ACCEPTING CREDIT CARDS AS PAYMENT

Several features are included in the system to make it easier for you to accept payments from customers

using their credit card.

Entering credit card information during order entry

If you want to be prompted for credit card information during order entry, check the Order Processing

system option "prompt for credit card during order entry?"

Imprint area: IT lines long lF characters wide E
Special instruction area: IT lines long IT characters wide
Vendor instruction area: IT lines long IW characters wide
Repeat message area: IT lines long IW characters wide
Miscellaneous options
Generate ship date this many days before "in hand” date: l_ Leave blank if you do not want system to calculate ship date
Generate follow up date this many days after order date: |3_ 1 eave blank if you do not want system to calculate follow up date
Do you need to have a separate distributor order number? O (in addition to customer order number) 1
Initially leave 'Ship To:' address blank? r
Prompt for credit card number during order entry? i3 ‘\ C?sftrtzciisi'tur,l:::gg ::_I %ﬁ; t:sjz:]k
Do you want a separate 'additional charges’ screen? I entry screen.
Are additional charges eligible for sales discount? ]
Order change log? |Log and require reason j
Maximum time to keep order locked when updating I—BU minutes
Export addresses to UPS/Fedex? IDon't Use j
Do you want to display the following steps in the release display in order processing?
In process/In warehouse? O
Picked? -
Packed? O =

If you have selected this option, you will have a link for the credit card information during the order entry
process. The link will be on the “general information” screen of the order as shown below and on the
“totals” screen. You may enter or update the information from either screen.




[——— 0 0 0 0 ) T ]

Master Order ,— s
Number: 709117 /Q EE IypishKAY
Type Order: & Drop Ship ' Ship from Inventory " Order for Stock " Order for Consigned Goods
~ Manufacture & Sell " Manufacture for Inventory © Decorate for Stock " Decorate & Ship
RPBEE Update other Customer Related data
Customer: |1[][][][][) o z@ - ﬂ |ATTENTION! Updsate other Customer-Related data
Vendor: Igguuuu /Q é@ 3} . |WIDGETS_ GIZMOS. & GADGETS Update other Vendor-Related data

Update Decorator/initial 'Ship to’ data

Shipping Address:
Attention: | /Q £ Ship to Company Address Enter Credit Card information —!
Company Name:  |ATTENTION!
Street Line 1: !5723 Superior Click this link to enter Credit
. Card Information during
Street Line 2: ISuile Al order entry
City: [Baton Rouge]

State / Province:  [LA pe Postal Code: [70816

Country: | /Q
Other Information: Update other Dates & Information
Gt = P o
Order Number: | Division: ||:|1 /Q g@ e

On the screen that appears (see below), you will be prompted for the following information:

CREDIT CARD NUMBER - The credit card against which the payment will be charged. Some checking is
done for the validity of the number itself. This check will warn you of errors in the typing of the number
itself only, not the customer's credit situation.

You may store up to 5 customer credit card numbers and related information. Click on the look up icon to
look up and select this data. Click on the pen/pencil icon to update this list.

IMPORTANT! Lakeshore does NOT recommend storing your customer’s credit card

numbers. There is a security risk involved that you should carefully

consider before using this feature.
EXPIRATION DATE - The expiration date of the card entered as month, then year.
SECURITY CODE - The 3-4 digit security code on the back of the credit card.
CREDIT CARD NAME - The name on the face of the credit card.
There is also a place to enter authorization information if you wish.
If you come back to the order later, the link on the order will be changed to a “Paid by” notation following
by the type of card and the last 4 digits (see below). You can click on this link to make changes. At this
point, if you have a password set up for updating credit card information, you will need to enter this
password to display or change the credit card data. You will then see the same update screen as you did
when the credit card information was originally added.
There is also an "Update credit card information” function on the Order Processing, Miscellaneous

Functions submenu. It will also require a password if you have one set up.

Print list of orders using credit cards

At any time during the day, you can request a print out of all orders that are to be paid with a credit card.
Information necessary to get credit approval is included as well as any authorization information that has
already been entered.



Credit card update screen

=
Update Credit Card Information T
P fe e\ \ v
Order Number: IW ﬁ S
Credit Card Information:
Credit Card Number: I411111l111111l11 IQ @ Security Code: |123
Expiration Date: Month |12 Year |1U (last 2 digits only)
Name on Credit Card: |Kaye Keady
Authorization: Date | & Code I Reference
* Required Field
=
Credit card link under “change order”
=

Master Order Wﬁ@ Typist: KAY

Number:
Type Order: & Drop Ship  Ship from Inventory  Order for Stock € Order for Consigned Goods
” Manufacture & Sell " Manufacture for Inventory " Decorate for Stock " Decorate & Ship
Customer: |1[m(][]|:| /Q, L% @ E} |ATTENTION! Update other Customer-Related data
Vendor: |9mu(][] ﬁ @ E) . IWIDGETS_ GIZMOS. & GADGETS Update other Vendor-Related data
Update Decoratorfnitial 'Ship to’ data
Shipping Address:
Attention: | ﬁ, £) Ship to Company Address Paid by Visa #X00000000CKX1111
Company Name: |ATTENTION! Ship to Multiple Addresses
Street Line 1: |5?23 Superior Ship to Division Address
StreetLine 2. [Suite Al
o "Credit card information” is
ity |Balon Rouge replaced by a "Paid by" , the

e ) type of card and the last 4
State / Province: |LA ;Q Postal Code: |7(]s15 digits of the card.
Country: | ,Q,

Other Information: Update other Dates & Information E




Invoicing the order

When the invoice is processed, if there is a credit card number included on the order, the amount to be
charged to the credit card is calculated as

Total of the invoice - Customer deposit amount (if any) = Credit card amount

This amount will be displayed on the invoice “totals” screen. You may adjust it if appropriate.

Totals l'Ef-l pA @ * ety j‘

| Merchandise | slm | $ IW |Proﬁt: $ I -894 I 762 v,

| Other charges | sl— | sl—.ﬂﬂ |Pmﬁt: Sl | %

| Sales Discount | Percentage IW % $ IW |Discuum based on merchandise only

Shipping | L] Description [SHIPPING
| $| | $ I |Descriplion I
‘ Sales tax ‘ Tax routine [1001 | pe z@‘ s[ 739 i| 70000 % X § | 10556 &
o e s S $ = ‘ Pr?if:lt::ll.lsdles shipp_ii(g]-abl n!:t ;:IL?Zx:fn

| Deposit from Customer | s[ 5000 |Depasit available in AIR: § | 50.00

|Credit card amount | IVisa ‘/'5 lm |U date credit card information

| Net Due 7_"4_’_—#"“"“_-’ $ l— | :
—| Total invoice - deposit = Credit card t You may also display or i
Leaving zero amount due #ﬂfiﬁ:ﬁ%ﬁ? rnf:'g?cr{?:;zﬂ @

this link.

You may also add or update the credit card information at this point. A password is required if you have
one set up.

Credit card amount and a notation of the type of card and last 4 digits are usually printed on the invoice
form if there is any credit card information stored on the invoice.

Invoice Close procedures

When the invoice is closed, you have two ways the credit card amount can be handled. You indicate on
the Customer Invoicing system options which way you want to do it (see options screen on next page).

Method 1 - Credit card applied to net amount due in A/R - option is checked

If you check the option, the credit card amount will be applied to the net due on the invoice much like a
customer deposit. If the amount due is zero, the invoice is still posted to A/R for historical reference only.

For the journal entry, the amount that would normally post to the accounts receivable account is posted to
the appropriate credit card account. These are set up in the Customer Invoicing system options. You
may use a single credit card account or have a separate one for each type of card.

IMPORTANT! If you use this method, make sure you have a solid method of ensuring
that the credit card charges are actually processed or some type of
reconciliation process such as your bank statement.

Since the A/R invoice would normally be cleared, the entry will no longer appear on your open A/R detalil.
If you forget to place the charge, you will never receive the corresponding cash.



If you use this method and the credit card is rejected, you would need to enter a debit on the A/R file to
offset the credit card payment. The G/L account would be the same one used when the invoice was
closed.

|»

Customer Invoicing System Options @EN/“\H
\&®\ 3% @'
Do you want to flag individual items as r
taxable/nontaxable?
Method used to mark up freight charges? © Add$ * Add%

Check this option if you want the credit card

Percentage to add to freight cost to get freight price: |1['.| % automatically ﬁplplieg when invoice is
closed.
Do you want to automatically apply r H
credit card payments in A/R? Leave unchecked to do the application

manually in A/R.

Standard G/L Accounts used in customer invoicing (first 3 digits):

Income/Sales: |3l:l[‘.l /Q @ ISaIes
Freight Billed: [405 ,Q @ |FREIGHT COST e
Shipments of consigned goods: |23U /Q @ iDUE TO CLIENTS (C/G) L eave blank if not used

Standard G/L Accounts used for credit cards (first 3 digits):

Visa: fes P @ [Wisa Leave blank if not used
MasterCard: fios /4 [MASTERCARD Leave blank if notused x|

Method 2 - Credit card amount NOT applied - option is NOT checked

If you use this method, the credit card amount is a memo amount only. You would need to enter the
actual cash on to the A/R file and apply it to the invoice. This is a more manual method but it gives you a
better trail and better control over the process.

There are advantages and disadvantages to each method. Method 1 is helpful if have a large volume of

credit cards and/or you do automatic processing of credit cards (described below). Method 2 has better
control and is safer if you have a smaller volume of cards.

For either method, at the end of the Sales Journal, a Credit Card Journal is printed listing all invoices paid
with a credit card.  You can use this as a list of those cards that need to be processed.

Automatic authorization and charges

If you do a large volume of credit card orders, you may want to consider adding the capability of
generating a computer file containing requests for authorizations that can be sent to the bank. The bank
would check the credit, then return the list indicating whether the charge is authorized or not. If the
charge was authorized, the bank will put a "committed” notation on the credit card account for the amount
of the order for a certain period of time. If the charge was not allowed, the order could be cancelled.

When the order is invoiced, another file would be generated and the actual charge placed on the
customer's card.

This is not part of the system as a standard feature because the structure of the files that must be created
and the various procedures required differ from bank to bank. Therefore, some amount of special
programming is required. However, many of the mechanisms (capturing the credit card number, etc.) are
already in place and make it a feasible project to undertake.



If you would like to consider this option, contain Lakeshore Technical Support for additional information.

Security Concerns

Unfortunately, in today’s world, you must make sure your credit card procedures and information are
secure. You may be required to follow certain guidelines or you may be able to set your own policy. We
recommend that at a minimum you do the following:

1. Do not store your customer’s credit card numbers. Although convenient, there is a potential for
abuse.
2. Set passwords on all credit card related functions. Go to

Reference Information
Miscellaneous codes/group 2
Passwords (specific functions)

Enter passwords for the following program names

wborccard Update credit card information in order entry
wbinvccard Update credit card information in customer invoicing
whbcstcc Store credit card information for a customer
=
Passwords
(Specific function) aw|

Program name: wborccard ﬁ

Description: IUpdale Credit Card Information

Do not use the letters "&" or "§" or either single (') or double (") guotes

Password: money | [ eave blank if no password required

Module number: 02 ‘Q IOrder Processing




