Automated Credit Card Merchant Processing

Configuring the software

The credit card merchant processing feature is designed to allow you to query and
process your CC Merchant payments and reconcile the results of processing back to your
TRAMS accounting data. Some setup is required before you can begin processing.

Step 1: Since you are receiving deposits for your merchant transactions, you are required
to create a profile in TRAMS Back Office for your processing company. This is
done prior to setting up the CC merchant processing defaults. Select
Profiles|Other and create the profile.

f—-! Create New Other Profile #659 Ticketmaster

General lEDmmunicatiuns] Pa}lmentlnfu] Gn:uups] t ark.eting

Prafile Mame |Ticketmaster

Contact Last Mame | First | M |
Contact Title | Courtesy Title | j
Salutation |

Street Address 1 |1 304 Homby Street

Street Address 2 | AptSuite

City State Zip Code Country
|"-.-"anu:u:uuver |EE j |‘-.-"EZ TwE |Eanada

Fayee Mame |

Interface 1D

[ Inactive

GLAcct#1 |

GL Acct #2 | G/L Branch ~ |G/L Rate 0.0
(] | Cancel ‘ [ Contifue entering Profiles

Step 2: Some agencies have a specific bank account that is dedicated only to cc merchant
payments. If you are setting up a new bank account for this, add the bank account
before setting up your cc merchant processing defaults. To add a bank account,
select Utilities|Setup|Bank Accounts. In the "Description” field, identify the bank
account as your CC Merchant account and click the “Add” button. If funds from
your cc merchant processing are handled through your standard operating
account, proceed to Step 3.
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£3 A dd/Modify Bank Accounts

Bank Mo 3 [ Inactive Q
Account Mo R outing Mo
M ame |WEIIS Fargo Account
Hew
Dezcription |EE Merchant Account
Curency Code Corverzion F ate 1.0000
GL Branch | |
Bank Balance | 0.00 Book Balance |
Bark Mo | Accoun... | Routing... | M ame | Description ~ Q
1 Operating Account Operating Account -
2 Savings Account Savings Account _ M
3 “ellz Fargo Account  CLC Merchant Account  JR8
A D -unle Ammk Bl A [ P Y N Y | —
< | >
Ok Cancel Dizplay Book Bz Only Disi:ula_l,l Active Bank Accountz

Step 3: Select Utilities|Setup|Global Defaults and click the "Prompt" tab. In the "Default
CC Merchant Bank Acct" field, type in the bank account number that you want
the CC Merchant payments to default to. If you are processing CC Merchant
payments against multiple bank accounts, enter the account that is used most
frequently.
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£8 Global Defaults

InterfacesM almerge Prompt ] Financial b odeling ] Peqazusz/MPC Ophions ]
General Prampt l Tax-Related ] ClientAendor Statement Remarks ]

Allow Branch Entries |Fu|| [Single Balance Sheet)

Comm Track payments in EOP |Sales.-"Eu:ust of Sales

Default Disburzements Bank Acct |'I Operating Account

Default Receiptz Bank Acct |'I Operating Account
Default CC Merchant Bank Acct |3 CC Merchant Account

Journal Entry Prompting |F|eu:u:ummendeu:|.-".-’-'-.lwa_l,ls
Default G/L Branch |1
Default Branch |I:I Travel ‘With The Starz

Lol LefLefle Lo flefledle]

[vw Allow Cazh Pumt From lnvoice [ Default Refund/ad] lnvoice Mo

[vw Allow bModifving Other Pomts [w Force Branch on Journal Entry

[ Azzign Ck #'z in Papments [v Print Full Statement Header

[ Cany Ower Fares [ Prompt when exit TRARS

[ &llowe Client Unapplieds [ AllowYendor Unapplieds

[ Auto-dzzign nvoice Humbers [vw Add Mewly Inzerted ltems To Query Screens

[ Always Track Yoided Payments [ Require Unique, Mon-Blank 1/F 1D On Mew Profiles

[ Allow Megative Client Wouchers

(] Cancel Help

Next, under the same “Prompt” tab, verify that the field Allow Client Unapplieds
is not checked. CC Merchant payments that are unapplied balances will not
process. Therefore, it is best to turn off this option.

Step 4: Select Utilities|Setup|GL Accts and click the “Others” tab. Enter the GL account
numbers for CC Merchant Receivables, CC Merchant Fees and CC Merchant
Discount.
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=2 G Accounts Setup

Travel T_I,Ipes] Bank Accounts

Client Balances !1 100 _Client Balances

Yendor Balances !2EIEIEI Wendor Balances

AR Balances !2EI'I 0 ARC Balances

Fetained Eamingz !32EIEI B etained E amingz

O perating Payable IEDED Dperating E xpense Payable

CC Merchant Receivables !1 105 Credit Card Merchant

CC Merchant Fee !51 46 CC Processing Fee

CC Merchant Discaunt !51 46 CC Processing Fee

ARC Adjustments !51 00 ARC Adustments

Ok Cancel | Print
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CC Merchant Receivables: When a CC Merchant payment is entered against a
client’s account, the client balance is closed and is offset against the CC Merchant
Receivables account, where the balance remains until the credit card is processed.
This account number should be in the asset series (1000 — 1999) of GL account
numbers.

CC Merchant Fees: Some processing companies charge a fee for each
transaction processed. For example, Ticketmaster charges U.S. agencies a fee of 5
cents per transaction. If your processing company charges a fee per transaction, in
the “CC Merchant Fees” field, type in the GL account number assigned in TRAMS
Back Office for the transaction fees. This number should be in the expense series
(6000 —9999) of GL account numbers. If your processor does not charge a per
transaction fee, enter the same GL account number in the CC Merchant Fees field
as entered in the CC Merchant Discount field.

CC Merchant Discount: This is the GL account number assigned in TRAMS
Back Office, where the credit card processing fees (i.e. the 3.0% for American



17

Express) from the credit card companies are journalized. This number should be
in the expense series (6000 — 9999) of GL account numbers.

Step 5: Select Utilities|Setup|CC Processors and setup defaults for CC Merchant
Processing.

S set Up CC Merchant Processors

Bank Acct |3 CC Merchant Account j Q
CC Processar |TicketMaster ﬂ Q
Branch |EI Travel With The Stars j

CC Merchant Profile |Ticketma$ter

Uzername |admob0 Password |adeED

TRAMS Reference |In~.ﬂ:ui|:e Humber ﬂ

Proceszing Timeout |45

Bank Mo | Processor | Brann::h| F'rn:nfile| Uzemame | Pazsword | Reference Timeaut| Delete |
TicketM aster admaok0 admoBd 0

3 FRI 1 Pap.. 10011 Fr4sh.. 0 15 Cards |

Ok | Cancel |

Bank Acct: Enter the Bank Account number (i.e. 1, 2, 3, etc.) that CC Merchant
payments are entered against.

CC Processor: Click the arrow and choose the vendor name of your credit card
processor. (i.e. PRI, Ticketmaster, etc.)

Branch: Click the arrow and choose the branch that you want to set up for
processing.

CC Merchant Profile: Select the “Other” profile that was created for the credit
card processing company.



Username: Enter the user name given to you by your credit card processing
vendor. (i.e. PRI, Ticketmaster, etc.)

Password: Enter the password given to you by your credit card processing
vendor. (i.e. PRI, Ticketmaster, etc.)

TRAMS Reference: Click the arrow and choose what reference number you
would like to appear on your client’s credit card statement. Choose “Invoice
Number” if you would like the invoice number to appear on your client’s
statement. Choose “Payment Number” if you would like the TRAMS assigned
payment number to appear on your client’s statement.

Processing Time Out: Enter the number of seconds you would like the program
to wait to receive a response from your credit card processing vendor as to
whether the record was processed or not, before the program moves on to the next
record. The TRAMS recommended setting is 45 seconds.

Click Add to add the Processor’s information and then click the Cards button on the right
to set up the credit card types that you are processing. Default settings are required for
each type of card being processed.

£3 Set Up Card Types Per Processor/Bank

Card Marne |‘»-’isa ﬂ Q
Processing Fee Rate 330 Q
Tranzaction Fee .05
CC Type | Processing Fee Rats | Transaction Fee | Delete
Amencan Express 330 0.05
Direrz Club 330 0.05
Discover 330 0.05
b astercard 330 0.05
Ok | Cancel |

Card Name: Click the arrow and choose a credit card from the list of names.

Processing Fee Rate: Enter the discount rate for the credit card chosen, as
specified by your merchant contract with the credit card processing company.

Transaction Fee: Enter the amount of the transaction fee that your processing
company charges.
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Click Add to add the card to the setup. Repeat the steps for each type of credit card that
you will process. (Visa, MasterCard, Discover, etc.)

Step 6: Click the OK button to save credit card information. Click OK again to save the
setup screen.

NOTE: If your agency has multiple branches, repeat step 5 for each branch, as the credit
card processing company will give you a username and password per branch.

Processing CC Merchant Payments

If you are set up for Multiple Balance Sheets, you should continue to use the old CC
Merchant Utility, as processing through TRAMS Back Office does not create the journal
entry correctly for Multiple Balance sheet entries.

Also, if you are processing using more than one processing vendor (i.e. both Pinnacle &
Ticketmaster), you must run a separate reconciliation for each processor.

Step 1: Select Payments| Reconciliation| CC Merchant Reconciliation and enter your
selection criteria.

£ cC Merchant Reconciliation [Dema Mode]

Included CC[121] =l
Bank Acct |2 ChackingACCUUj Branch‘ j CC Processor (N acs hd Celumis

Clearing Date  |8/3/2005 Stmt. Balance 0oo
tda= Charge Amt

[ Enter CC Merchant Receipt
Ok | Cancel ‘ | Defaut [~ Continue Entering CC Merchant Reconciliations

Include CC: Select the credit card type(s) that you are processing. (i.e. Visa,
MasterCard, etc.)
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Bank Acct: Select the bank account number the CC Merchant payments were
created under.

Branch: If processing items for a specific branch, select the appropriate branch
number. Leave the field blank to process all branches.

Note: You can process multiple branches all at once as long as you are not
expensing the CC Merchant fee by branch (i.e. payments were entered under
different management branches but are all tied together under the same GL
branch.) If the CC Merchant fee needs to be expensed by branch then you must
process each branch separately. (This will be enhanced in a future release.)

CC Processor: Select the credit card processing vendor that is processing the
cards.

Clearing Date: The Clearing Date field defaults to the current date. This date is
stamped into the CC Merchant payment record once the record is processed.
Once a CC Merchant payment has a clearing date, it will always show a cleared
status and therefore will not be selected for processing again.

Stmt Balance: Leave this field blank. It is not needed for CC Merchant
processing.

Max Charge Amt: If you want to process transactions up to and including a
certain amount, enter the amount in this field.

Example: Agency has a certain employee that is responsible for processing
service fee transactions only. Service fees for the agency are $20.00. The
employee enters $320.00 as the Max Charge Amt so that only transactions of
8320.00 or less appear in the query for processing.

After entering the appropriate selection criteria, click the Query button.

Step 2: TRAMS displays the query results for the CC Merchant transactions that will be
submitted for processing.
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CC Merchant Reconciliation [Pemo Mode]

Included CT [[0]

Bank Acct |2 EhacklngAccﬂuj Eranch‘

Clearing Date  |8/10/2005
Max Charge Amt

Iterms To Be Cleared

j CC Processor | TicketMaster j

Stmt. Balance 0.00

il

Code | Credit Card Mo

400555 E]
Wl 4005550000000019
Wl 4008550000000019
Wl 4005550000000019
Wl 4005550000000019
i 4005550000000019
Wl 4005550000000019
Wl 4008550000000019
Wl 4005550000000019
Wl 4005550000000019
i 4005550000000019
Wl 4005550000000019
Wl 4008550000000019
Wl 4005550000000019
Wl 4008550000000019
i 4005550000000019
Wl 4005550000000019
Wl 4008550000000019
Wl 4005550000000019
Wl 4008550000000019
i 40055500000000749
Wl 4005550000000019
i 4005550000000019
Wl 4005550000000019

<
Receipts Disbursements

Exp Date | Date

0z/07
02/07
0z/07
02/07
02/07
02/07
02/07
0z/07
0z/07

02/07
02/07
0z/07
02/07
0z/07
02/07
02/07
02/07
02/07
0z/07
02/07

T
7184200
24372004
7418/2003
7A18/2003
24372004
2/3/2004
24372004
5/15/2003
2/5/2003
5¢415/2003
2/3/2004
24372004
24372004
24372004
24372004
2/3/2004
24372004
24372004
24372004
24372004
2/3/2004
24372004
2/3/2004

Balance

Amnount

9.00
16.00

8.00

E.00
20.00
25.00
20.00
15.00

200
16.00
25.00
10.00
10.00
10.00
10.00
21.51
11.49
21.49
21.51
1012
21.00
10.00
21.00

Payee Remarks
ido

de Lange/Aobert

Pobre/Orlando

Pobre/Oilanda Pyt far Invi 26

Palley/D an Pymit for Inwit 27

de Lange/Fobert

Pobre/Oilando

de Lange/Fobert

Palley/Dan

de Lange/R obert

de Lange/Fobert

Palley/D an

Pobrellacelyn

Pobrellocelyn

Pobrellocelpn

Pobre/lacelyn

Pobre/Oilando

Palley/Dan

Palley/Dan

Pobre/Orlando

de Lange/Robert

de Lange/R obert

de Lange/Fobert

de Lange/F obert

Pyt far Invi 25

Variance From Statement

ok | Cancel ‘ | Default

I Enter CC Merchant Receipt
[ Continue Entering CC Merchant Reconciliations

Status | Auth Mzg | Branch

coocoocoocoocooooooooooooo o=

Processor | Rate | Tr.

Ticketm

Ticketm...
Ticketm...
Ticketm...
Ticketm...

Ticketm.

Ticketm...

Ticketm

Ticketm...
Ticketm...
Ticketm...
Ticketm...

Ticketm

Ticketm...
Ticketm...
Ticketm...
Ticketm...

Ticketm

Ticketm...
Ticketm...
Ticketm...
Ticketm...

Ticketm

0
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330
330

Calurnitg

Joogle
Irivert
Clear Al
New...
E dit
Frint
Process =

Step 3: Click the Process button. Select the option All Items if processing everything in

the query. Select the option Selected Items if processing certain transactions only. Once
a selection is chosen, the cc merchant transactions are sent to your credit card processing
vendor via your Internet connection.

Note: If processing Selected Items, highlight those transactions prior to clicking the
Process button. Select multiple transactions by holding the Ctrl button and doing a right

mouse click.

Step 4: TRAMS displays a status message box on the CC Merchant reconciliation screen
that gives the user feedback about the charges currently being processed.
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C/C Processing Status

X

Credit Card Mo |'I.I'I 4005550000000019

Mame |F‘|:|I:|re,|'0rlanu:h:|

Address |1414 Mockingbird Lane

Amounk 15.00
(1] ]]

Step 5: Once all cards are sent to the credit card processor, the status message box clears
the screen. Click the OK button on the button left of the CC Merchant Reconciliation
screen to continue.

Step 6: TRAMS prompts, “XX Payment(s) Will Be Marked Cleared and XX Will Be
Marked Uncleared. Continue? Click the Yes button.

Step 7: The payment screen is displayed to create the EFT payment for the amount being
deposited into your bank account (card amounts processed less fees).
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=2 Create New Payment Received #344 Ticketmaster

Bemarks
Payment Type |F|ec:eived ﬂ
Bank Acct |2 Checking Account j
Branch lm [reeoice Reference li
PaymentMethod [EFT =] Check/CCNo || ~|  PamentGrowe | [+
I—_| |Ticketmaster Mame On Check | Pay Code ’7

£l | Ceiee] ‘ [7 Create Agent Adjustrent

The payment screen will default to a Payment Method of EFT, Profile Type of Other and
name as the name of the credit card processing vendor, based on the profile you selected
when setting up Utility defaults. Click the OK button to save the payment information.
TRAMS prompts, “Create a journal entry?” Click Yes.

Step 8. TRAMS defaults the journal entry as follows:
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£3 Edit Journal Entry #171

Journal Entry Mumber 171

Activity Date [8/10/2005 Journal Entry Code
Eemats Ticketmaster

Account Hame & Mumber Drehit LCredit Add |
| =l I
Fematks _ Updste |
Aot Nol Acck Mame | Bratich | Cebit Amant | Credit .fi.mountl Remarks Delete
1005 Cazh In Bank - Checking 32961
1150 CC Merchant Receivable 212 Irwert
E14E Credit Card Processing Fee 0 11.41 4

B147 Transaction Fee 0 1.10 Mave Up

D'ebit Total 212
Credit Total 34212

History Wiew Payment ‘ Ok | Cancel ‘

Cash in Bank (1000 series) Debit
CC Merchant Receivable (1000 series) Credit
Credit Card Processing Fees (6000 — 9000 series) Debit
Transaction Fees (6000 — 9000 series) Debit

Click the OK button to save the journal entry.
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