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USAEPAY RETAIL EPAY CHARGE

Whether you are a Windows, Mac OS or Linux/Unix user, USA ePay's ePay Charge Retail Software
is your number one solution for processing retail sales using your existing computer. By simply attaching
a USB or Serial Mag-Reader to the computer and then loading the ePay Charge software, the merchant
can swipe cards at their computer, and through their existing internet connection, authorize retail
[swiped] transactions in real-time.

One thing to keep in mind when dealing with security is the fact that no credit card information is
ever stored in the ePay Charge Retail Software. The reports in the software only save reference numbers
to the transactions and never store full card numbers, expiration dates, etc. All credit card information is
stored securely on the USA ePay gateway; which is PCI Data Security Compliant.

Even though the software will work on any operating system, there is the requirement that the
Java Runtime Environment (JRE) be installed on the machine. You can download the JRE for your

machine for free off the Java Website.
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SOFTWARE REQUIREMENTS

* USAePay Retail ePay Charge software

* PC or MAC compatible computer

* Microsoft Windows, MAC, Linux or Unix operationg systems.
* USB or Serial Magnetic Reader

* Java version 1.42 or higher

* Keyboard and Mouse

*

High Speed Internet Connection (Dial-Up NOT recommended)
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SECTION 1
Connecting USB Magnetic Reader

Step 1.
Locate the USB port on your computer (fig. 1a).
NOTE: A USB port may be located on the front and/or the back of

the computer.

Figure 1a

Step 2.
Plug the end of the USB Magnetic Card Reader (fig. 1b) in to the USB port on your computer (fig. 1c)

Figure 1b Figure 1c
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SECTION 2

Downloading USAePay Charge Retail Software

There are two methods of receiving USAePay ePay Charge Retail Software. One is to download it and two
is to receive it via e-mail. If you have received the software via e-mail, then skip to “SECTION 2a”.

To download the software, follow the steps below:

Step 1.

Open a web browser and go to www.usaepay.com/epaycharge/Setup.exe

NOTE: Make sure you enter “Setup.exe” with a upper case S.

B
Do you want to run or save this file?
Step 2 i
" From:  www,usaepay.com
A “File Download” window will be displayed (fig. 2a). Click the Bn [ s [t ]
“Save” Save button to continue.

7 ‘wihile fileg from the Internet can be ugeful, this file tpe can
! patentially harm pour computer. |f you do not brust the zource, do not
Tun or save this software. Wwhat's the risk?

Figure 2a
avens 2]
Savein: | [ A e &=~
W}\) .My Documents
Step 3- b . I8 1 Mctvmork Places
When the “Save As” window is displayed, select the desktop and "
click the “Save” Save button to save the ePay Charge : /’
Retail Software to the desktop (fig. 2b). :‘J
(¥
‘) File riame [Setup ene = s |
Savsaslype | gplication =l Cancel
Figure 2b

NOTE: If you received USAePay ePay Charge Retail Software via e-mail, you will need to save the
attached file to your desktop.

NOTE: The ePay Charge Retail file sent via e-mail is in a zip format which may require the installation of
a file extractor. The most common file extractor is WinZip (www.winzip.com).

It is recommended that the Charge Retail Software is unzipped to the desktop.
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SECTION 3

Installing USAePay Charge

x

Welcome to ePayCharge Setup
Wizard

Step 1.

Double click on the software setup file to begin the instal-

The Setup Wizard will install ePayCharge on vour computer,
Click Mexk ta continue or Cancel o exit the Setup Wizard,

lation. An ePay Charge Setup wizard will be displayed
(fig. 3a).

Click the “Next” button

Cancel

Figure 3a

i@ ePayCharge Setup P =]
Select Installation Folder
This is the Folder where ePavCharge will be installed. @

Ste p 2 Toinstall in this Folder, click "Mext", To install to a different Folder, enter it below or click
" "Browse",

Click the “Next” button to continue with the

Folder:

|C:'I,Program FilesiUSAePayiePayCharge) Browse. ..

software installation (fig. 3b).

< Back

Cancel

Figure 3b

x

Ready to Install
Ste p 3 " The Setup Wizard is ready to begin the Typical installation
Click the “Install” Install ‘ button to complete the soft-

Click Install to begin the installation. IF wou want ko review or change any of your

ware | nstal Iatlon (flg . 3C) . installation settings, click Back, Click Cancel o exit the wizard,

< Back

Cancel

Figure 3c
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SECTION 3

Installing USAePay Charge Retail Software - Cont.

]'E ePayCharge Setup

Completing the ePayCharge
Step 4 Setup Wizard
Click the “Finish” button to begin configuring
the USAePay Charge Retail Software (fig. 3d).

Click the Finish button to exit the Setup Wizard,

I¥ Laurch ePayCharge

Figure 3d
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SECTION 4

Activating USAePay Charge Retail Software

When starting ePay Charge retail software for the first time, you will need to activate the software and

create a master user. Follow the steps below to complete this procedure.

|
\

Welcome to USA ePay Charge

Step 1.
To begin the activation, click the “Add New Install Key”

Before wou will be able to process credit card transactions

uwe will need to configure your connection to the USA ePay Gateway.
1M moaeg
_—

Flease make sure you are connected to the Internet and you have your

| Add Mew Install Key | button (fig. 4a).

Install Key before continuing. If you do not have an Install Key,

pleaze contact customerservice. Click'Continue' to get started.

I Add Mew Install Key ‘

Figure 4a

x|

Step 2.
INSTALL KEY': Enter the 16 digit alpha-numeric activation

Py
\

SR
(

I@@ Install Infermation

Install Key:

It you do not have an install key, please contact customer sewice.
Location Name: |

“fou may choose any description you like. Itwill be used to
reference transactions coming from this softmare, If you have
multiple locations this can be used to mun reports by location
Choose a Pin:

*rou must choose a pin. The pin is used to ensure that unauthorized
users are not able to processes transactions.

key (fig. 4b).

NOTE: The activation key should have been provided to you

by your MSP (Merchant Service Provider). Once a key has

. . Username:
been activated, it cannot be re-entered. Fessrvord Opicemll|
Password Reminder: |Place of birth hd
Answer: ’7
LOCATION NAME?: Enter a name that will be used as a | |
Previous Continue
reference within the Merchant Console (fig. 4b). Figure 4b

NOTE: If installing Retail Charge software on multiple computers, use a unique location name for each
copy of the software (eg: Storel, Store2, PC1, PC2). By entering a unique name, it will be easier to run

specific reports and assign fraud modules to each software.

1 - Mandatory, 2 - Recommended, 3 - Optional

Retail ePay User Guide 10



SECTION 4

Activating USAePay Charge Retail Software - Cont.

x
Step 2 cont. =
CHOOSE A PIN™': By entering a unique pin, you are insuring Install Information
Install Key:
that unauthorized personnel will not be able to process any E;;;j;;:;:;_""‘”s“’l”““ please sonlast euslomer servos.
R ) “fou may choose any description you like. Itwill be used to
transactions (f|g 4C) reference transactions coming fiom this software. If you have
multiple logations this ¢an be used to n reports by location
R L. Choose a Pin:
NOTE: The pln Should be not |eSS than 4 dlglts_ “fou must choose a pin. The pin is used to ensure that unauthorized
users are not able to processes transactions.
Username:
Password (Optional):
1 . . . Password Reminder: m
USERNAME ~: Enter a username that will be associated with i T
the PIN. Also useful when generating reports by user (fig. 4c).
Previous | Continue
Figure 4c
PASSWORD (Optional) 23 A password can be assigned for each user (fig. 4c).
|F'Ian:e af hirkh j

PASSWORD REMINDER 3: Drop down the menu and select a reminder question

(fig. 4c, fig. 4d). Maothet's maiden name
First pet's name

Figure 4d
ANSWER ?3: Enter the answer to “Password Reminder” (fig. 4c).

Step 3
When all the activation information has been completed, click the “Continue” button.

1 - Mandatory, 2 - Recommended, 3 - Optional
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SECTION 5
Setting Company Information

% Setting Company Information ﬂ

After the software activation is complete, a “Setting
Setting Company Information

Company |nf0|’mat|0n" WlndOW W|" be d|Sp|ayed (flg Setyour company infarmation here and check the box next to each field

i i A to print that field on the receipt.
5a). Enter all the appropriate contact information _

[~ | Company Name: |
which you will have the option of printing on the [ | Address 1: |
Address 2: |
merchant and customer receipt. Click the check box T |
next to the description of the fields you wish to States ]
Zip Code: |
have printed on the receipt. | phone: |
[ |Fax: |
[~ |Email: |
To add a company logo to the receipt, simply click on [~ | website: [
o =
the “Choose” Choose button and select the —
Cancel
image file which will be printed on both the merchant
and customer receipt. Figure 5a

NOTE: The logo image must be either a JPG or JPEG format. Any other format will be disregarded and

not printed on the receipt(s).

After all the company information has been entered, click the “Save” Save button.
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SECTION 6

Starting USAePay Charge Retail Software

Step 1.

Click on the “ePay Charge” icon from your desktop to start the software.

Step 2.

Click on the drop down menu and
select the proper username (fig. 6b).
NOTE: To add additional users, refer

to section 2

¥
Chargn sm aither tade
The Favn kogo and Jave

Poweard by Wi, il

Step 3.

Enter a password into the “Password” text
box (fig. 6¢).

NOTE: If a password was not created ini-

tially, leave the Password filed blank.

Step 4.

Once step 2 and 3 are complete, click the
“Login” Lagin button
(fig. 6¢).

Retail ePay User Guide

ePay Charge Login

Select User:
Password:
Figure 6b
&
! ; e
ePay Charge Login
Select User:
Password:
I Login "
Forgot Passward ‘
Figure 6¢
13




SECTION 7

Settings - Receipt Template

The “Receipt Template” in the “Settings” menu
(fig. 7a) allows the merchant to specify the cus-
tomer and merchant layout of the printed receipt
(fig. 7b, 7c, 7d).

NOTE: The USAePay Charge Retail Software must be restarted

for the receipt settings to take place if processing a transaction

File Edit Transactions | Settings JHelp

Receipt Printers 2 Half Page - Horizontally Divided

Look. and Feel L
Clear all Keys/Users

Delete Users. .,

v Full Page

Comparry Info... Half Page - Wertically Divided

just after program installation. Receipt information will not be available if program is not restarted after

the initial installation.

To select the receipt template, click the “Settings” tab and drag the mouse icon over the “Receipt

Template” menu. A sub menu will appear which will allow you to select the desired receipt template.

Once selected, a check mark will appear next to the selected template.

Full Page Half Page - Horizontally Divided

ﬁ?’_.:-p’hv

USAePay

008

Figure 7b

=01 %]

Figure 7c.
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Half Page - Vertically Divided

=01 %]

6 pay ﬁ pay

USAePay USAePay

Figure 7d.
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SECTION 8

The “Receipt Printers” in the “Settings” menu (fig. 8a) allows the Heb

merchant to select which printer to use as a default receipt printer. Recept Template |

Receipt Printers 1) v Default Svstem Prinker
NOTE: Refer to section 5 “Setting Company Info” for receipt logo Company Infa... Serial Printer

Look and Feel ]
and header printing options. Clear &l Keys/Users Figure 8a

Delete Users. ..

Default System Printer (default) - refers to a standard windows printer. A printer

that is used for daily printing needs (HP, Epson, Lexmatr...)

Serial Printer - is a thermal printer that is specifically designed to work with the
ePay Retail Software.

NOTE: The serial printer requires special printer drivers to be installed.

To select a Serial Printer, click on Settings -> Receipt Printers -> Serial Printer. A

Serial Printer Settings window will be displayed.

SERIAL PRINTER SETTINGS £ getting Company Infori ]

USAePay recommends that Serial Port (COM1) and Baud Serial Printer Settings

Rate (9600) are left at their default setting. If you know Hpdste your sarial primiarseings and press Save

to print that field on the receipt.

that the COM1 Serial Port is not available (used) then R m

click on the Serial Port drop down menu (fig 8b) and Baud Rate: 9500
select an available port. Click the “Save” button if any Print Copies: [V Print Merchant Copy | COM1
settings have been changed. Save I_|Prink Customer Capy — J% ">
Save Cancel (COM3
CoMe
PRINT COPIES P11
Figure 8b LPTZ
This allows the merchant to select which receipt copy to print after a LPT3
LPT4

transaction has been completed. Both Merchant and Customer copy

are selected by default.

1. Optional 2 . Recommended 3 - Mandatory

Retail ePay User Guide 15



SECTION 9

Allows the merchant to select what company information and logo is

printed on the merchant and/or customer receipt.

Settings |Help

Receipt Templake — »

Receipt Prinkers ]

Comparry Info...
Look. and Feel 4 \

Clear all Keys,l'Users % Setting Company Information ﬂ

Delete Users. .,

Setting Company Information

Setyour company information here and check the box next to each field

to print that field on the receipt.

W C N : [|USaer
COMPANY INFO. s T
v Address 1: 5000 wilshire Blvd
This is the same screen (fig 9a) that was displayed Address 2: [Suite 1425
. . . . City: |Los Angeles
when running the Retail ePay for the first time. state: c
Zip Code: o006
¥ Phone: |se6-672-3729
Click and select the check box next to the 7 Fax: 223 0312231
At ; ; : il: i .
description which will allow the entered field to be Gl infousacpay com
v Website: wnn . usaepay. com
printed on the receipt. [+ Logo: |C:'I.USP.ePay'l,USnePay_Smallest.jpeg

\ | Save I Cancel

To add a company logo to the receipt, simply click on Figure 9a

the “Choose” Choose button and point to the image file

which will be printed on both the merchant and customer receipt.

B
NOTE: The logo image must be either a JPG or JPEG format. Any »ﬁ/ -
other format will be disregarded and not printed on the USAePay
receipt(s). :
After all the company information has been entered, click the Eu:-:mmm RaderomcaWombor:  asasiz
| Card Number &2 1 card Typa: viza
“Save" button. EEI"."E E""-'DZI'.'In![-JL'JJI-IO'UI'\CEJE'\E['.‘fmsI:fZI;ICC‘HICMNCI".'-CIZIIJIDLJU
| o |
Figure 9b
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SECTION 10

Settings - Look and Feel

The look and feel setting changes the visual layout of the Retail software.

Depending on the option chosen, the software will change colors and button looks.

Settings |Help

Receipt Templake — »

Receipt Prinkers ] |
Figure 10a

Comparry Info...

Window

Clear all Keys/Users Java

Delete Users, ., Ligquid \
Figure 10b

Step 1.

Click on Settings -> Look and Feel ->
then select with style you prefer (fig
10a), (fig 10b), (fig 10c).

Figure 10c

Step 2.

A restart program notification will be

displayed (fig 10d). Click the “OK”

bUttO n tO Contl nue. 12 The setting vwou have chosen requires that vou restart your application,
~

NOTE: The software must be restart-

ed for new settings to take effect. Figure 10d
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SECTION 11

Clear All Keys / Users

i Clear All Keys / Users will erase all users and activation keys entered into the retail software.

Use EXTREME CAUTION when clearing all keys / users since this will erase all users includ-

ing the master user and reset the software to its initial state. If the software has been reset,

you will then have to contact customer support for new activation key(s). The software will

not function until a valid activation key has been installed.

Step 1.

Click on Settings -> Clear All Keys / Users
(fig 11a). A “Removing All Users and
Keys” confirmation message will be dis-

played.

Step 2.
To continue with the software/user reset,

click the “Yes” button.

NOTE: Once the software has been reset,
you will not be able to log-in and process
any transactions until the software has

been reactivated.

Retail ePay User Guide

Settings fHelp

Receipt Template ]

Receipt Printers ]

Campary Infao...
Look and Feel »

Delete Users, .,

Figure 11a

Removing All Users and Keys x|

92 This operation will remove ALL USERS and install KEYs From this software
= and it will close your application. Are you sure you want to procesd?

Figure 1la
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SECTION 12

Delete Users

Delete Users allows the master account to delete unwanted users from the retail

i software.

Step 1.

Click on Settings -> Delete Users... (fig 12a)

Step 2.

Select the username to be deleted and click

the “Remove”  Remove | button. (fig 12b)

Step 3.

To proceed with a user deletion, click the “Yes”
button on the “Removing User” confirmation
window (fig 12c).

NOTE: Once a user has been deleted from the
retail software, they will no longer be able to
login in to the software.

NOTE: Once a user is deleted, they cannot be

undeleted.

Retail ePay User Guide

Settings | Help

Receipt Template
Receipk Printers
Company Infa...
Look and Feel

Clear all KeysfUsers

£ pelete Users

Remove User from ePay Charge

Select the user and press "Remove” to the user
fram ePay 1Charge software

]
]

¥

Figure 12a

X

echargeuserl
echargeuserZ
echargeuser3
echargeuserd

| Remove I Zancel

Removing echargeuserd
9

Figure 12b

x|

.."/ Are you sure you wank ko remove echargeuserd?

Figure 12c
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SECTION 13

The Sale window allows the merchant to process credit card transactions and DOES require a
: magnetic strip card reader. Section 13 covers sale swiped transaction. By swiping the credit card, :
i you are attaining the best possible transaction rate. Refer to section 1 for mag. reader setup.

For a manually keyed Sale transaction, skip to section 14

Step 1 o Settings  Help
If the Sale window is not already open, click on the E .
Mew Sals Credit A+
“New Sale” button (fig 13a) or from the menu, select : il 2acly i
Figure 13a Post Authatization Alt+P
Transactions -> Sale (fig 13b). Electronic Check  Al+E
Capture Alk+G
‘ioid Alc+y
Step 2. Figure 13b
With in the Sale window, a “Waiting for Card Swipe”
< Newsole ol x|

text will be displayed (fig 13c). At this time, swipe the

E Credit] Auth Only] F‘u:ust.ﬂ.uthl Check] Capture] '\-'oid]

credit card through the magnetic reader (fig 13d),(fig
13e).

NOTE: If “Error reading card, please re-try or man-

Waiting For Card Swipe, .

ually key data” error message is displayed, re-swipe S———

the card. Make sure the card is flat on the reader base
and swipe steadily. This message may also be displayed

if the magnetic strip on the back of the card is de-mag-

netized or is corrupt. Swipe the card from left to right. Figure 13c

f' i
y
e

Figure 13d Figure 13e
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SECTION 13

Step 3. TES
When properly swiped, the Card Holder, Card Sale ICredit] puth ol | Postauth | check | Capture | void |

Number and Expiration will be filled in.

Enter the Charge Amount and all other fields Card Holder:  |null YERIFON
Card Mumber: lm Expiration; W

as needed. Charge Amount: IW Irrvoice #: IW
Tax Amaunt: IF PO #: Ii
Description: |eF‘ay Charge transaction

Step 4 Process Sale
Click the Process Sale Process Sale button to

process the current transaction.

Figure 13f

APPROVED TRANSACTIONS: o x|

A “Transaction Approved” window will be dis-

played for all approved transactions. Processor
Transaction Approved

results will be displayed. To view or print a Auth Code: 000478

Reference #: 17452609

A3 Result:  Address: Makch & 5 Digit Zip: Match
Ci2 Result: Mot Processed

WiewPrint Receipk |

transaction receipt, click the “View/Print
Receipt = Wiew/Print Receipt button. To process a

Mew Sale
new transaction click the “New Sale” Mew Sale

button.

NOTE: For receipt templates/layout settings, Figure 13g
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:
If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 14

A keyed Sale transaction is very similar in process as the swiped transaction except that a mag.
reader is NOT required. The credit card information is manually keyed in to the Retail software.

By keying in the transaction, a higher processing rate may be incurred.

Step 1. 8

If the Sale windows is not already open, click on the R Credit altac
113 7 H . Auth OI'I"}." Ale+4
New Sale” button (fig 14a) or from the menu, select Figure 14a Post Authorization ALAP
Transactions -> Sale (fig 14b). Electranic Check  Alt+E
Capture Alt+ia
“oid AlE+y
Step 2 Figure 14b
With in the Sale window, Click on the “Manualy
Al
Key Sale" Manua"-:l.- KE}" Sale button (flg 14C) to ‘5_3‘5_] Credit | Auth Only | Postauth | Check | Capture | vaid |
enter manual mode (fig 14d). Figure l4c
(i |
Step 3.

ol

Sale | Credit | auth Only | Postauth | Check| Capture | void |

Enter customer information and click the “Process

Sale” Process Sale button to process the current

transaction. Card Holder: |
Card Mumber: Expiration:
Card Holder1’2 Charge Amaount: Invoice #:
3 Tax Arnounk: PO
Card Number -
Descripkion: |
Expiration3 Billng Strest: |

Eilling Zip: W2 CID:

3
Charge Amount
Process Sale

. 1
Invoice#

Tax Amount1

PO#" Figure 14d

Description1
Billing Street™?
Billing zip*?
1,2
Cvv2/CID

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 14

APPROVED TRANSACTIONS: ol x|

A “Transaction Approved” window will be dis-

played for all approved transactions. Processor
Transaction Approved

results will be displayed. To view or print a Auth Code: 000478
Reference #: 17452609
H : ; /3 : AYS Result:  Address: Match & 5 Digit Zip: Makch
transaction receipt, click the “View/Print w2 Fasut: Not Frovasesd
Receipt”  View/Print Receipt | button. To process iwprint Recelpt_|
Mew Sale
a new transaction click the “New Sale” Mew Sale
button.

NOTE: For receipt templates/layout settings, Figure 14e
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 15

Credit - Swiped

manually key Credit transaction, skip to section 16

Step 1.
If the Credit window is not already open, click on the
“New Credit” button (fig 15a) or from the menu, select

Transactions -> Credit (fig 15b).

Step 2.

Within the Credit window, a “Waiting for Card Swipe”
text will be displayed (fig 15¢). At this time, swipe the
credit card through the magnetic reader (fig 15d),(fig
15e).

NOTE: If “Error reading card, please re-try or man-
ually key data” error message is displayed, re-swipe
the card. Make sure the card is flat on the reader base
and swip steadily. This message may also be displayed
if the magnetic stirp on the back of the card is de-mag-

netized or is corrupt. Swipe the card from left to right.

The Credit window allows the merchant to credit a transaction and DOES require a magnetic

: stripe card reader. Section 15 covers credit swiped transaction. By swiping the credit card, you :

i are attaining the best possible transaction rate. Refer to section 1 for mag. reader setup. For a

i

(&= Sale Alc+5
. Credit
Mew Credit

Auth only Alt+A

Figure 15a Post Authorization Al+R

Electronic Check.  Alt+E

Capture Alk+G

Yoid Al

Figure 15b
4 New Credit ol x|
‘Waiting For Card Swipe. ..
Manually Key Credit

Figure 15c

f' i
y
e

Figure 15d

Retail ePay User Guide
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SECTION 15

Step 3 4. New Credit gﬂ
When properly swiped, the Card Holder, Card sale] Credit | auth only | Postauth | check | Capture | oid
Number and Expiration will be filled in.
Enter the Charge Amount and all other fields CardHolder:  |null VERIFON
ded Card Wumber:  |1012333333331331 Expiration; (1001
as needed. Charge Amount: |32.00 Invoice #: (6345
Tax Amaunk: =.07 PO #:
Description: |ePay Charge Credit
Step 4 Process Credit
Click the “Process Credit” Process Credit
button to process the current transaction.

Figure 15f

APPROVED TRANSACTIONS: £ New Credit ol x|

A “Transaction Approved” window will be dis-

played for all approved transactions. Processor
Transaction Approved

results will be displayed. To view or print a Auth Code: 17520430

Reference #: 17510407

H . i IV : AYS Resule:  nfa
transaction recelpt’ click the “View/Print CWWZ Result: Mo Cww2)CWC data available For transaction.
Receipt”  View/Print Receipt | button. To process sl Py Rzec]st
Mewy Credit

a new transaction click the “New Credit” Mew Credit
button.

NOTE: For receipt templates/layout settings, Figure 159
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:
If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 16

A keyed Credit transaction is very similar in process as the swiped transaction except that a mag.
reader is NOT required. The credit card information is manually keyed in to the Retail software.

By keying in the transaction, a higher processing rate may be incurred.

Step 1 . H Settings  Help

" Sale Alt+5
If the Credit window is not already open, click on the ' Credit
hiew Credt Auth onl Alt+n
[ 3k H . Ll My —+
New Credit” button (fig 16a) or from the menu, select Figure 16a Post Authorization Alt+P
Transactions -> Sale (fig 16b). Electranic Check  AlF+E
Capkure ale+iz
Waid Ale+y
Step 2 Figure 16b
With in the Credit window, Click on the “Manually
alx
Key Credit” = Manually key Credit | button (fig 16C) to s 5] aunony| o] check] copore | v
enter manual mode (fig 16d). Figure 16¢c

‘Waiting for Card Swipe. ..
Manually Key Credit

Step 3.

. . . « i New Credit Jim] [
Enter customer information and click the “Process

Credit” Process Credit button to process the cur-

rent transaction. Card Holder: |
Card Number: Expiration;
Card H0|der1'2 Charge Amount: Invoice #:
3 Tax Amaount: P #
Card Number B
escription: |
Expiration3 Billng Strest: |

3 Billing Zip: 2 I
Charge Amount
Process Credit

. 1
Invoice#

Tax Amount1
PO#t Figure 16d

Description1
Billing Street™?
Billing zip*?
1,2
Cvv2/CID

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 16

Credit - Keyed - Cont.

APPROVED TRANSACTIONS:

A “Transaction Approved” window will be dis-
played for all approved transactions. Processor
results will be displayed. To view or print a
transaction receipt, click the “View/Print
Receipt”

Yig/Prink Receipk button. To process

a new transaction click the “New Credit” Mew Credit
button.

NOTE: For receipt templates/layout settings,

refer to section 7, Receipt Settings.

NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

4 New Credit gﬂ

Transaction Approved
Auth Coder 17520430
Reference #: 17510407
A3 Result:  nfa
2 Result: Mo CWWZICWC daka available For transaction,

WiewPrint Receipk

M Credit

Figure 16e

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 17

The Auth Only windows allows the merchant to pre-authorize a transaction and DOES require a
magnetic strip card reader. Pre-authorizing the transaction places the transaction into the
Queued Transactions (refer to the Merchant Console User Guide) instead of the Batch Manager.
Section 17 covers Auth Only swiped transactions. Refer to section 1 for mag. reader setup. For

a manually keyed Auth Only transaction, skip to section 18.

Step 1 . .‘a Settings Help

If the Auth Only window is not already open, click on sale Alk+S

Mew .':'.thhC'I'ﬂ‘;.-' Credit A+
the “Auth Only” button (fig 17a) or from the menu, . Fulh Gty
Y (fig ) Figure 17a Post Authorization Al+R
select Transactions -> Auth Only (fig 17b). Electronic Check  Alb+E
Capture Alk+G
‘ioid Alc+y
Step 2. Figure 17b
Within the Auth Only window, a “Waiting for Card
| o | o £ Newauthonly ol x
Swipe” text will be displayed (fig 17c). At this time,
Sale Creditl Auth Only |Postp.uth] check | Capture | vaid |

swipe the credit card through the magnetic reader (fig
17d),(fig 17e).

NOTE: If “Error reading card, please re-try or man-

” . . . Waiking For Card Swipe. ..
ually key data” error message is displayed, re-swipe ST Y ——

the card. Make sure the card is flat on the reader base
and swip steadily. This message may also be displayed

if the magnetic stirp on the back of the card is de-mag-

netized or is corrupt. Swipe the card from left to right. Figure 17c

f' i
y
e

Figure 17d Figure 17e
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SECTION 17

Step 3. EIF
When properly swiped, the Card Holder, Card Sale Creditl Auth Onlky IF‘nst.ﬂ.uthl check | Capture | void |

Number and Expiration will be filled in.

Enter the Charge Amount and all other fields Card Holder:  |null YERIFON
Zard Mumber: lm Expiration: W

as needed. Zharge Amount: IW Invoice #: IF
Tax Amount: W PO #: Ii
Descripkion: |ePay Charge Auth Snly|

Step 4 - Process Auth Only |

Click the Process Auth Only  Pracess Auth Cnly

button to process the current transaction.

Figure 17f

APPROVED TRANSACTIONS: olx|
A “Transaction Approved” window will be dis-
played for all approved transactions. Processor

Transaction Approved
results will be displayed. To view or print a Auth Code:  DONG47

Reference #: 17512420
: . : IV : AYS Result:  Address: Makch & 5 Digit Zip: Match
transaction receipt, click the “View/Print w2 Fasut: Not Frovasesd
Receipt”  View/Print Receipt | button. To process vewiPrn Receip: |
T Bukh Snly
a new transaction click the “Auth Only”
Mew Auth Only button.

NOTE: For receipt templates/layout settings, Figure 179

refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:
If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 18

Auth Only - Keyed

The Auth Only window allows the merchant to pre-authorize a transaction and DOES require a

magnetic strip card reader. Pre-authorizing the transaction places the transaction into the

Queued Transactions (refer to the Merchant Console User Guide) instead of the Batch Manager.

Refer to section 1 for mag. reader setup.

Step 1.

If the Credit window is not already open, click on the

“New Auth Only” button (fig 18a) or from the menu,

select Transactions -> Auth Only (fig 18b).

Step 2.
Within the Credit window, Click on the “Manually
Key Auth Only”

Manually Key auth Only button

(fig 18c) to enter manual mode (fig 18d).

Step 3.

Enter customer information and click the “Process

Auth Only” Frocess Auth Only button to process

the current transaction.

card Holder™?
card Number>
Expiration3
Charge Amount®
Invoice#"

Tax Amount1
po#"
Description1
Billing Street™?
Billing zip*?
cvva/cipt?

1. Optional

Retail ePay User Guide

2 Settings  Help
\hj Sale

Alk+5

Mews Authionky: Credit Alt+C

jmlpd

Auth Cnly
Figure 18a Post Authorization Al-+P
Electronic Check  Alk+E
Capkure ale+iz
Woid Alk-+Y
Figure 18b
alx
Sale | Credic Auth Onby | Pastauth | Cherk | Capture | void |
Figure 18c
‘Waiting for Card Swipe. ..
Manually Key Auth Only
4 New Auth only
Card Holder: |
Card Mumber: Expiration:
Charge Amaount: Invoice #:
Tax Arnounk: PO
Description: |
Billing Strest: |
Billing Zip: 2 I

Process Auth Cinly |

Figure 18d

2 . Recommended 3 - Mandatory
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SECTION 18

Auth Only - Keyed - Cont.

APPROVED TRANSACTIONS:

A “Transaction Approved” window will be dis-
played for all approved transactions. Processor
results will be displayed. To view or print a
transaction receipt, click the “View/Print

Receipt” Yiew Print Receipk button. To process

a new transaction click the “New Auth Only”

e Buth Only button.

NOTE: For receipt templates/layout settings,
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

o

Transaction Approved

Auth Code: 000647

Reference #: 17512420
AYS Result:  Address: Makch & 5 Digit Zip: Match
W2 Result: Mot Processed

Wigw/Print Receipt |

T Bukh Snly

Figure 18g

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 19

Post Auth - Keyed

The Post Auth window allows the merchant to post a previously pre-authorized transaction

(Auth Only) and DOES NOT require a magnetic stripe card reader. Use Post Auth when

i receiving a verbal authorization number.

Step 1.

From the menu, select Transactions -> Post Only (fig 19a).

Sale Alk+5
Credit Alk-+C
Auth anly Ale+a

AlE+P

Past Autharization

Step 2 Electronic Check  Al+E
Capture Alk+G
Enter customer information and click the “Process PostAuth” woid Al
Process PostAuth | button to process the current transaction Figure 19a
(fig 19b).
alx]
12 Sals | Credit | auth Onlyl PastAuth ICheck] Capturs | void |
Card Holder™
3
Card Number Card Holder: |
Expiration3 Card Mumber: Expiration:
3 Charge Amount: Invoice #:
Charge A;‘-nount Tax Amount: ’7 PO 3 Ii
Invoice# Description: |
1 Billing Strest: |
Tax Amount
1 Billing Zip: Auth Code:
PO# Process PostAuth
Description1
Billing street™?
Figure 19b
Billing zip™? 9
1,2
Cvv2/CID
1. Optional 2 . Recommended 3 - Mandatory
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SECTION 19

APPROVED TRANSACTIONS: ol x|

A “Transaction Approved” window will be dis-

played for all approved transactions. Processor
Transaction Approved

results will be displayed. To view or print a Auth Code:
Reference #: 17640912
transaction receipt, click the “View/Print il

W2 Result: Mo CW2CYC data available For transaction,
Wieww/Prink Receipt

Mew Post Auth

Receipt” Yiew Print Receipk | button. To process

a new transaction click the “New Post Auth”

Mew Post &uth button.

NOTE: An authorization code (auth code) will .
Figure 189

not be displayed for a Post Auth transaction

NOTE: For receipt templates/layout settings,

refer to section 7, Receipt Settings.

NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 20

Electronic Check (eCheck)

The eCheck window allows the merchant to process checks directly through Retail ePay Charge

and DOES NOT require a magnetic stripe card reader. An eCheck transaction does not require a

credit card but a valid routing and account number from where the funds will be drafted from.

An eCheck account must be established to process eChecks.

Step 1.
If the eCheck window is not already open, click on the
“eCheck” button (fig 20a) or from the menu or select

Transactions -> Electronic Check (fig 20b).

Step 2.

Within the eCheck window, enter customer information

and click the “Process eCheck” Process eCheck button

to process the current eCheck transaction (fig 20b).

Name3

Routing Number3

Account Number®

SSN® OR Drivers License®

NOTE: Enter either the Social Security Number (SSN) OR the
customers Drivers License. DO NOT enter both as the trans-
action will error.

State® (Use the drop down menu to select state)
Amount3

Invoice#"

Tax Amountl

po#"

Descriptionl

Billing Streetl’2

Billing zip™?

Sale Ale+5

Credit A+
eCheck redt

Auth Only Alk-+4
Figure 20a Post Authorization Alt-+P

Electronic Check

Capkure ale+iz

Woid Alk-+Y

Figure 20b
i New eCheck ol x|

Sale | Credit | auth Only | Postnuthl Check ICapture] yoid |

Marne: |

Routing Murmnber |

Account Murnber: |

OR Drivers License:

State:

Arnounkt: Inwvoice #: ’7
PO #:

Description: | I

Billing Street: |

Eilling Zip:

Process eCheck

Figure 20c

a7 Figure 20d

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 20

APPROVED TRANSACTIONS: ol x|

A “Transaction Approved” window will be dis-

played for all approved transactions. Processor
Transaction Approved

results will be displayed. To view or print a Auth Code:  ATR43
Reference #: 17550449
transaction receipt, click the “View/Print il

W2 Result: Mo CW2CYC data available For transaction,
Wieww/Prink Receipt

MNew eCheck

Receipt  View/Print Receipt button. To process

a new transaction click the “New eCheck”

Mew eCheck | button.

NOTE: For receipt templates/layout settings,

Figure 20e
refer to section 7, Receipt Settings.

NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 21

The Capture window allows the merchant to move previously authorized transactions from

Queued Transaction to the batch manager. Capture DOES NOT require a magnetic strip card

reader. Refer to the Merchant Console User Guide for Queued Transaction information.

Step 1.
If the Capture window is not already open, click on the
“Capture” button (fig 21a) or from the menu, select

Transactions -> Capture (fig 21b).

Step 2.

Within the Capture window, enter customer information

and click the “Process Capture” Process Capture but-

ton to process the current Capture transaction (fig

21b).

Reference Number3
Authorization Code3

Amount3

NOTE: If the Reference Number (Transaction ID) is not
at hand, it can be retrieved from the Retail Charge
Reports or Transaction results within the Transaction

Details in the Merchant Console.

1. Optional 2 . Recommended

Retail ePay User Guide

Sale Ale+5
Capture Credit Alk+C
Auth Only Alk-+4
Figure 21a Post Authorization Al+P
Electronic Check  Alk+E
Capture
Woid Alk-+Y
Figure 21b
& New Capture al x|

Salel Credit] Auth Only] F‘u:ust.ﬂ.uthl Check |

Reference Number:|
Authorization Code:|

Armavint:
Process Capture

Figure 21c

3. Mandatory
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SECTION 21

Capture - Cont.

APPROVED TRANSACTIONS:

A “Transaction Approved” window will be dis-
played for all approved transactions. Processor
results will be displayed. To view or print a
transaction receipt, click the “View/Print

Receipt” Yiew Print Receipk button. To process

a new transaction click the “New Capture”

Mew Capture button.

NOTE: For receipt templates/layout settings,
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

£ New eCheck

Transaction Approved

Auth Code: AIR43
Reference #: 17550449
AVS Result:  nfa

W2 Result: Mo CW2CYC data available For transaction,
Wieww/Prink Receipt

MNew eCheck

ol x|

Figure 21d

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 22

The Void window allows the merchant to cancel a previously authorized transaction as long as
the transaction being voided is within an open batch. Void DOES NOT require a magnetic stripe

i card reader.

Step 1 . m SEttings Help

If the Void window is not already open, click on the ;m'id iiedit 2::i

“Void” button (fig 22a) or from the menu, select Figure 22a Pn;'::u:':mizatm :::2

Transactions -> Void (fig 22b). Electranic Check  Alt+E
Capture Alk+G

Step 2. Figure 22b

Within the Void window, enter customer information

and click the “Process Void” Process Yaid button to £ Mew Void al x|

process the current Capture transaction (fig 22b). Sale | Credit | Auth Only | Postauth | Check | Captur

3
Reference Number

. . 3 Reference Number:|
Authorization Code Authorizetion Cacle]

3 .
Amount Amount:
Process Woid

NOTE: If the Reference Number (Transaction ID) is not

at hand, it can be retrieved from the Retail Charge

Reports or Transaction results within the Transaction

o Figure 22c
Details in the Merchant Console.

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 22

Void - Cont.

APPROVED TRANSACTIONS:

A “Transaction Approved” window will be dis-
played for all approved transactions. Processor
results will be displayed. To view or print a
transaction receipt, click the “View/Print

Receipt” Yiew Print Receipt button. To process

a new transaction click the “New Void”
Mew Woid button.
NOTE: For receipt templates/layout settings,
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

£ New Yoid o x|

Transaction Approved

Auth Code:

Reference #:

AYS Resule:  nfa

CWWZ Result: Mo Cww2)CWC data available For transaction.

Wigw/Print Receipt

Tews Woid

Figure 22d

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.

1. Optional 2 . Recommended 3 - Mandatory

Retail ePay User Guide

39



SECTION 23

The Void through Reports is a short cut which allows the merchant to cancel a previously author-

ized transaction as long as the transaction being voided is within an open batch. Voiding a trans-
action from the reports window prevents error and fills in all the necessary information to

process a void. Void DOES NOT require a magnetic stripe card reader.

Step 1. -~

Click on the Reports Button (fig 23a) to open the “Transaction \\5
Reports

History window (fig 23b). Figure 23a

Ste p 2 4 Transaction History 5|
-
Transaction Type: [all =¥
- - Transaction HIstory
Locate the transaction to be voided ’ Txn Type Card Holder CC N, | amount | Results [ Time Ref No, User [
) sale null YERIFON socrnoexxxx 1881 $23.66 Appraved 02/22{2006 14:...|17450562 echargeuserl
select it and click the “Void” Woid sale il VERTFON womomok 881 [$23.55  Approved 02/22/2006 15:... 17452609 lechargeuser]
sale Test Card Ooonoiod5es  §52.42 Ertor - Invalid Card Mumber {3) |02/22/2006 15:...|17452745 echargeuserl
H sale Test Card seoononoooox0ils 52,42 Ertor - Invalid Card Mumber {3) |02/22/2006 15:...|17452759 echargeuserl
button (fig 23b).
sale Test Card oooooooooood019 $52,42 Approved 02/22{2006 15:... (17452761 echargeuserl
sale KCOUGEEKERZ219 $23,95 Error - Invalid Card Number {3) |02/23/2006 10:,., 17469771 echargeuserl
credit null YERIFON socouooooosx 1881 $52,.00 Approved 02/24/2006 11:,..|17510407 echargeuserl
authonly  |null WERIFON socrnonenxxxx 1881 $452.08 | Approved 02/24/2006 12:...|17512420 echargeuserl
authonly  |null WERIFON socrnonexxxx 1681 ($1.00 Appraved 02/28/2006 11:.../17630731 echargeuserl
Ste p 3 authonly  null YERIFOMN ey x 1861 $1.00 approved 02/26/2006 15:...|17640816 echargeuserl
postauth  ePay Charge PostAuth  oooooooooos00l9 |$1.00 Approved 02/28/2006 15:... /17640912 echargeuserl
H H H H H check John Doe NN $1.00 Ertor - Merchant does not cur... |03/01/2006 12:... /17690238 echargeuserl
A VOId wi ndOW wi “ be dlsplayed (flg 230) check Test RREOTRKIN $1.00 Approved 03/01/2006 12:... [17690449 echargeuser
- - - capture G ERRR 452,08 | Approved 03/01/2006 13:...|17512420 echargeuserl
Wlth a” the necessary transaCtlon Infor— woid G ERRR $1.00 Approved 03/01/2006 14:... echargeuserl
H H H H 73 HPEE
mation filled in. Click the “Process Void vid | Repre | ciee |
Process Yoid button to void the trans- Figure 23b

action.

£ New Yoid ol x|

Sale | Credit | Auth Only | Postauth | Check | Capture

Reference Number3
Authorization Code3

Amount3

Reference Number: |1?452?61
Authorization Cade: 000479

Amount: (52,42
Process Yoid

Figure 23c

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 23

Void (Quick) - Cont.

APPROVED TRANSACTIONS:

A “Transaction Approved” window will be dis-
played for all approved transactions. Processor
results will be displayed. To view or print a
transaction receipt, click the “View/Print

Receipt” Yiew Print Receipk button. To process

a new transaction click the “New Void”
Mew Woid button.
NOTE: For receipt templates/layout settings,
refer to section 7, Receipt Settings.
NOTE: To view previous transaction and for

receipt reprint, refer to section 24, Reports.

DECLINED TRANSACTIONS:

£ New Yoid o x|

Transaction Approved

Auth Code:

Reference #:

AYS Resule:  nfa

CWWZ Result: Mo Cww2)CWC data available For transaction.

Wigw/Print Receipt

Tews Woid

Figure 23d

If for any reason a transaction has been declined, a Transaction Declined message windows will be displayed

with a decline reason.
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SECTION 24

Reports allow the merchant to view and reprint past transactions processed through the Retail

ePay Charge software. Transaction reports will be available for 90 days at which time the new

transactions will be replace the old transactions. For more detail on transactions processed

through the Retail software, refer to the Merchant Console transaction details.

To view the “Transaction History”, click on the “Reports” button (fig 24a)

The Transaction History is a basic,
straight forward layout (fig 24b). By
default, transaction history displays
all the transactions processed through
the retail software.

To view specific transactions, click on
the “Transaction Type” drop down
menu box and select the type of
transaction report to view (fig 24c).
NOTE: To void a transaction through
the Transaction History, refer to sec-

tion 24

Retail ePay User Guide

auth Only
_apture
“heck
Credit
Posk &uth
Sale

'oid

Reports
Figure 24a
£ Transaction History x|
Transaction Type: |al -
Transackion HIskary
Txn Type Card Holder CC Mo, ‘ Amount | Results | Time Ref No, User ‘

sale rll YERIFON sonnenooxx 1881 $23.66 Approved 0zf22/2006 14:...|17450562 echargeuserl

sale rull WERIFON ocooonoonooc1 881 ($23.55 Approved 0zf2z)2006 15:... 17452609 echargeuser!

sale Test Card XXX xxd565  $52.42 Errar - Inwalid Card Mumber {3) |02/22[2006 15:...|17452745 echargeuserl

sale Test Card sonnensoo0ll  ($52.42 Error - Invalid Card Mumber {3) |02/22/2006 15:..,/17452759 echargeuserl

sale Test Card socoocooonoe00l9 ($52.42 Approved 02/22/2006 15:... 17452761 echargeuserl

sale sOnOnson2219  |$23.95 Errar - Invalid Card Mumber {3) |02/23[2006 10:... 17469771 echargeuserl
credit rull YERIFON oomosooonoad1 881 ($52,00 Approved 0zfz4)2006 11:...|17510407 echargeuser!
authonly  null YERIFON socmexexex1881  $452.08  |Approved 02/24/2006 12:... /17512420 echargeuserl
authonly  null YERIFON oo 1881 $1.00 Approved 0zf28/2006 11:...| 17630731 echargeuserl
authonly  null WERIFON ocooonoonooc 881 $1.00 Approved 0z)25)2006 15:... 17640816 echargeuser!
postauth  |ePay Charge PostAuth  occxcaooosoxx0019 $1.00 Aapproved 02/26/2006 15:... (17640912 echargeuserl
check. John Doe RN $1.00 Errar - Merchant does not cur,.. (03/01/2006 12:,., /17690236 echargeuserl
check. Test RN $1.00 Approved 03f01/2006 12:... (17690449 echargeuserl
capture SO $452.08  |approved 03/01/2006 13:...|17512420 echargeuserl

void RN EKRE $1.00 Approved 03/01/2006 14:... echargeuser!

Woid Reptink Close:
Figure 24b
Transaction Type: |.ﬁ.II Refresh
Figure 24c

42



SECTION 25

Logout allows the user to login and out of the software.

To Logout click on the “Logout” button (fig 25a) h 5
Logaouk

Figure 25a

The Login will be displayed (fig 25b) I |
when the user has successfully logged
out.
To log back into the retail software,
. Pay Ch Logi
click on the Select User drop down b
. Select User: 1
menu box and select a username (fig & wee m
i i . Password: |
25c¢). Click the Login button Login.
Login I
Lodin
Forgot Password |
|echargeuser1 i
echargeuserz
echargeuser3 -
echargeuserd Figure 25b

Figure 25c

SECTION 26

To Exit out of the software, click on the Exit Edit Transactions  Settings  Help
Button (fig 26a) or select Exit from the File menu _J e S

] Preferences. .,
(fig 26b). i

Figure 26a Figure 26b
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SECTION 27

Edit Transactions Settings

To access the software preferences, click on File -> Preferences (fig 27a). Wer"'
E — Chrl+0
Background Color: Changes the color of the work area (fig 27b) (fig 27¢). Figure 27a
Background Image: Allows the merchant to add an image to the work
area (fig 27b).
) ePay Charge Preferences
zi\ge;légimg& v Check for updates on startup

Background Image: | Choose

played. Three choices are available for color selec- K, | Apply | Reset | Cancel |

Click on the “Change”  thange | button (fig 27b).

A “Choose Background Color” window will be dis-

tion: “Swatches”, “HSB” and “RGB” (fig 27d). Figure 27b

Step 2.

After the proper color has been selected, click the “Apply”

or “Save” button to take new color effect (fig. 27c).

i choore Dackground Color X

grtchas | s [FGF|

§ Choose Dackground Color

avatchas [H58]| ngo | Pod

- E==lmainal Figure 27d

B
[} [ 17 =]

o T
EJJ'JUU'_I'_LIJ_IIIIIIII 1.

|
B R T T T T J_)_.

T
|
£ .
= - -, E— i;m!- . i
. . ._ T

tarcde Tt Sanpbe Teot o o
0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 5 5 0 0

[EEN] RTn
‘ Figure 27¢c ..

Previssr

n-. Sanple Text Sampls Teot
] |
LI Cancel pasat

n-. Samgle Text Sample Text
] |
LI Cancel pasat
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SECTION 27

BACKGROUND IMAGE:
Step 1. 2. =

] ePay Charge Preferences
Click on the “Chose”

button (fig 27e).
[v Check for updates on skartup

A “Open” selection window will be displayed.

(fig 276) Background Image: | I Choose I
Step 2. oK | apply | Reset | Cancel |
Select an image file and click “Open” (fig 27f) Figure 27e
NOTE: The image file must be in a JPG or JPEG file format. All
other formats will be disregarded. = | mE -
Step 3. €
Click the “OK” or “Apply” buttons for the image to take affect. o
(fig 27e) (fig 270). o
v _—
e Fiesof tost  [ah i T o |
S Figure 27f

Figure 27g

CHECK FOR UPDATES ON STARTUP:
This feature will automatically check for newer versions of the
software every time the Retail ePay Charge starts. To disable

this feature, uncheck the check [+ box.
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SECTION 28

Add New User allows the Master User to add, delete, and modify user rights as well as add addi-
tional source/activation keys. :

Select File -> Add New User... (fig. 28a). A “Welcome to USAePay Edit Transactions Settings  Help
Charge” window will be displayed. This is the same window that was dis- A0 Uaheos
Preferences...
played when starting the software for the first time. Here you will see Exit Chrl+g
two (2) options, “Add User Only” and “Add New Install Key” (fig. 28b). Figure 28a
x|

ADD USER ONLY: =

) iﬁf/
Step 1 ‘!uin ange Welcome to USA ePay Charge
Click on the “Add User Only" Add User OI‘I";.-' | Befare vou mill be able to process sredit card hansactions

button (fig 283_) we will nead to configure yvour connection to the USA &P ay G ateway.
Please make sure you are connected to the Internet and you have your

Install Key before continuing. Ifyou do not have an Install Key,

please contact customer senice. Click 'Continue' to get started

Step 2.
SELECT INSTALL KEY': Select Key for new user.

SELECT USERNAME': Enter a username that will be asso-

Add User Only | Add New Install Key I

ciated with the Key. Figure 28b

PASSWORD™"?: A password can be assigned for each user.

x|
PASSWORD REMINDER : Drop down the menu and

select a reminder question.

ANSWER %3 Enter the answer to the “Password USAePay JCharge Add User

Select Install Key: SEOC2AGGIOECGEFY —

Reminder”. Select Username:
Password {Optional): ,7
Password Reminder: Place of birth bt
Answer: ’7
Step 3

When all the new user information has been completed,

C|ICk the “COI’ltlnue" button (f'g 28C) Previous Continue

Figure 28c

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 28

Add New User - Cont.

Step 4

Check/Uncheck the box(s) that the new user will be

Assign User Permissions

v Sales
. “ - » [+ Credit
allowed/not allowed to access. Click the “Continue ];A':OI
uth Cnky
button (fig. 28d). ¥ Copture
i Void
v eCheck

Step 5

Once the setup has been completed, click the “Finish”

Erish | button (fig. 28e).

The tabs, buttons and menus will be grayed out for

Previous

[ Post Auth
¥ Reports

v Corfigure Software

1
I Conkinue I

Figure 28d

x|

users with restrictions (fig. 28f).

Setup Complete

“our account is now fully configured and ready to process

tranzactions. Click the 'Finish' button below to start.

Bix

Y37 Credt | suth Only | Pastaoth | | capture | i |

Waiting Far Card Swipe..,

Manually Key Sale

eray Charge - Logged In As (echargeuser6) y

File Edt Transactions Settings Help

& - e =
Zp ' =
Mew Sale Mew Credit Mew AuthOnly Capture [

Finish

Configure Software

&

Logowt

=10 =]

2 |

Exit
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Transactions  Settings Help

Sale £+
Credit Ale+C
Auth Only Alt+a

Post authorization Alk+P

Capture Alt+G

Figure 28f

Figure 28e
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SECTION 29

Add New User allows the Master User to add, delete, and modify user rights as well as add addi-

tional source/activation keys.

Select File -> Add New User... (fig. 29a). A “Welcome to USAePay

Charge” window will be displayed. This is the same window that was dis-

Preferences...
played when starting the software for the first time. Here you will see Exit Chrl+g
two (2) options, “Add New Install Key” and “Add New Install Key” (fig. Figure 29a
29b).
x|

&~

| =
Step 2 ! o Welcome to USA ePay Charge

INSTALL KEY*: Enter the 16 alpha-numeric activation

Before wou will be able to process credit card transactions

key (fig. 29c¢).

uwe will need to configure your connection to the USA ePay Gateway.

1M moaeg
_

Flease make sure you are connected to the Internet and you have your

NOTE: The activation key should have been provided to
Install Key before continuing. If you do not have an Install Key,

you by your MSP (Merchant Service Provider). Once a key

pleaze contact customerservice. Click'Continue' to get started.

has been activated, it cannot be re-entered.

I Add Mew Install Key ‘

Figure 29b

LOCATION NAME 2 Enter a name that references

transactions from the software (fig. 29c).

x|
NOTE: If installing Retail Charge software on multiple

R . Install Infermation
computers, use a unique location name for each copy of Install Key:
lfyou do not have an install key, please contact customer senice.
Location Name: |

“fou may choose any description you like. Itwill be used to

the software (eg: Storel, Store2, PC1, PC2). By entering

reference transactions coming from this sotbware. If you have
multiple locations this ¢an be used to wn reports by location
Choose a Pin:

“You must choose a pin. The pin is used to ensure that unauthorized
users are not able to processes transactions.

a unique name, it will be easier to run specific reports and

assign fraud modules to each software.

Username:

Password (Optional):

Password Reminder: |Place of birth -

Answer: ’7

Previous | Conkinue I

Figure 29c

1. Optional 2 . Recommended 3 - Mandatory
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SECTION 29

x
Step 2 cont. =
CHOOSE A PIN': By entering a unique pin, you are ensuring Install Infermation
Install Key:
that unauthorized personnel will not be able to process any E;;;j;;:;:;_""‘”s“’l”““ please sonlast euslomer servos.
R ) “fou may choose any description you like. Itwill be used to
transactions (f|g zgd) reference transactions coming fiom this software. If you have
multiple logations this ¢an be used to n reports by location
R L. Choose a Pin:
NQQTE The pln Should be not |eSS that 4 dlgItS “fou must choose a pin. The pin is used to ensure that unauthorized
users are not able to processes transactions.
Username:
Password (Optional):
1 . . . Password Reminder: m
USERNAME ~: Enter a username that will be associated with i T
the PIN (fig. 29d).
Previous | Continue
Figure 29d
PASSWORD (Optional) 23 A password can be assigned for each user (fig. 29d).
|F'Ian:e af hirkh j

PASSWORD REMINDER 3: Drop down the menu and select a reminder question

(fig. 29e). Maothet's maiden name
First pet's name

Figure 29e
ANSWER ?3: Enter the answer to “Password Reminder” (fig. 29d).

Step 3
When all the activation information has been completed, click the “Continue” button.

1 - Mandatory, 2 - Recommended, 3 - Optional
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