen will then launch. If you are processing recurring transactions, begin by
checking the “All Recurring Invoice” box, search by either “Transaction Date” or by “Use Ref (invoice)
Number” and click on the “Search” button. The matching invoices will then display.
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For those transactions with a PayGuard code, you may choose the “Process with PayGuard” option. A hyper
link will then display that you can access additional PayGuard codes from for a particular transaction.
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You can also update invoices from this screen by clicking in the “Invoice Number” hyper link. This will open
the invoice in QuickBooks where you can edit and save it. After saving the revised invoice, click on the
“Refresh” button on our payment form and the invoices will be updated.

For customers with multiple invoices, you can also select the “Group Charge Option”. This will find all
selected invoices from the list displayed, total them, and make a single charge to the specified payment account.
However, all selected invoices for that customer will then be updated as “paid” in QuickBooks.

If you would like to select from all open invoices in QuickBooks, leave the “All Recurring Invoice” option
unchecked. This will search all open invoices (even those that are not paying with a credit card or e-check) and
display them in our payment form.

Once you have selected the transactions you want to process, click on the “Charge” button. The program will
then begin charging the selected transactions.

Transactions that are approved are displayed in green. Transactions that are declined are displayed in red. For
declined transactions, you may try and process them again using a different payment account.

Once you are done processing transactions, you may print a report of approved and declined transactions for
your records. Simply select the appropriate box in the “Print Option” area of the batch sale form.



Download Payments

If you subscribe to our optional email or on-line payments service, you will be able to download payments into
QuickBooks and update your invoices. To access this feature, go to the “Customer” pull down menu in
QuickBooks > Fi-Soft Merchant Edition SP > Download Payments.
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You will then see the download payment form. Select the “Download Payments” button and the payments will
be matched to the correct invoices in QuickBooks. Once this is done, place a checkmark next to the matched
payments and click on the “Post Payments to QuickBooks” button. The payments will be recorded and your
invoices updated.
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Refunds
Refunds are for transactions that have already been batched our and settled by your payment processor.

1. Prepare a credit memo in QuickBooks. When saving the credit memo, QuickBooks will ask how you would
like to record the credit memo. You MUST choose the top option “Retain as an available credit”.
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2. After saving the credit memo in QuickBooks, you must process it through our software. Go to the
“Customer” pull down menu > Fi-Soft Merchant Edition SP > Refund/Void
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3. When the Fi-Soft refund form displays, begin by clicking on the two person icon next to the “Customer &
Job” field. This will bring up a search box. You can type in part of the customer’s name or you can place a

check in the “All” box to load the entire QuickBooks customer list.
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4. Once you have selected the correct customer from the “Customer & Job” field you can search for available
credit memos by either date or number. The most common method is to search for an available credit memo by
the date it was prepared as shown below (click the “Search” button after selecting a date or number range).
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5. Select the correct credit memo by checking the box next to it. Now choose what payment account to process
the refund with. You can use an existing PayGuard code (click on the brown PayGuard icon), or click on the
blue “CC Transaction Data” hyperlink to open a manual payment window where you can key in credit card
payment data.
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6. Click the “Refund” button to process the refund. You will need to enter your user PIN. Once processed, the

credit memo will be updated in your QuickBooks file.
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Voids

Voids are for transactions that have not yet been batched out and settled by your payment processor.

1. Go to the “Customer” pull down menu in QuickBooks > Fi-Soft Merchant Edition SP > Refund/Void. Once

the Fi-Soft form loads, select the “Void” tab on the left of the screen, and click on the search button.
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2. Click on the “Search” button and the software will load the transactions that are available for you to void.

P File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports Online Solutions Window Help [=1=]x=]
B & @ B 2 v fi @ ~
Home Search | Company Snapshot Customer Center Vendor Center Employee Center | Online Banking | Doc Center Report Center Statement Writer Client Review | App Center Add Payroll Cards & eChecks Services | Live Community Help |
A Company [ Getting Started
£ H N e —_—
E (=)
© Refund =) 4G e
2 Purchase Reg 9
@ Orders nve y
s E] Do More with QuickBooks
Pay your employees
A Refund @ Pay your employees
Commares, Anywhers.
Credit Card Processing
S Search Crit User N Scot21110151143 Key Name  Lone Star T
iteria jser Name o me  Lone Star
= RS e Order Checks & Supplies
2 < S @ Recommended Services
@
| @ 8 :
2
% Sales Crede Card Bl Backup Status
o Orders . To
5 0 3/ 9720
@ CC Transaction Data <= 3/ 972011 B, Your data may orly be partialy
protected!
Status - Searching process completed Last Backup 10/15/1007:33:24
@% 7 Activate Intuit Data Protect
Estimates Create -m e
i Reminders & Alerts
(] select all
@_ Transaction No Card Holder Transaction Date Amount  Transaction Type Status
statementll| | | E 222453151 Danny Boy Mar 09,2011 538  ReceiePayment
Charges [[] 222453275 Danny Boy Mar 09,2011 536  ReceiePayment .
"
i
H
g
3 & &8
£ it
Learn about Enter ges
[ Payroll Optians Time
< n ]
Live QuickBooks® Training ~ inteqrated Payroll Solutions




3. Place a checkmark by the transaction you want to void and click on the “Void” button at bottom. You will
be prompted to enter your PIN number. The transaction will then be voided and your QuickBooks records
updated. Wait for the green highlighted transaction to be removed and then close the form.
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Reconcile Payments

To access the Reconcile Payments option, go to the “Customer” pull down menu in QuickBooks > Fi-Soft
Merchant Edition SP > Reconcile Payments.
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You will then see a warning message asking you to confirm that QuickBooks is in single user mode. The
reconcile feature can only be used when QuickBooks is in single user mode.
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When the reconcile payments form displays, put in the date range for the payments that you want to search for.
We recommend you allow two business days for payments to clear before searching for them. Once you have
selected the date range, click on the “Search” button. The program will begin downloading and matching your
transactions between QuickBooks and your payment gateway. This process will take several minutes to
complete. The matched transactions will display.
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Select the transactions you want to make a deposit with and click on the “Deposit” button. You will then see a

deposit screen that requires you to select an account in QuickBooks to make a deposit to.
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| Deposit Close

Click on the “Deposit” Button and the deposit will be recorded in QuickBooks.




