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EPASS Pay

enables you to

o Eliminate the hassle of third-party gateway fees and frustrating support calls (EPASS Pay is completely
supported by EPASS!)

¢ Analyze credit card reconciliation reports directly in EPASS.

e Maintain PCI compliance with built-in tools and included insurance.

e Remove slow virtual terminals and complete transactions faster and easier.
Process Credit Card Transactions Instantly and Easily

No more double-entry or re-typing, and that means no more errors, too. With EPASS Pay, you can process
credit card transactions instantly while keeping your customer’s credit card information secure.

Setting Up EPASS Pay

The EPASS Pay setup should only be completed by IT personnel or someone with full EPASS security access.
Setting up EPASS Pay will need to be completed for each branch.

Before Starting

e You will need the Merchant ID for your branch that was provided by Fullsteam. If you do not have the
Merchant ID, contact EPASS support for help.

Connect Payment Terminals to Your Network
Follow the instructions that came with your payment terminals to connect them to your network.
If you have a Move/5000 terminal, view instructions for connecting it to your wireless network here.

Once each terminal is successfully connected, continue with the next section, Activate EPASS Pay Security
Options.

Activate EPASS Pay Security Options

To complete the EPASS Pay setup, you'll need to activate at least two security options. After the setup, some or
all of these security options will need to be activated for each person that will use Merchant Track.

To Activate EPASS Pay Security Options
1. Log into EPASS.

2. Goto Tools > System Maintenance.
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ustormer GL AR AP Tools  Window Help

) vl | o=, [ | T System Maintenance

Lock Table

% Messaging Systern

 Toggle Cost Shift+F2
L Toggle List Shift+Fg

Change Password...

%5 ePASS Updates

3. On the Tables tab, select User Security, and then click Open.

B3 Options — >

Tables T " ariables

Sale Referral ~
Sales Divizian
L"??‘SW,IIIIIII

. edt Fomat
Text Hurber
Transfer Status
Trip Charge
et OF Measure

lzer Securty

Warranty Type
“Web Tags
Wirelesz Terminal

Open I Cloze

3
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4. Select your account from the list, and then click Security.

R&D Business Systems Ltd.
TF: 888.629.4218

sales@epass.software

B User

Search Optiong

Search Far | By |ID ﬂ Matching |&rywhere = | Type |E-:uth ﬂ S each
Security Option [ J |.ﬂ-.II Records Show |.-’-'-.II j
| M ame | Giroup | Obsolete

| «]

Accounts Aeceivable
Azziztant Store M anager

CaP!

Edit Delete |

Mo

Print | Securty | Beview Add
R

e

5. In the menu on the left, click EPASS Pay. Select Merchant Track - All Branches and Merchant Track -
Terminal Management. (The additional security settings are optional and not required to complete the
EPASS Pay setup. They can be activated as needed for each Merchant Track user at a later time.)

55
Search far Security Options
K.ewword
::’I"'*"':'iﬁing Security Option
”s:'fl::;nngtlw Merchant Track - &l Branches
Serial Inventany [ Merchant Track - Only My Branch

Sernial Inventory Lists
Senal Inventory Costs
Arccounts Payable
Account: Receivable
eneral Ledger
Higtary

Syztem Maintenance
kW ezzaging

Wireless lnventary
Financing

ePA55 Mobile Sales
ePAss Mobile Service
General

Text Mumbers
Qverdes

eP455 Reports

eP455 HEEDrts - Cuigham

https://epass.software/about/welcome-to-epass-user-conference-2025/

[ terchant Track -
[ terchant Track -
[ terchant Track -
[ Merchant Track -

[ Merchant Track

[ Merchant Track

Tranzaction Search

Reverze Open Tranzactions
Rewverze Settled Tranzactions
Reporting

-Wirtual Terminal
Merchant Track -
[ Merchant Track. -
- Merchant Capital Advance

Termminal Management
PCl kM anagement

Ok
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6. Inthe Keyword field, enter add payment Enable the security options highlighted below so that the user
can use these payment entry methods.

B Security for User: Chris

— Search far Security Options

K.emmaord Iau:lu:l payment

: Security Option |
':;E%%nﬁfhﬁgeé?ﬂ; Invoice Detall - Add Payment
Inwvoice Detail - Add Payment - Form Feyed
[rvoice Detail - &dd Payment - Card on File
[rvoice Detail - Add Payment - Save Card

info

You also need to enable these security options if you use EPASS Mobile Service.

¥
Seanch for Secunty Options
F.epmord |a:i:| papment

Invoicing ] Security Dplion

Mocountz Heceivable ] Irvoice Datai - Add P

[+ Irvvoice Detal - Add Payment - Fom Keved
Irvoice Detad - Add Payment - Cad on File
[w] Irnenice D atad - Add Paymert - Save Card

ePASE Moble Sedvice

7. In the Keyword field, enter refund. Enable the highlighted security options below to allow the EPASS
User to complete an integrated refund.

- . - - -
<ML L w L= =

— Search for Security Options

Fewword  |refund

Irvvaicing Security Option
Itvoice Detail - Refund a Previous Payment
Invoice Detal - Refund a Mon-Previous Papment
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8. In the Keyword field, enter preauth. Enable the security option to allow the EPASS User to add the Pre-
Authorized payment type.

5

Search for Security Options

F.ewvord |preauth

Security Option
[rvoice Detail - &dd Preduth Payment

9. Click OK.
Configure Your "Cash" Customer

You need to make sure that the customer account that you have set up in EPASS for “quick sale” or “cash”
transactions is configured for EPASS Pay. This is necessary so that the address verification procedure is
skipped when taking EPASS Pay payments on invoices that use this customer account.

1. Go to Customer > Maintenance.

2. Search for your “cash” customer, and then click Edit.

B3+ Customer EI‘:ﬁ
Search Options Click here to make this your default Search
Search For |Quick Sale By |Last Mame J Matching | Start of Field
Search
AND w|  For | By |Last Mame ﬂ Matching Start of Field

Address 1 Address 2 Bill- To Azcount | Branch
1212 Main Street Richmand Default

LlzerCraated

- Account #
B Last Mame
[+ User Created

Firzt M arme

ld | »
Record Count
1 Histary | Eeviewl Add ‘ Edit ‘ Dielete
NS

Copy | Encel ‘ Credit ‘ E it |

e

3. Click the Credit tab.

4. Select the EPASS Pay - Cash Customer checkbox.
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3 - Edit Customer 232589 Cash Sale
Dretailz T Contacts T k ailing .-'-‘-.u:h:er kap T Prir

Account Type

[T ype Code |

Fayment Type ||:EID
Tax Code |BCP

5 alesperzon Code |

FParent Compaty Code

Credit Manaager Uzer Code |
Credit Lirnit |
ERP&ASS Pay - Cash Cugtamer

]

@< S

Saved Accounts/Credit Cardz

e

Tax 2 Exemnpt |

Tax 3 Exempt |

Finahce Document |

5. Click OK to close the Customer record.
info
You cannot use Click to Pay links or save cards on file with Cash Customer accounts.
Configure EPASS Pay Variables

1. Goto Tools > System Maintenance.
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ustormer GL AR AP Tools  Window Help

) vl | o=, [ | T System Maintenance

Lock Table

‘% Messaging Systern

 Toggle Cost Shift+F2
L Toggle List Shift+Fg

Change Password...

%5 ePASS Updates

2. Click the Variables tab.

3. Click EPASS Pay, and then click Open.

B3 Options — x

Tables T Yariables

Configuration
Company

[Frvoicing

Cluick Cazh
tanager D azhboard

e W SN

Oc
2T,
Financing
ePA55 Mobile
YWiebsite

SErver Engine

4. On the EPASS Pay tab, do the following:
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B9 EPASS Pay — x
EPASS Pay T ANS & DAY T Click. to Pay [CTF] T CTF Matifications
Print Merchant Copy of Payment Receipt [w OF.
Autamatically Print Beceipt on Pinpad Printer ~d Cancel
Print Declined Paymentz on [nvoice [
Drefault Entry bMethod Im Q
Save Cardz onFile Ta SoldTo -
Get Cards on File Fram EBill To - e

If you want EPASS to print a merchant receipt as well as the customer receipt after each payment
A transaction, select the Print Merchant Copy of Payment Receipt checkbox. Note: EPASS always
prints the customer's copy of the receipt.

If you're using a PinPad with a built-in printer, selecting this checkbox will print the customer’s receipt
from the PinPad.

C  Select this checkbox if you want declined payments to appear on printed invoices.

Select the default Entry Method for all EPASS Pay payments (PIN Pad, PIN Pad Keyed, Form Keyed,
Card on File.) When an EPASS Pay Payment Type is added to an invoice, it will automatically set the
Entry Method to the default. (The Entry Method can always be changed on the Invoice at time of
payment.)

By default, credit cards are saved to the customer record that appears in the invoice’s Sold To field and
E are recalled from the customer record that appears in the invoice’s Bill To field. You can change the
defaults using the two dropdowns.

info

EPASS always prints the customer's copy of the receipt.

-9-
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5. Click the AVS & CVV tab to configure how EPASS Pay manages Address Verification (AVS) and Card
Verification Value (CVV) discrepancies. You can choose to either accept or reject payments outright, or
prompt for a decision on how to proceed.

[ EPASS Pay —_ w
' EPASS Pay T AVS & CW 1 Chick to Pay [CTF) 1 CTP Notifications )
These AVS & CVV option seltings apply to EPASS and Mobie Tech (ot CTP)
- IF an oplion is sel o Accept, then all lkansachons wath that AVS/CWY code rehuned vall be sccepted automatically

- IF an option iz zet bo Reject, then all bansactions with that AVSADW code retumed will be rejected automatically

- IF an ophion iz set bo Prompl, then all kanzachons wath that AVS 00 code rebumed vall be prompied bo choose a proper action Lance
AVS [2pphy to card not peesent ansactions only)
& - Address matches, zip does not match Promot B M - Mo: Addiess and Zip code do not match Prompt -
E - Incompatible foamats [postal code]: Street addiesses P - Postal code match. Strest addeess not vedilied

match. Postal code not verihed dus o incorpatible | Prompt ~ due to incompatible fomats Proret =

formats R - Retiy: System unavalable of timed out Promgt =

C - Incompatible formal [all information]: Street addisss and Promgt

postal code not venfisd due to incompatible formats 5 - Service not supported: issuer does nok suppoit [——

AYS
D.-Stiet aivess o postal code maich Accept =] 1. N ik code metches, addess oss ot [rromer <]
E - Edit mrror: For example, AY'S not allowed for this [~—= match
Irarzachon ) ; . :
U - Unavalable: Addiess information nol venhed for I
F - Intemational Transachon: Sheet address and posta Fromgd ...| domestic ransaction Prompt [
code mateh
" W wWhole zip: Nie-digit 2ip code matches, address
G - Global non-AVS participant Promgl ¥ does not match. For Discover, no data provided | T 100t T
l-1 i T [ nf j E .
"mr|m“|xmgmﬁ Hhzh Promgt = ¥« Exact: Addiess and nine-chgit zip code match Accept -'I

J - Ametican Express only. Card Member information and - oyt
ShipeTa Information Veriied - Fiaud Protection Program | #cc2pt ] Y -Yes: Address and five-digit zip code match Accept > |

K. - Amencan Express only. Card Member nformation and [ £ - Zip: Five-digh 2ip code malches, address does [ I
Ship-To Information Viesified - Standard Acoopt B rvot match cept T

M - Malch Steet address and postal code malch Aept vl 0 - Ho addiess venhcation has been requesled Promgt

oW

M - Match 4 5 - Wy walue should be on the card, but the Pr
fecept T sschant hiae incicatad that &t it not prasent ormpt =

M - Ho Match Prompt = U - lssuer is reot certified for vy processing Prompt =

P - Mot Processed Promgt ¥ - Serace provider did not respond Prompl ~

* For card present transactions, f no OWV response i3 recenved, the CWY Ophions ane ignored

6. Once you've completed configuring AVS and CVV, click OK to close the EPASS Pay Variables window.
Enter User Information for Merchant Track

Each person that will use Merchant Track needs to enter their name, a phone number, email, and the branch
that they're associated with in their EPASS User profile.

To Enter Your MerchantTrack User Information:

-10 -
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1. In the User Security window, select your account and then click Edit.

B User — W

Search Optiong

Search Fu:ur| By |ID ﬂ Matching |Anywhere  »| Type |E':'th j Search

HRRHRHERRH J |.|':'l." Recards Sho |.":"." ﬂ

Security Option

M ame -
Accounts Fecevable

Agzistant Store Manager

CaPl
Print Securty Review | Add | Edi | Delete Exit
L‘\-
2. On the Settings 1 tab, in the EPASS Pay Merchant Track area, enter your name and a phone number.
I Edit User C Chris i b
Sedtings 1 | Selfings 2
1D 7 Usemame [c ™ Obsolets W Save Defauks kK. I
Full Mame |Ehn$ EPASS Pay Merchant Track )
Pazswod [- FistName  [Chiis gw
Re-enter Passwoed |- LastHame  [Haiis
Phone Number (6045551212
e |”$ﬁ j Ernad ard Branch ae also sequined for MerchantTrach
GIM . o lﬁ LS SO Branch o A .F.}... 0O qupl. g AR -
Emai [ ek harristBardresons com
Expoet Location | _|
ou should always uze the full network path, for example \\SERVERVR eports\MpF older
Salesperson CHRIs _| Defaut Techrician for Labat [ |
Technician [ &l Route [ i
E wpeditor | Branch b
Report Teams Code | Desciiption
Al Al
Al teer Taak
3. If the Email field is blank, enter your email address.
4. In the Branch dropdown, select the branch that you are associated with.
5. Click OK.

Add Credit Card and ACH Merchant IDs

-11 -
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The Merchant IDs for your branch has been provided by Fullsteam. If you do not have the Merchant
ID, contact EPASS support for help.

To Add the Merchant IDs:

1. Go to Tools > System Maintenance.

ustomer GL AR AP | Tools Window Help

? d | é (]Il | '? System Maintenance

Lock Table

% Messaging System

{ Toggle Cost Shift+F2
L Toggle List Shift+F9

Change Password...

%5 ePASS Updates

2. On the Tables tab, select Branch, and then click Open.

B3 Options — ot

Tables T W ariables

Adwvertizing ~
AP Trans Irmpart

Bark Recon T= Type

Barcode Schema

Bin Location

Branch

Brand

Carrier

Check Seriesz

E“PLM VSRS

=N
_ealer

D epartment

Destination Address

Electranic Funds Trans hd

| Open Cloze

hu
3. Select a branch, and then click Edit.
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B4 Branch — >
* Code Dezcription
1 Anderzonz South Surmey
2 Anderzonz Richmond
3 Anderzons Calgary
4 Anderzonz Ottawa
9 Anderzonz Delta Warehouze
Drefault Anderzonz Appliances
Fiint | Teminals | Review | Add | Edi | Delete | Exit |
A3
4. Click the Payment Proc tab.
53 Edit Branch 2 Andersons Richmond
Branch T @LDQD T FE Settings T Fayment F'ru:u:h T Te
NS
Code 2
Drezcription ndersons Richmond
Eﬁﬁtﬂgtm 2 |.-'-‘-.nu:|ers-:nns Appliances Richmaond
Address 1 5400 Minan Boulevard
Address 2 |
ik ||:!ir~|ﬁmnnr|

5. Inthe EPASS Pay area, enter the Credit Card Merchant ID.

-13-
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6. If you have an EPASS Pay ACH Merchant ID, enter it in the ACH Merchant ID field.
B
| Branch T f=fiLogo T FEX Settings T Payment Proc T Tax T <

v Default 5ave Account/Credit Card for Future Use to Checked

v UszeAddress and Card Secuity Code Yerfication in Form Eeyed Payments
| Enable CAPTCHA for Form Keyed Payments

v Usze Test Server

LAEPASS ]

EPASS Pay

Credit Card Merchant [D I"“"’"‘

ACH Merchant 1D Ixxxxxxxxxxxxxxxx

Cloud FIM Pad | Code Dezcription Serial Mo

Online Manage |

D ~Femnl |

Before closing this window, continue with the next section.
Activate Payment Terminals

The final step in the setup process is to activate your payment terminals. Make sure that you have
already connected them to your network before continuing.

To Activate Your Payment Terminals:

1. In the Payment Proc tab of the Branch window, click Online Manage. Merchant Track opens to it's

Dashboard screen.

2. In Merchant Track's left navigation menu, click Terminals, and then click Activate Terminal.

-14 -
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4a EPASS Pay MerchantTrack
“ Ihﬁps:ffmerdﬂanﬂrad{-e:t.fullsteampa}r.ne‘t;"

= EPASS Pay MerchantTrack

S a— Dashboard

H > Activate Terminal

Terminals

N

View Termina

Daily Volumes

3. Enter the Activation code displayed on the Terminal's screen.

= EPASS Pay MerchantTrack

Dashboard / Terminals / Activate Terminal

Dazhbosrd

H >
B Activate Terminal

s i &
Activation Code Activation Code: 654321

654321 e

Description *

Front Desk

Merchant *

Andersons W

Please note, Activation can take several minutes depending on the terminal
rype.

S o

-15 -
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4. Enter a Description for the Terminal. (For example, Front Register, Parts Counter, etc.)
5. In the Merchant dropdown, select the Merchant ID that this Terminal is assigned to.

6. Click Activate.

7. Repeat steps 2-6 for each terminal.

The EPASS Pay Setup is complete.

Creating a Credit Card Payment Type with Upcharges

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.

3 Options — >

Tables 1 Variables

Miscelaneous Type S
OEM
Package

F'ackaE]e Al Hub

Ficker

PO Mumber
Podium Rules
Price List Template
Priority

Product

Hetun Reason

Route

Sale Referal

Sales Divigion

Salesperzon A

Openy, | Cloze |
Wy

2. In the Payment Type window, click Add.

-16 -
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5. Payment Type — »

CHO CHEGQUE

cao FPayment Before Delvery
EPrT EPASE Pan Credit Card
WISA Visa

=g ‘ Feldnd Lredi Lard ‘

Warranty R eceivable

i ‘ Eeview| gd{bj Edi ‘ el | Bl |

3. Fillin the required fields:

(9. Edit Payment Type EPCC EPASS Pay Credit Card >
Settings T Branch Restriction
Code EPCC [ Obsolete 0K
Description  |EPASS Pay Credit Card
. Cancel
/L Account |'I12EI.EI J [ Add Profit Center

Comment Label |Enmment
[ Comment Bequired  Limit Comment tI:nl 0 Characters

Enter a unique identifier code for the payment type. This code is used in multiple

Code areas of EPASS to identify the payment type, including on reports.

Description Enter a description of this payment type.

G/L

Account Select the G/L account to link this payment type to.

4. Select the Credit Card checkbox.

-17 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EP‘ASS R&D Business Systems Ltd.

User Conference 2025 TF: 888.629.4218
sales@epass.software

Wednesday, October 22™ — Friday, October 24"

B9 Edit Payment Type EPCC EPASS Pay Credit Card >
Settings T Branch Restriction
Code EFCC ¥ LredtCard [~ Obsolets [ pg
Description  |EPASS Pay Credit Card
. Cancel
G/L Account  |1120.0 _ [ Add Prafit Center
Comment Label |Comment
[ Comment Bequired  Limit Comment ko I_EI Characters

5. Inthe Payment Processing area, select EPASS PAY - Credit from the Type dropdown.

Fayment Proceszing

Twpe |EP‘.-’-‘-.SS FATY - Credit j [v Request Signature if Applicable

v PFrevent Duplicate Payments [zame card zame amount within zame batch]

6. Verify that Disable Debit is selected.

7. If you require signature capture with credit card payments, select the Request Signature if
Applicable checkbox.

info

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always
selected.

8. Near the bottom of the Payment Type window, select Add Credit Card Up Charge. This will apply a
credit card upcharge at the time of payment.
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3. Edit Payment Type EPCC EPASS Pay Credit Card >
Settings T Branch Restriction
Code EPCC [w Credt Card [ Obsolete 0K
Description  |EPASS Pay Credit Card
- r C |
N T e e [ Pfitenter e L

g ‘ v Add Credit Card Up Charge

-
g Percentage I 26000 % v Add a Megative Upcharge for Refunds 0'
1(}‘ Misc [ctPuc | [ETPEC Upcharge
info

If you can’t select Add Credit Card Up Charge, make sure that you've selected the Credit Card checkbox located
next to the Code field.

9. Fillin the upcharge Percentage.

10. In the Misc dropdown, select the miscellaneous code that you use for credit card upcharges.

11. (Optional) Select Add a Negative Upcharge for Refunds if your policy is to reverse the credit card
upcharge on refunds. With this checkbox selected, a negative amount equal to the original upcharge
amount is added to the invoice when the payment is refunded.

12. Click OK.
Creating a Credit Card Payment Type without Upcharges

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.
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B3 Options — >

Tables 1 Variables

Mizcelaneouz Tvpe ~
CEM
Package

Packaﬁe Al Hub

Picker

PO Mumber
Podium FRules
Frice Lizt Template
Pricrity

Product

el meazan

R oute
Sale Referral
Sales Divizion
S alespersan b

Openy., | Cloze

by
2. In the Payment Type window, click Add.
B3 Payment Type — >
* Code Description
CHO CHEQUE
Ccan Papment Before D elivery
FPrT FPACT Pau Credit Card
REFLCLC Fefund Credit Card
WISA Wiza
W T W arranty Aeceivable
Piint | Review | gddy Edi | Delete | Exit |

3. Fillin the required fields:
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B9 Edit Payment Type EPCC EPASS Pay Credit Card .

Settings T Branch Restriction

Code EPCC [ CrediCad  [7 Obsolete [ g
Description  |EPASS Pay Credit Card

_ Cancel
G/L Accourt  [1120.0 _ [ Add Profit Center

Comment Label |Comment
[ Comment Required  Limit Comment to | 0 Characters

Enter a unique identifier code for the payment type. This code is used in multiple

Code areas of EPASS to identify the payment type, including on reports.

Description Enter a description of this payment type.

G/L

Account Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS PAY - Credit from the Type dropdown.

Pavment Processing

Type |EF'.-5'-.55 Py - Credit j [v Request Signature if Applicable

v Prevent Duplicate Payments [zame card same amaunt within zame batch)

5. Clear the Disable Debit checkbox.

6. If you require signature capture with credit card payments, select the Request Signature if
Applicable checkbox.

info

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always
selected.

7. Click OK.
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Follow these instructions to add a Payment Type used for accepting debit cards in EPASS Pay.

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then

click Open.

B3 Options — >

Tables T Yanables

Mizcelaneouz Tpe ~
DEM
Package

F'au:kaEe Al Hub

Picker

PO Mumber
Podium Rules
Price List Template
Priority

Product

Hetun Reazon
A oute

Sale Referral

Sales Division

S alesperzon b

Openy., | Cloze
By

2. In the Payment Type window, click Add.

B3 Payment Type — .

* Code Dlezcription

CHEQUE
Pavment Before D elivery

= FPASE Pau Cradif Card
HEFLCLC Hefund Credit Card

WISA Wiza

W T Warranty Aeceivable

Bl | Eeview| gddt}J Edit | Delete | Exit |

3. Fillin the required fields:
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59 Edit Payment Type EPADE EPASS PAY Debit >
Settings T Branch Restriction

Code [Erepe [ CediCad [ Obsolete [ gy
Description  |EPASS PAY Debi

G/L Account  |1050 _ [ Add Profit Center
Comment Label |I:|:|mment

[ Comment Required  Limit Comment to I_IZI Characters

Bark Rec Type | [

Pavment Group |
Code

Cancel

Enter a unique identifier code for the payment type. This code is used in multiple

Code areas of EPASS to identify the payment type, including on reports.

Description Enter a description of this payment type.

G/L

Account Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS PAY - Debit from the Type dropdown.

Fayment Proceszing

Type IEP‘.-“—‘-.SS P& - Debit ;I [ Request Signature if Applicable

I Prevent Duplicate Payments [zame card zame amount within zame batch]

5. Click OK.
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Running a pre-authorization in EPASS is used to verify the authenticity of the customer's credit card. It is not

used to create a temporary hold for a specific payment amount.

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then

click Open.

B3 Options — >

Tables T Y ariables

Mizcelaneous Tepe ~
CEM
Package

Packaﬁe Al Hub

Ficker

PO Mumber
Podium Fules
Price Lizt Template
Pricrity

Product

Heturn Heazan

A oute

Sale Referral

Sales Divizion

S alezperson A

Qpeny, | Cloze
by

2. In the Payment Type window, click Add.

B9 Payment Type — *
* Code Dlezcription
CHO CHEQUE
cap Payment Before D elivery
= FPAST Pay Cradit Card
REFLCLC Fefund Credit Card
WIS Wiza
W T Warranty A eceivable

Print | Eeview| gddy Edi | Dokt | Esit |

3. Fillin the required fields:
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B9 Edit Payment Type EPAPA EPASS PAY Pre-Auth >
Settings T Branch Restriction

Code [EPaps [ Credifad 7 Obsolste [ gy
Description  |EPASS PAY Pre-futh
G/L Account  |1050 _ [ Add Profit Center
Comment Label |Comment
[ Comment Required  Limnit Camment to I_IZI Characters

Bark Fec T_I,Ipe| J

Pavment Group |
Code

Cancel

Enter a unique identifier code for the payment type. This code is used in

Code multiple areas of EPASS to identify the payment type, including on reports.

Description Enter a description of this payment type.

G/L

Account Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS PAY - Pre-Auth from the Type dropdown.

Payment Proceszing

Type IEF'.&SS PAY - Pre-Auth j I Request Signature if Applicable

5. Click OK.
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Adding Automatic Clearing House (ACH) Payment Type

EPASS Pay supports direct payments via ACH. Before using ACH as a payment type with your customers, there
are several initial setup steps that must be completed. This guide walks you through setting up and taking
payments with ACH.

info

If this is your first time setting up ACH payment processing, contact EPASS Support first. You will need a
separate Merchant ID and there are several configuration steps that must be performed on your EPASS server
by a support technician.

Authorization for Direct Payment via ACH

Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file
between your business and your customers.

EPASS does not generate ACH Authorization forms. It is your responsibility to create a suitable form that you
can use with each ACH customer. Follow your local and state laws and consult with your financial institution to
create a form that you can use with your customers before using EPASS Pay ACH.

Once you have an authorization form signed from the customer, you can attach a digital copy to the customer’s
record in EPASS. (see Adding an ACH Authorization to a Customer’s Record in EPASS).

For reference, an example of a standard ACH Authorization form can be viewed
here: https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf

ACH Setup
Initial set-up for EPASS Pay — ACH follows these steps:

e Adding ACH to your EPASS Payment Types: You'll need to create a new Payment Type for ACH
payments.

e Configuring the ACH Return Event Messaging: EPASS alerts specific users in the event of an ACH
payment that is returned or reversed by the bank.

Adding the ACH Payment Type

1. In EPASS, go to Tools > System Maintenance. In the Tables tab, click Payment Type, and then
click Open.
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B3 Options — >

Tables 1 Variables

Mizcelaneouz Tvpe ~
CEM
Package

Packaﬁe Al Hub

Picker

PO Mumber
Podium FRules
Frice Lizt Template
Pricrity

Product

el meazan

R oute
Sale Referral
Sales Divizion
S alespersan b

Openy., | Cloze

by
2. In the Payment Type window, click Add.
B3 Payment Type — >
* Code Description
CHO CHEQUE
Ccan Papment Before D elivery
FPrT FPACT Pau Credit Card
REFLCLC Fefund Credit Card
WISA Wiza
W T W arranty Aeceivable
Piint | Review | gddy Edi | Delete | Exit |

3. Fillin the required fields:
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59 Edit Payment Type EPACH EPASS PAY ACH >
Settings T Branch Restriction

Code IEF',-i'-.EH [~ Credit Card [ Obszolete oK

Description  |EPASS PAY ACH
G/L Account  |1000) _ [ Add Profit Center

Comment Label |I:|:|mment
[ Comment Required  Limit Comment to | 0 Characters

Cancel

Bark Rec Type |Check |
Pavrent Graup |
Code
Code Enter a unique identifier code for the payment type. This code is used in multiple

areas of EPASS to identify the payment type, including on reports.

Description Enter a description of this payment type.

G/L

Account Select the G/L account to link this payment type to.

4. In the Payment Processing area, select EPASS Pay — ACH.
5. Click OK.
Configuring the ACH Return Event Messaging

1. In EPASS, go to Tools > System Maintenance, and then click the Variables tab.
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B3 Options — et

T ables T Yariables

o —

Compaty

| rvoicing

Cuick Cazh
kanager D azhboard
Dizpatching
Purchazing

[tem Imeenton
Senal lnventory
Wirgless lnventary
General Ledger
Accounts Recervable
Accounts Payable
System Updates
Mezzage

Test Meszages
SMTP

Financing

&FA55 Mobile
Webgite

Server Engine
EPASS Pay

Dpen I Close

2. Click Message, and then click Open.

-29 -

https://lepass.software/about/welcome-to-epass-user-conference-2025/



EP‘}SS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

B3 Options — x

T ables T Yanables

Configuratiaon
Compary

[Fvoizing

Cluick Cazh

b anager Dashboard
Digpatching
Purchazing

[tem [rwentany

Serial [Fventary
Wireless lnventany
General Ledger
Accounts Receivable
Accounts Payable

SEstem Uidates

Text Messages
SMTP
Financing
ePAS5S Mabile
Whebzite
Server Engine
EPASS Pay

Open,, Cloze |
A3

3. Click the Message Events tab.

(53 Messaging Systemn Variables — ot

General T Meszage Eevents
by

Ok

¥ Enable Meszaging System
Cancel

¥ Check for new messages every I 15 :|I gecond(z]

Check meszagereminder pool I 15 :II seconds

I Paroom rarmimdars am ban aF sl crsaraese

4. Inthe Message Events list, scroll down until you see ACH Return Event. Select its checkbox to activate
the event.
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55
General T Mezzage events
Check | Module | Event | D ezcription A 1] 4
O |Fvoice Cancel Orders Event Thiz event occurs when a Mo
Purchasing ET4 Date Changed on PO Thiz event occurs when ETA Cancel
O [nvaoice Schedule/Pickup Date Chang...  This event ocours when Sche
O [rvoice “Wweb Order Event Thig event ocours when a net
O [nwoize Todays Schedule Date Chang...  This event occurs when Toda
O |Fvoice Service Request Receive Event  Thiz event occurs when a ser
O |Fvoice Reserving a Senal with a Unig...  Thiz event occurs when reser
O |Fvoice Credit &pproval R equired Thiz event occurs when Credi
[nvaoice Successful CTP Payment Event  This event iz used for CTP suc
rd [rvoice Declined CTF Pavment Event Thig event iz uged for CTF des
'| Ireeaice ACH Return Event Thiz event ocours when ACH ¥
<L >
Detailz Duplicate | Delete
5. Select the ACH Return Event and then click Details.
9. Messaging System Variables — >
General T Mezsage events
Check | todule | Ewent | Description ” (4
O |voice Cancel Orders Event Thiz event occurs when a Mo
Purchaszing ETA Date Changed on PO Thiz event occurs when ETA Cancel
O |rvoice Schedule/Fickup Date Chang...  Thiz event occurs when Sche
(M| |rvoice Wweb Order Event Thiz event occurs when a ney
(M| |rvoice Todays Schedule Date Chang...  Thiz event occurs when Toda
(M| |rvoice Service Request Receive Event  Thiz event occurs when a ser
O |voice Rezerving a Serial with a Unigq...  This event occurs when reser
O |voice Credit Approval Required Thiz event occurs when Credi
[rvoice Successful CTF Payment Event  This event iz uzed for CTP 2w
|rvoice Declined CTF Payment Event Thiz event iz uzed for CTP de
- |voice ACH Betumn Event Thiz event occurs when ACH
£ >

Dretailz |

6. Do the following:
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Delete
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Meszage :

B3 Message Event's Details — O x
Event Dezcription
|.-’-'-.EH Return Event |This event ocours when ACH Payment is returned
Uzer Description
To: g [lzers in sypstem e
(@5 alezPerzond ASM
SALES C
AP CAF ~ Message
CHRIS — 1 IEE _
* Reminder
- ESSY
— 1 |F .l'l".fterl 1 =] ENE

FINAN =1
Subject :
ACH Pavment Beturn Motification

ACH Pavment Beturn Motification

for the fallowing invaice:

)8

Cancel

A For each user or group that should receive this message, click their name in the Users in
System list, and then click the left arrow to move them into the To list.

Select whether the recipients receive a message in their EPASS Messaging Inbox

B (select Message) or a notification reminder pop-up when they log in (select Reminder).
If Reminder is selected, enter the number of hours or days that will pass before the user
receives the pop-up notification.

C  If necessary, edit the default Subject line and Message body.

7. Click OK to close the Message Event’s Details window.

-32 -

https://lepass.software/about/welcome-to-epass-user-conference-2025/



EP‘ASS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

This completes initial setup of ACH in EPASS.

Adding an ACH Authorization to a Customer Record

Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file
between your business and your customers.

EPASS does not generate ACH Authorization forms. It is your responsibility to create a suitable form that you
can use with each ACH customer. Follow your local and state laws and consult with your financial institution to
create a form that you can use with your customers before using EPASS Pay ACH.

For reference, an example of a standard ACH Authorization form can be viewed
here: https://www.nacha.org/system/files/2021-07/DP-Authorization-Form.pdf

A good practice is to create a digital copy of the signed ACH Authorization form and then attach it to the
customer’s record in EPASS. This way, if proof of the signed form is needed, you can quickly access and view a
customer’s signed form.

Attaching an ACH Authorization to a Customer’s Record in EPASS
Follow these steps to attach the signed ACH form to a customer’s record.

1. Create a digital copy of the signed agreement by scanning it or taking a picture of it with a mobile device,
and then transfer the file to a computer running EPASS.

tip

We recommend that you create a dedicated location on one of your EPASS terminals to store all digital copies of
your signed ACH Authorization agreements.

2. In EPASS, go to Customer > Maintenance.
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3. Search for the customer’s record. Select it from the list of search results, and then click Edit.

B3+ Customer EI@
Search Options Click here to make this your default Search
oﬁearch For |Nelson By |Last Mame J Matching | Start of Field
Search
|.¢\ND j For | By |Last Mame J Matching Start of Field
- Account # = | “ L ast Wame Firzt Hame | Addiess 1 Address 2 Cit Bill- To &ccount | Branch Useizated

BT Last Name g 2 7 Melzon James GO0 25th Street Bellingham Ciefault
[ User Created

Fecaord Count o
1 Hiztony | Beview | Add Edit | Delete LCopp | Encel ‘ Credit | Enit |
T Q_

4. Click the Documents tab.

B3+ Edit Customer 232587 Nelson o B |[E5]
Details T Contacts TMaiIing .-i'-.u:ldrT b ap T Pricing T Credit T bd ailing List T Wwieb T Du:u:umintsT M atepad
Account # |23253? Open/T atal lnvoices: 2/ Open Parts List
Opt Ot ok,
LastMame  |Melson -
[w Do Mat Mail
First Mame  |James Cell | v DoMNat Email Cancel
addrese 1 [E00 25, Chraat Horrne | [ [loblet Toot ;
5. Click Add.
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I Detailz T Contacts TMaiIing .-i'-.u:IdrT Map T Pricing T Credit T tailing List T Weh TDucumentsl Matepad )
* To add files and linkz: Copy from File Explorer and Paste, or click Add.
Date | Time | Document | User | ak
Cancel
Histary
[ Thumbnail
& Smal
€ Medium
€ Large
1
Show Document | Add Edit I Delete
6.

Click the Documents Browse button, locate the file, and then click Open.

e =]

Detsls | Coriscts | Mslngdddi | Map | Prcng | Cedt | Mainglist | Web

TDM:T Hotepad

I 3 Edit Custorner 232587 Nelson

* To add flles and lnks: Copy from Fils Exqplorer and Paste, or chck Add.

Dt | Tiwe | Document

| Uses ox

|ty Add Document for 232587
Date  [@i2/2024 ]

Daocument |

T

[
i |

| s 1 ¥

B

o—%ﬂ“ﬂ

B Open

« v 4
Organize v

Showe Document I Add I

B_w.ml i &dd I

Mudi

2LE Fiel

Edt [ Mt E I

.|

Click OK.
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B Edit Customer 232587 Nelson | o | = || =
Details T Contacts T b ailifig .-’-'-.ddrT b ap T Pricing T Credit T b ailirg Lizt T WwWieh T[)u[:umentsl Motepad ]
* To add files and links: Copy from File Explorer and Paste, or click Add.
Date | Time | Document | Lzer | ak
C I
B Add Document for 232587 — pod el
Date |5/2/2024 | Time 132332 0. Bz
Cancel
Document IC:'LACHAuthnrizatinns‘l..limrwlelsnn_ACHAuthnrizatin_I
[ Thumbnail
& Small
 tedium
= Large
Show Document | | Add I Edit I Drelete |

Now that the signed form is attached to the customer’s record, you can view it by clicking the Show
Document button.

-

B3 - Edit Customer 232587 Nelson oo B[S
Details T Contacts TMaiIing .-’-'-.u:lu:IrT tap T Pricing T Credit T tailing Lizt T Wieh TEDucumenll M atepad )
* To add files and links: Copy fram File E splarer and Paste, or click Add.

Date | Time | Document | User | ak
/202024 132332 JimMelzon_ACHAUthanzation. pdf C
Cancel
Histary
[T Thumbnail
& Smal
' Medium
" Large
Show Document Add Edit Delete
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Taking a Credit or Debit Card Payment

These instructions describe how to apply a credit or debit card payment to an invoice through EPASS Pay, by
adding a Payment line to the invoice, selecting an EPASS Pay Payment Type, and choosing a payment entry
method.

Entry Methods

There are three main ways to collect the customer's payment information for processing through EPASS Pay:
through a PIN Pad, entering payment information directly into EPASS Pay (Form Keyed), or by using a
customer's previous payment method that was saved to EPASS (Card on File). All three are referred to as Entry
Methods.

PIN Pad Entry

For most in-store transactions,you’ll use the credit card terminal (PIN Pad) to capture payment from your
customer. EPASS allows you to send a payment from any workstation to any PIN pad within the same store.
This means that you can “share” the PIN pads between workstations by selecting the appropriate PIN pad when
submitting payment.

Form Keyed Entry (Credit Card only)

For card not present transactions (over the phone typically) there is a “form keyed” option which allows you to
type the credit card number into a form on the invoice. These transactions could be pre-authorizations to ensure
the customer has a good credit card, or they can be charges to the card.

Card on File

Built in PCI-DSS compliance with EPASS Pay allows you to save your customer’s cardssecurely within EPASS,
so that they can be recalled for future or recurring purchases.

Before Starting

e Go to the Details of an Invoice that requires payment. Make sure that you are in Edit mode.

To Take a Credit or Debit Card Payment

1. Click the Payment tab.
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B3 - Invoice #03-1 - Howlett, James - Add Payment

(o[ sl

Type | Pack | Itern | Lo | D escription | Qtyl .-’-‘xmu:uunt| Tan 1 | Tan2 | Tax 3 | Statuz | Wy |
Comment Mo Thiz Invoice has been split, furt... 1] 0.00
todel Mo JDRP542HL H 43 DF RANGE. 6wW/GRIDDLE... 1 1880700 HNo Ve Ve  LCommitted
Item T Model T Labar T Migz T LComment T W arranty T Payment T Tax T Package T Signature |
Payment Type || 11 Amount 000  Tendered Tript | 1
Camment | o e ]
2. In the Payment Type dropdown, select EPASS Pay Credit Card or EPASS Pay Debit Card.

Item T todel T Labar T hizc T Cormrment T W arranty T Payment T Tax T Package
Payment Type | | | 4 oLt o000 Tendered
Cammeant Code Description -

CASH CASH J Ireenice Tatal ¥.383.89
Branch CHO CHEQLUE —
EPACH EPASS Pay ACH - Papments
ERASS Pay Credit Card
EFCTP EFASS Wb Papment Balance 7,2EELE
EFPDC EPASS Pap Debit Card Change
EXCHG Exchange |

Enter the Amount of the payment.
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Item T todel T Labar T higc T LComment T Warranty T Payment T Tan T Package

Payment Type  |EPCC | |EP&55 Pay Credit Card Amount 1.91 n_EBI Tendered
Irvaice Tatal ¥.383.89

Entry Method |F'IN Pad ﬂ v Save Credit Card for Future Use - Papments

FIN Pad | ]
Balance ¥.383.89

Click _here o wiewdchange address for this pavment Upcharge * 253 44

Balance +

Comment | Deposit Upcharge 764233

Branch |2 | |&nderzons Richmand * Upcharge based on paying

the full balance
Minimum Deposit 1.910.58

Depozit Received 0.00
Depozit Required 1.910.58

4. In the Entry Method dropdown, select how you are entering payment info into EPASS:
e PIN Pad
o Form Keyed
o Cardon File.
PIN Pad
Follow these instructions if you are using a PIN Pad as the payment entry method.

1. Click the PIN Pad browse button and select the PIN Pad that you are using from the list.

Entry Method |F'|N Pad - | [ Save Credit Card for Future Usze i

FIN Pad |Default |t ohile 5000 -
Code | Description | E
Defaulthas Teszt3000 I
Defaulte00 L7000 vaith Signature

Camment Default601

Branch

tip

Clicking the Save Credit Card for Future Use checkbox securely stores the customer's card information so that
you can use it again for a future transaction.
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2. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.

3. If not already selected, select your Branch from the dropdown.

Branch

|Default ﬂ |.-i'-.n|:|erscuns Appliances
Code

D escription

1

3
4
9
0]

efault Anderzonz Appliances

Anderzonz South Surmey
Andersons Richmond
Anderzonz Calgary k
Anderzonz Ottawa
Anderzonz Delta wWarehousze

4. Click OK to begin processing the payment.

5. Complete the payment on the PIN Pad. Once the payment has finished processing, the result is applied
to the invoice, and the authorization number and transaction ID is displayed on the Payment tab.

r -

Tip #1: You can preview, print,

Item T

or email the transaction receipt.
todel T Labar T bizc T Comment T W arran

Pavment Type

Entry kethod
Card
Auth #

Comrment
Cazhed out by

Branch

[EPALCC | |[EP&SS Pa&Y Credi Arnount

—
]
0
=
(i
(%)

|F'|N Pad | Receipt  Preview | Print | Email | Irvoice Total 1.971.28
|"-@'i$a e | - Payments 1.971.28
|BO7954 | Ty D [2225736973 | PINPad |DefaultG0l e
Click. here ta view/change address for thiz payment Show Signature Change

|
[ ] On [00/00/00 | at |

Defalt | |SAMPLE SALES AND SERWICE IMC.

Tip #2: If the customer's
signature was captured,
you can view it with this link.

Form Keyed (Credit Card Only)

Follow these instructions for transactions where the credit card is not present (for example, over-the-phone

transactions).
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1. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.

2. If not already selected, select your Branch from the dropdown.

Branch |Default ﬂ |.-i'-.n|:|erscuns Appliances
Code D escription
1 Anderzonz South Surmey

Andersons Richmond
Anderzonz Calgary k
Anderzonz Ottawa
Anderzonz Delta wWarehousze
efault Anderzonz Appliances

Law R SR [

3. Click OK to begin processing the payment.

4. Enter the customer's billing information, and then click Next.

i EPASS Payment Processing - Invoice # 03-1 — O X

Charge Amount: $500.00

Billing Information

Please enter the following information exactly as it appears on the card statement.
Required fields marked by *

Name On Account = James Howlett
First Name James
Last Name  Howlett
Address One 874 David Manchester Road
Address Two
City Ottawa
Province ON

Postal Code = KOA 1LD
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5. Enter the card number, expiration date, and CVV. Click Submit.

4 EPASS Payment Processing - Invoice # 03-1 - O *

Card Number

5413 3300 8902 0011

Expiration cwv

12/25 201 X |

6. Once the payment has finished processing, the result is applied to the invoice, and the authorization
number and transaction ID is displayed on the Payment tab.
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Tip: You can preview, print, or
email the transaction receipt.

[term T Hodel T Labor T Misc T LCarnment T W aratity

7

Payment Type  |EPACC _| |EPASS PAY Credi Amount

Entry Method |Form Feped | Receipt  Preview | Prirat | E mail | Irvenice Tatal
|Ma$tercard ] | | - Payments

futh # (3657733 | TuID [2225742616 | aws s ow Bolance
Click here to view/change addrezs for this payment Show Signature Chanhge

Cormment |

Cashedoutby | | On [00/00/00 | at |

Branch | D efalt _| |54MPLE SALES AND SERWICE INC.

Card on File (Credit Card Only)

Follow these instructions to use a payment method that was previously used by the customer and saved in
EPASS.

1. Select the customer's Card from the dropdown.

info

If the Card dropdown is empty, then the customer's card was not saved during one of their previous
transactions. If you want to save the customer's card info, make sure that the Save Credit Card for Future
Use checkbox is selected when taking a credit card payment with the PIN Pad or Form Keyed entry method.

2. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.

3. If not already selected, select your Branch from the dropdown.
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Branch |Defailt H |&ndersonz Appliances
Code D escription
1 Anderzonz South Sumey

Anderzonz Richmond
Anderzonz Calgary h
Anderzong Ottawa
Anderzonz Delta warehousze
efault Anderzonz Appliances

[ B w i R ER] -1

4. Click OK to process the payment.

5. Once the payment has finished processing, the result is applied to the invoice, and the authorization
number and transaction ID is displayed on the Payment tab.

Tip #1: You can preview, print,
or email the transaction receipt.

[tem T Model T Labor T Mizc T Comment T ﬂarrari

Payment Type  |ERACC | |[EPASS PaY Credit é .,.u""' Amount ‘ 00

500.00
EntyMethod  [CreditCardonFile | Receipt Preview |  Pint |  Emal | Invoice Tatal | 2.024.20
Card [Mastercard - s | | - Payments 1.500.00
Auth # 3657791 | TxID [2225745574 |avssow s Ralance T

Click_here to view/change address for thiz payrnent Show Sighature Change

!!

Camrment |
Cashed out by |:| On [00/00/00 |t | w
Branch [Defaut | [SAMPLE SALES AND SERVICE INC. Tip #2: If the

customer's signature
was captured, you can
view it with this link.

-44 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EP‘ASS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

Taking an ACH Payment
These instructions describe how to apply an ACH Payment to an invoice in EPASS.
info

Before using EPASS Pay ACH to take payments, you must have a signed ACH Authorization form on file
between your business and your customers.

1. Go to the Details of an Invoice that requires payment. Make sure that you are in Edit mode.

2. Click the Payment tab.

B« Invoice #03-1 - Howlett, James - Add Payment EI@
Type | Pack | [tem | Loc | Dezcription | Qt_l.Jl .&mu:uunt| Tanl | Tan2 | Tan 3 | Status | "Wty |
Comment Mo Thiz Invoice has been split, furt... 1] 0.00
todel Mo  JDRPS48HL #4/H 48 DF RANGE. B'%//GRIDDLE... 1 1850700 No Yes  Tes  Committed

Item T Model T Labaor T iz T LComment T W arranty T Payment T Tax T Package T Signature |

Payment Type || J| Amount 000 Tendered Tripﬂ|_1
Camment | e

3. Inthe Payment Type dropdown, select EPASS Pay — ACH.

4. Enter the Amount of the payment, and then click OK.

Karanty Payment T Tan T Package
Arnaunt I 1;535_‘]?]5 Tendered

Imvoice Total 2.046.51
- Papments 0.6

Balance 20158
Change

5. Verify the customer’s information, and then click Next.
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4k EPASS Payment Processing - Invoice # RS00000121 — O et

Charge Amount: $1536.17

Flease enter the following information exactly as it appears on the card statement.
Required fields marked by *

Name On Account * James Nelson
First Name  James
Last Name  MNelson
Address One 600 25th Street
Address Two

City  Bellingham

State WA
Zip 98225
Country  United States of America W

BT ST
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6. Enter and verify the customer’s Account Number, Routing Number, and select the Account Type.

&A EPASS Payment Processing - Invoice # RS00000121 — O *

Account Number

Verify Account Number

123456769

Routing Number

654321

Account Type

Personal Checking

Privacy Poli

7. Click Submit. The ACH payment is processed and added to the invoice.
Pre-Authorizing a Credit Card

Running a pre-authorization in EPASS is used to verify the authenticity of the customer's credit card. It is not
used to create a temporary hold for a specific payment amount.

If the pre-authorization is successful and the card is valid, EPASS adds a $0.00 payment line to the Invoice
Details. If not, a "Declined" payment line is added instead.

Before Starting
You need to do the following before you can pre-authorize credit cards:

1. Create a dedicated Payment Type for pre-authorizations.
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2. Activate the Add PreAuth security setting.

How to Activate the Security Setting

Pre-authorizing a Credit Card

1. Go to the Details of the customer's invoice. Make sure that you are in Edit mode.

2. Click the Payment Tab.

B Invoice #03-1 - Howlett, James - Add Payment EI@
Type | Pack | Itern | Lo | D escription | Qtyl .-’-‘xmu:uunt| Tan 1 | Tan2 | Tax 3 | Statuz | Wy |
Comment Mo Thig Invoice has been split, furt... 1] 0.00
Model Mo JDRPB48HL H 43 DF RANGE, 6w/GRIDDLE... 1 1830700 Mo Yes ez Commitked
Item T Model T Labar T Migz T LComment T W arranty T Payment T Tax T Package T Signature |
FPayment Tupe || J | Amount oo Tendered Trip#t |_1
Comment | - . T

3. Inthe Payment Type dropdown, select your pre-authorization Payment Type.

Item T taodel T Labar T kigc T Comment T W arranty P
Payment Type | J | v
Cammeant Code Description ﬂ

EPCTF EPASS web Payment 1
Branch EXCHG Exchange B
kT bl aztercard

FT
VIS4

EPCC Pre-Authanzanon

Fayment Transfer
Viza

4. Do the following:

o If you have the physical card, select PIN Pad from the Entry Method dropdown, and then select
the PIN Pad that you want to use from the PIN Pad dropdown.
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E nkry b ethod |F'IN Pad ﬂ [w 5ave Credt Card for Future Use
PIM Pad D efault00 | |L7000 with Signature

Click _here to view/change addrezs for thiz payment

5. -OR-

o If you don't have the physical card, select PIN Pad Keyed or Form Keyed from the Entry
Method dropdown.

Eritry b ethod Form Keyed [v Sawve Credit Card for Future Use

Click _here to view/change addreszs for thiz payment

6. Verify that Save Credit Card for Future Use is selected to save the card on file.

7. Click OK. Enter the card information depending on the Entry Method you chose: either through a PIN
Pad or through the Form Keyed window in EPASS.

Once the pre-authorization is processed, the result appears in the Invoice Details.
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B3+ Invoice #9225 - Andersen, Jenn - Review Payment E\@
Type | Pack | Item | Loc | Description | Gty | Amount | by | Tax | Status | GQ0H |
b adel Wo  YMED4500MW  SwH  7.OCUFT FROMT LOAD DRY.. 1 1.025.82 MY Open 1/5
Mizc Mo BADRYER Builders Allowance Dyer -1 750,00 MY
b adel Mo  MEB3TEF11SG  9wH  3J0ELECTRIC RANGE, CONV... 1 2.856.51 MY Open 2415
Misc No  BA RAMGE Builders Allowance Fange -1 -500.00 MY
tadel MWa  WHx9885/HY  S9wH 36 FOUR DOOR FRIDGE,BL ... 1 £.292.35 MY Open 97105
Misc Mo  BAFRIDGE Builders Allowance Fridge -1 -7a0.00 MY
todel Wo  DwBeOKBOs0US  SwH 24 DISHWASHER, 48 DBA, 55 1 1.136.41 MY Open E/25
Mizc Mo  BA DISHWAS. . Builders Allowance Dishwasher 1 -750.00 MY
4 A | Ry

[tem T Model T Labor T Misc T LComment T W arranty T Payment T Tax T Package T Signature
Payment Type  [PAUTH | [EPCE Fre-Autharizarian &mount 0.00 Trip#t[ 1
Entry tethod Receipt  Preview | Print | Email | Irvvaice Total 3.655.62 Date Posted
Card |Mastercard - 5454 | - Payments Iﬂ 00400400
Auith # |AVS185 | Tx1D | | AMS ST Balance 9655 62

Stat
Click here to view/change address for thiz payment Show Signature Change
pen
Commen ! e:.:gxzuzat
Cashedoutby [ ] On [00/00400 | at | Wodified
Branch |Default _| |&ndersons sppliances I:l 00/00/00
: Invoice Total
Discount

ﬂeader| Add ‘ Edit ‘ gelete| Esit | Add From Cart ‘ |||||||||||| 5,655.62

Voiding an EPASS Pay Transaction
If an error is made when taking a payment, the transaction can be voided and removed from the invoice.
warning

e We recommend that you void payments through EPASS only and not through Merchant Track.
Transactions voided in Merchant Track are not reflected in EPASS and this may cause errors in your
data and reporting.

e You can only void EPASS Pay transactions on the same day that they were taken and before they are
placed in your daily batch. To see if a transaction has already been batched, you can search for the
transaction in Merchant Track and view its status. If you can't void the transaction, you will have
to refund it instead.

To Void Payment

1. Open the Invoice Detail in Edit mode.

-50 -

https://epass.software/about/welcome-to-epass-user-conference-2025/


https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Searching%20for%20Transactions
https://help.epass.software/help/EPASS%20Pay/Merchant%20Track/Searching%20for%20Transactions
https://help.epass.software/help/EPASS%20Pay/Refunding-a-Transaction

EP‘,ISS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

2. Click the Payment line that you want to void.

B« Invoice £03-1 - Howlett, James - Review Payment

Type | Pack. | Item | Loc | D escription | Lk | Aot
Comment Mo Thiz Irvvoice has been split, furt... 1] Q.00
M odel Mo JORPS48HL dfH 48 DF RAMGE, B'wW/GRIDOLE. . 1 1890700

- Payrent Deposit payment

3. At the bottom of the window, click Void.

B3« Invoice £03-1 - Howlett, James - Review Payment

Type | Fack | [tem | Loc | D escription | IJI:_I,I| Aot
Comment Mo Thiz Invoice has been split, furt... 1 000
M odel Mo JDRPS4EHL $4H 48 DF RAMGE, 6w /GRIDDLE... 1 1890700
: [ epozit payment 1 534123
Fa . F o r VPRY S 0 S Y Y .
L I PR R A I ][5 | Y
Diiscouwnt
Header | Aeld | Edi | Enidt}J Exit | ad

4. Click Yes at the prompt.

The transaction is removed from the invoice and its status is Voided.

Refunding an EPASS Pay Transaction

You can refund a customer's previous EPASS Pay transaction back to their original payment method once the
payment has been batched. This means that you cannot refund a payment on the same day that you take the
payment. Usually, the waiting period is a day.

What if the original payment wasn't made through EPASS Pay?

Any payments made before you started using EPASS Pay do not have a transaction ID and are refunded using
an alternative method. Follow the instructions for refunding a payment not made through EPASS Pay.

-51 -

https://lepass.software/about/welcome-to-epass-user-conference-2025/


https://help.epass.software/help/EPASS%20Pay/Refunding-a-Transaction#refunding-a-payment-not-made-through-epass-pay

EPASS

sorTwaAnRrRa R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software
info

You can only refund payments without a transaction ID within 180 days of your EPASS Pay onboarding date.
After 180 days, you can’t refund any payment that doesn’t have an EPASS Pay transaction ID.

To Refund an EPASS Pay Transaction
1. Open the Invoice Detail in Edit mode.

2. Click the Payment tab.

B3« Invoice # RS00000092 - Queen, Oliver - Add Payment

Type | Fack | Itemn | Loc | D escription | I]ty| .-‘-‘-.mu:uunt| Tax 1 | Tax 2 | T.
b odel Mo  DCF148A3wWDE PwH B0 CHEST FREEZER14.5CU ... 1 139677 Mo Tes I
kodel Mo  B3GCDEOSMS SwH 36 FREMCH DOOR, 55 1 BO4048 Mo Yes I
Comment Mo Add a payment uzing YWirtual Te... 0 .00
Payment EPCC Depozit payment 0 3,960,234

[tem T todel T Labor T Mizc T Lomment T W arranty T Payment | Ia
N

Panrnent Tine | | | rnmn iak

3. Inthe Payment Type dropdown, select the EPASS Pay Payment Type you are refunding to.

Payment Type | J | AT
Camment Code D escription i‘
CASH CASH I
Branch CHE CHEQLUE NE
ERACH EPASS Péy ACH
EF4SS Pay Credit Card ]
EPDLC k: EPASS Pay Debit Card B:
EFWT EPASS Payirtual Terminal Ck
EXCHG Exchange |

4. Enter the Amount of the refund as a negative. This triggers the refund function in EPASS.
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Item T tiodel T Labar T Mizz T Cormment T W arranty T Payment T Tax T Packam

Payment Type  |EPCC | |EP&5S Pap Credit Card Armount [ 336034 Tendered

- Befund without anginal ransaction
Oniginal Tranzaction

T=1D | J Muaote: Refunds will be proceszed through

oy

With a negative amount
entered, this area

Entry Method | | the same Branch az the anginal Sale.
Card | crerce [ automatically changes to
accommodate the
refund process.
——
5. Click the Tx ID browse button.
Criginal Tranzaction
T=ID | MHaote: Refunds will be proceszsed through
Enitry Method | the zame Branch az the anginal 5 ale.
Card | |
6. Select the original transaction from the list, and then click Return.
B3+ Select Payment Transaction E\@
Bill to Cugtomer Branch Record
Code |232583 | MName |D|iverGueen | | Default | | 1/1 | Return | Cancel ‘

Trans IO Invoice # Branch | Amount 5 | Card Brand Card # | Entry Method Auth # Payment Type | User

*53454 | Form Keyed 121141 EPCC

7. (Optional) Enter a Comment for this transaction. The comment appears on the invoice payment line.

8. If not already selected, select your Branch from the dropdown.

Branch |Defailt _ﬂ\g.ﬁ.ndersnns Appliances
Code D escription
1 Anderzonz South Sumey
2 Anderzonz Richmond
3 Anderzonz Calgary h
4 Anderzong Ottawa
9 Anderzong Delta W arehougze
Drefault Anderzonz Appliances
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9. Click OK. Once the refund is processed, the result is applied to the invoice.

B3 Invoice # R500000092 - Cueen, Oliver - Review Payment

Tupe | Pack. | [termn | Loc | Description | Dt_l,l| .-'f-.mcnuntl Tax1 | Tax 2 | Tax 3 | Status
Model Mo DCF14543wDEB IwH B0 CHEST FREEZER45CU .. 1 139677 Mo hi=: Mo Committed
Model Mo B3BCDSOSMS  IwH 36 FREMCH DOOR. 55 1 £.040.43 Mo hi=: Mo Committed
Comment Mo Add a payment uzing Virtual Te... ] 0.00

Favrnent EFPCC Deposit payment ] 3.960.34 Open
Fayment EPCC Declined. Amount requested: -%.. 1] 0.00 Cornmitted

Order cancelled

Itermn T Model T Labar T Mizc T Comment T Wafarranty T Payment T Tax T Packz

Payment Type  |EPCC | |EPASS Pay Credit Card Amount [ 336034
Entry Method |FD"TI Keyed | Receipt Preview | Prit | E mail | Invoice Total 732067 [
Card [Mastercard - =h454 | - Payments E

Auth # (060803 | TwiD (2228008847 Javssow | | paanee

Click_here to view/change address for this payment Show Sighature Change 000 i

Refunding a Payment Not Made Through EPASS Pay
Transactions not made through EPASS Pay are refunded to a customer's credit card.
info

Refunding a transaction without the original transaction ID is only allowed for 180 days starting from the date you
on-boarded with EPASS Pay.

To refund the transaction, do the following:
1. Open the Invoice Detail in Edit mode.

2. Click the Payment tab.

B3+ Invoice # RS00000092 - Cueen, Oliver - Add Payment

Type | Pack | Item | Loc | Description | Dt_l,ll f—'-.mu:uunt| Tax1 | Tax 2 | T.
bdodel Mo DCR145A3WDE SwH  B0CHEST FREEZER46CU .. 1 139677 Mo Yes I
odel Mo B3ECDEOSMS PuH  3EFREMCH DOOR, 55 1 BO04043 Mo Ves I
Comment Mo Add a payment uzing Virtual Te... 0 Q.00
Payprnent EPCC Deposit payrment 0 3.960.34
Iterm T todel T Labor T Mz T Comment T W arranty T Payment Ta
Panrnent Tune | | & rnm it I—
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3. Inthe Payment Type dropdown, select EPASS Pay Credit Card.

Payment Type | J | AT

Cormment Code Description i‘
CASH CASH Iy

Branch CHO CHEQUE :
EPACH EPASS PAY ACH i
EPCC EP&55 Pay Credit Card N
EPDC A3 EPASS Pay Debit Card B
EFWVT EPASS Pay Virtual Terminal CF
EXCHG Exchange |

4. Select Refund without original transaction.

Payment Type  |EPCC _| |EP&55 Pay Credit Card
lﬁﬁefund withaut original transaction

Entry Method |I:reu:|it Card on File j

Card | ﬂ

Click_here to view/change address for this pavment

5. Select the Entry Method from the dropdown. If PIN Pad is selected, select the PIN Pad you are using
from the dropdown.

[+ Refund without original transaction

Entry b ethad |F'IN Pad j [v Save Credit Card for Future Use
PIN Pad | efaultEt | |Mobile 5000

Click here to view/change address for thiz pavment

6. Click OK. Once the refund is processed, the result is applied to the invoice.
Viewing the Refund in Merchant Track

1. Click the Merchant Track button on the toolbar.

P Tools Windo

K

2. Click Recent Transactions — View Report.
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di EPASS Py Wi rhant Tl

= EPASS Pay MerchantTrack

[-— Dashboard

%
==Y Dashboard
C.I' Shortouts
B »
Ky Recent Transactions

Whrw Ropoit

3. The refund appears in the Transaction Report. Click the Transaction ID link to view the complete refund
details.

dh EPASS Pay MerchantTrack

= EPASS Pay MerchantTrack

Dashboard / Reports / Transactions Report Parameters / Transactions Report

=8 Transactions Report
T Search Parameters
Merchants: Date Type: Auth Date Transaction Types: Time Zoni
All
Start Date: 7/18/2024
End Date: 7/24/2024
BB Report Data
Showing Records 1 - 16 of 16 Results per page: 100 ~ Time Zone = Mountain
< 1 of 1 &3
Merchant Display Transaction | Auth Date v Invoice Name on Last  Processing En
Name 1] - Number Account 4 Network Amount Status Me¢
2252692683 724/2024 10:32:20 AM RS00000121 James 5454  Credit ($1,536.17) Batched
Melson
2252650708  7423/2024 6:33:00 PM JENMY LOCK 5454  Credit $75.00 Batched
2252645306 F23/2024 34222 PM RS00000004 Miki Otake 5454  Credit ($1,249.66) Batched
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About Merchant Track

Merchant Track is our online payment portal used to access transactions made with EPASS Pay. You can use
this tool as a way to view detailed information on all of your transactions, fees, and deposits.

= EPASS Pay MerchantTrack

&
Dashbaard Dashboard
$
=" Dashboard
; l:] ; Shortcuts Stats
H > Total Transaction
Terminais Recent Funding Activity Recent Transactions Count
(% 627
feports Total Transaction
View Report Volume
$441,973.37
Last Transaction Date
8/23/2023 10:16:02 AM
MT
Last Transaction
Merchant
=3 e |
£30,000
% R Last Transaction
= Amount
[ =4
_ $149.00
§ 520,000 Last Transaction ID
& 2213861866
S *?”b'{f}xf?:'{f{é}ﬂ{;ﬁrﬁ‘w?‘ﬁpwé?ﬁ'&é‘:‘{r&?ﬁ;ﬁ & qs-@ﬁieé“&e}*mﬂ&ﬁ\he'?h@':qéﬁ SEFFPE W
info

Merchant Track includes a virtual terminal that can process transactions, however, we recommend that you do
not use this option to process payments. Any transactions processed through the virtual terminal are not
recorded in EPASS. To prevent staff from accessing virtual terminal, make sure that you disable access in their
EPASS User Security Settings. See EPASS Pay Security Options for more information.

Accessing Merchant Track
You can access Merchant Track from within EPASS:

1. Log into EPASS.
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2. On the toolbar, click the Merchant Track button. Merchant Track opens at the Dashboard.

P Tools ﬂindufﬂap\

B &« %"ﬁ E

info

If the Merchant Track button is unavailable, you might not be correctly set up to use Merchant Track or have the
correct security permissions. Contact your IT department for help with configuring your EPASS user account or
view Setting Up EPASS Pay.

Dashboard

The dashboard provides you with a quick glance at your business or locations’ recent activity. You can look at
recent transactions, recent funding, and get a quick graph of daily sales volumes. This is the first screen you'll
see when logging into Merchant Track and is a great snapshot of information.

Dashboard

Vi T ot
T s

i i (e

tip
If you have multiple locations, you can reduce the number of graph lines you see by clicking the color blocks
next to each location name located at the top of the graph.

Viewing Recent Funding Activity and Recent Transactions
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At the top of the dashboard is the Recent Funding Activity and Recent Transactions shortcuts. These two
reports can provide you with a quick snapshot of the week's EPASS Pay data.

Dashboard

Shortcuts

Recent lransactions

View Report

Clicking View Report for either of these will show you a Funding Summary or Transactions report from the past
6 days, including the current day. You can also export these reports as a PDF or a CSV file.

Merchant Track Security Options

There are several security options that control access and functionality of Merchant Track. Make sure to review
this topic and all the security options available before assigning options to your users or groups.

To Access Security Options
1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open.
2. Select a User or Group from the list, and then click Security.

3. Inthe category list on the left, click EPASS Pay.
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B9 Security for User: Chris

Search for Security Options

[rvaicing

Purchazing

[tern [nventany

Serial [nventorny

Serial Inventony Lists
Senal Inventory Costs
Accounts Payable
Accounts Receivable
General Ledger
Higtary

Syztem Maintenance
Meszzaging

Wireless [nventany
Financing

ePA55 Mobile Sales
ePASs Mobile Service
General

Text Numbers
Owverndes

ePA5S Reports

ePA55 HEEDHS - Cuztom

Security Dption

[C] Merchant Track. -
[C] Merchant Track. -
[ terchant Track -
[ Merchant Track -
[ Merchant Track -
[[] Merchant Track. -
[[] Merchant Track. -
[[] Merchant Track, -
[[] Merchant Track. -
[C] Merchant Track. -

All Branches

Only My Branch

Tranzaction Search

Reverse Open Transactions
Reverze Settled Tranzactions
Reporting

Yirtual Terminal

T erminal M anagement

PCI Managemment

terchant Capital &dvance

Ok

Cancel

Select All

Dezelect
All

Power zer

Add
SecLrity

Security Option

Merchant Track - All
Branches

Merchant Track - Only My

Branch

Merchant Track -
Transaction Search

Description

Allows access to Merchant Track data for all branches.

Allows access to Merchant Track for the User's branch only.

Enables the Search For Transaction feature in Merchant Track.
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Security Option Description
Merchant Track - Reverse Allows the User to reverse payment transactions that are currently "Open"
Open Transactions and not in a batch.

Merchant Track - Reverse

. Allows the User to reverse a transaction that has already settled in a batch.
Settled Transactions

Merchant Track - Reporting Enables the Reports section in Merchant Track.

Enables the Virtual Terminal in Merchant Track.
Merchant Track - Virtual Note: We recommend that you keep the virtual terminal disabled for your
Terminal staff. Any transactions processed through the virtual terminal are not
recorded in EPASS.

Merchant Track - Terminal Enables access to the Terminal management screen in Merchant Track.

Management
Merchant Track - PCI Currently not used. This option will control access to a feature in a future
Management version of Merchant Track.

Merchant Track - Merchant Currently not used. This option will control access to a feature in a future
Capital Advance version of Merchant Track.
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Searching for Transactions

The transaction search is the most used feature in Merchant Track because you can find a specific transaction
or set of transactions. Additionally, you can confirm a refund for a customer went through or find out why a
customer's payment failed.

info

To search for a transaction, the EPASS user needs the Merchant Track - Transaction Search security option.
See EPASS Pay Security Options for more details.

To Search for a Transaction

1. Start Merchant Track by clicking its button on the toolbar.

P Tools Windo He

o bz )

2. On the left side menu, click Transaction Search.

= EPASS Pay Merchant

@
Dashboard Dashboard

$
Transaction D a S h b 0 E

Search

K
L] Shortcuts

Virtual

Terminal

There are a several filter options to narrow your search of a transaction.
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Dashboard / Transaction Search

Transaction Search

Merchant *

@

Processing Networks

Unselect All | Select All

M None - Failed
M Credit

M Debit

M ACH

M Gift Card

M Fleet

Payment Method

o Any Payment Method

Status

Any

Transaction ID

123456

o Account Holder Name
Harris

Customer ID

54321

Time Zone *

v uTC

Transaction Date Type

Auth Date

9 Date Range Start Date

11/01/23

Date Range End Date

11/30/23

Invoice Number

12345

Account Last 4

5454

¢ @

If you have access to multiple locations, you can select a single location from the dropdown menu. If

there are multiple locations, the menu list will be in Alphabetical order.

B  Filter the search results by payment method (for example, VISA, Mastercard, American Express).
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Each transaction has a status associated with it. You can filter your search by status type here. For a
complete list of statuses and what they mean, view Transaction Statuses.

Every payment made in EPASS Pay is associated with a transaction ID, account holder name, and
D customer ID. If you need the status of a specific transaction, you can enter one or more of these pieces
of information here.

If you'd like to search for transactions within a certain date range, enter a start and end date here. If a
date range is not selected the entire transaction history is returned in the search results. You can also
select which date is used from the Transaction Date dropdown: the Authorization Date or the Capture
Date.

F If you'd like to search for a payment on a specific invoice, enter the invoice number here.

G  Enter the last four numbers of a card used for payment to find all transactions associated with that card.

Viewing Reports

Merchant Track and EPASS Pay have several built-in reports that you can use to review deposit, sales
transaction, and chargeback activity in addition to monthly statements and general reports.

To View Reports:
1. Start Merchant Track by clicking its button on the toolbar.

P Tools

El

2. On the left side menu, click Reports.
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Shortcu

Virtual
Terminal

H »

Terminals

In addition to viewing reports within Merchant Track (complete with hyperlinks to each transaction’s details), you
can also export all reports to PDF or CSV for offline viewing.
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Dashboard / Reports / Funding Summary Report Parameters / Funding Summary Report

-
{
Funding Summary Report P
I
_ : r
B » Merchants: Start Date: 9/1/2023 “ ie: Mountain
BB Report Data o
P
Showing Records 1-8 of 8 -
P
1 of 1 ’ Export to CSV Export to PDF
Merchant Display Funding Processing Sales Sales Gross e
Name D Date ~ Type Count Total {f Amount Fees Amount
21778 9/27/2023  Card 1 $245.25 $245.25 ($8.47) $236.78
21718 9/26/2023  Card 1 $3,960.34 3 $3,960.34 ($129.27) $3,831.13
21645 9/13/2023  Card 5 $4,095.26 f $4,095.26 ($134.10) $3,961.16
Report Types and Details
Report Name Details
Funding Shows the funding information in summary per funding batch and provides links to the

Summary Report Funding Detail Report that shows the contents of the funding batch selected.

tip
Click the Funding ID hyperlink to view the funding details.

Transaction Shows total transaction count and volume per day for each payment method. Only
Summary Report shows the total transactions in count and volume per day for each payment method.
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tip

You can change the payment method you want to view under “processing networks” (credit, debit, fleet) and it
will show the total transaction count for each selected payment method.

Shows the transactions that have been funded in the specified date range. Similar to

Funding by
Transaction Report

tip

the Funding Details Report but shows all the transactions that have been funded in
the specified date range.

This report is a great tool for reconciliation since the fees are included by transaction.

Funding by Line-ltem
Report

Chargeback Summary
Report

Chargeback Report

Chargeback Action Report

Transactions Report

info

Shows the transaction line items that have been funded in the specified date
range.

Shows the count and volume of chargebacks for the given date range.

Shows the details of chargebacks for the specified date range.

Shows the details of chargeback actions for the specified date range.

Shows all transactions (successful and failed) that occurred during the
specified date range.

Merchants have the option to view only successful, failed, or all transactions with the dropdown menu.
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Provides summaries (by day and payment method) of transactions processed during the

Merchant month selected, plus deposit summaries and listings of the fees, chargebacks, and ACH
Statement . . .
returns in the deposits during the month selected.
Merchant . . . - .
Deposit Provides deposit summaries and listings of the fees, chargebacks, and ACH returns in
P the deposits during the month selected.
Statement
info

We do not suggest using the Merchant Statements for reconciliation. We strongly urge using the Funding
Summary and/or the Funding Detail report to view deposits and fees from a reconciliation perspective. This is far
more intuitive and user friendly vs. the merchant statement. However, the merchant statement will provide high-
level information on deposits and fees, along with any terminal lease and/or PCI tool/compliance fees.

ACH Returns Summary Report  Shows the count and volume of ACH Returns for the given date range.

ACH Returns Report Shows the details of ACH Returns for the specified date range.

Transaction Status

The following is a list of each transaction status and what they mean.

- 68 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EPASS

sorTwaAnRrRa R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

Status

Authorized

Batched

Charged Back

Failed

Partially
Charged Back

Partially
Refunded

Partially
Reversed

Refunded

Description

An authorized transaction is a debit or credit card purchase for which the merchant has
received approval from the bank that issued the customer’s payment card.

The payment has been authorized and has been placed in your daily batch. This does not
necessarily mean that the payment has been fully processed; most credit transactions take
some time to process.

The card holder issued a charge back on the payment. This can occur when the card
holder disputes a purchase made using their credit card.

The payment did not go through the system. No charge will be made to the card. If a
charge is present, it will fall off.

A partial charge back is a charge back for any amount less than the total amount of the
transaction.

Payment was received for the order and then refunded for a partial amount.

If the final capture amount is less than the authorization amount, the merchant can partially
reverse the authorization so the settlement amount matches the new authorization amount
and so the unused card funds can be released.

Payment was received for the order and then returned for the full amount. As soon as the
refund settles, the funds are sent back to the customer's bank account. The customer's
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Status Description

bank may take a couple of days to deposit these funds, so it is normal for your customer to
experience a small delay.

A transaction that did not communicate to the processor as "failed" and successfully
batched after rendering a failed status during the initial purchase attempt. A settled after
failure is considered a batched transaction.

Settled After
Failure

Transactions are often suspended to quickly free up a register for a different task without
losing any progress on the current transaction. For example, a store associate starts to
process a customer's transaction on a mobile device but must complete it on a register
that has a cash drawer. In this case, the store associate can suspend the transaction on
the mobile device, and then recall and resume it on a register.

Suspended at
Terminal

The payment was cancelled before it could be collected, essentially cancelling the
Voided transaction. When a transaction is voided, it shows up as a pending transaction on the
customer's account for a short period of time, while the process is completing.

Creating a Terms and Conditions Agreement

This tutorial walks you through the steps to create a "Terms and Conditions" agreement in EPASS, which you
can send to a Pin Pad for the customer's signature. These same steps can be applied to create other
agreements or contracts as well.

Step 1 - Creating the Terms and Conditions in the Comment Table
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Contracts, agreements, or any other documents that you want to send to a Pin Pad terminal for a customer to
sign are added to the Comment table. Our first step is to create our Terms and Conditions agreement in this
table.

1. In EPASS, go to Tools > System Maintenance.

2. Click Comment, and then click Open.

B - X

Tables | Yanables

Brand ~
Carmer

Check Senies

City

Calar

:Comment
Commizzion
Commizzion Stuctune
Complaint
Contract Statusg

\Dr T

Fe  ags
GL Repetitive Ty Grp
Haoliday A

Openy, | Cloze
by

3. Click Add.

B Comment — pod

* Code [l escription

* Pleaze mail cheque to *Attn ; Credit DeptE371 Chelmsford Stre
Door swing iz requined
R, Auth #: Senal : Scrap @ : Branch : Custine: #: Cust

Bl | Eeview| gddﬁj Edit | Delete | Exit |

4. Enter a unique Code to identify the Terms and Conditions. For this tutorial, we're going to use TAC.

-71 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EP‘ASS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

5 Add Comment

Code  [ady

Drezcription

5. Click the Signature Comment checkbox, and then click the EPASS Pay Signature checkbox when it
appears.

B4 Add Comment - >

Code TAC 0K

Dezcription

Caricel

[~ Update History [~ Obsolete [ Show on Parts Distributor B eturns
¥ Signature Comment [ Initial v EFASE Pay Signature
Header |

Sub-Header

Department | ALL
& RAC TR AR ER

The Signature Comment checkbox adds a signature line to the comment, and the EPASS Pay
Signature checkbox adds a Header and Sub-Header field.

6. Inthe Description field, enter the body of the Terms and Conditions.

59 Edit Comment TAC 1. Payrent is due within 30 days from the date of t...  — >
Code TAC ok
Description [i. Pavment iz due within 30 days from the date of the invoice.

2. Late payments may be subject bo a 5% late fee after the due date. Cancel

3. Papmentz are accepted through credit card or bank transfer.

[ Update Hiztary [ Obzolete [ Show on Parts Digtributar B eturns
[v Signature Comment [ Initial [v EPASS Pay Signature
tip
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When entering text into the Description field, to start a new line, press SHIFT + ENTER.

7. The Header and the Sub-Header fields are optional. We could leave them blank, or we could use them
to add titles to our Terms and Conditions.

o We'll use the Header field as our main title, and we'll enter Terms and Conditions.

o We'll use the Sub-Header field as an introductory statement, before the list of terms. We'll
enter The undersigned agrees to the following.

Header |Terms and Conditions

Sub-Header |The underzigned agrees to the fallowing: I

With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar
to the following:

Terms and Conditions ==
The undersigned agrees to the follawing: Sub-Header =

1. Payment is due within 30 days froem the date of the invoice.
2. Late payments may be subject to a 5% late fee after the dus date.
3. Payments are accepted through credit card or bank transfer.

8. Inthe Departments area, we'll select the Departments in our organization that can add these Terms
and Conditions to an invoice.

Description

D epartment ALL
v| METRO YANCOUWER
v| CALGARY
I T TAk A
SERVICE
w| SALES

9. Click OK to save the Terms and Conditions, and then click Exit to close the Comment window.
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Step 2 - Adding the Terms and Conditions to an Invoice and Sending it to a Terminal for Signature

Now that we've created the Terms and Conditions agreement, it's ready for us to add to an invoice and send it to
a payment terminal for signature.

1. With an open invoice in Edit mode, click the Signature tab.

1 (R (SIS [ErRE]

37 Wi Open 00
a0 MMM
i MMM <

>

Pavment T Tax T Fackage T Signature

2. Make sure that the EPASS Pay checkbox is selected.

8800 MMM v
>

T Bayment T Tax T Package T Signature

Vi EPASS Pay Triptt | 1
I_%ignature Pad

| Touch Screen

3. Inthe Comment dropdown, select Terms and Conditions (TAC). Our Terms and Conditions text is
automatically entered in the Comments field, as well as the Header and Sub-Header field.

Misc Mo  ECOFEEZ.50 Eco Fees $2.50 1 280
Mizc Mo  DELMWERY Deliver) Fees 1 a8.00
<

[tem T todel T Labor T Misc T Comment T W arranty T Payme

Comment | TAC E 1. Payment iz due within 30 dayz from the date of the in
ate.
Code Dlezcription e
AC 1. Payment iz due within 30 days from the date of the iny
EPASS Pz
Header
SubHeade
PIN Pad

4. Make sure that the Pin Pad we want to send the agreement to for customer signing is selected in the Pin
Pad dropdown. If not, we can select a Pin Pad from the dropdown.
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PIM Pad  |DefaultE00 _& [EP&55 COMPANYZ

Code [l escription
EPASS COMPANY2

] 1 T ] LIEL =1 i

5. Click OK.

Our Terms and Conditions agreement is sent to the Pin Pad. On the Pin Pad, the customer can scroll through
and read the agreement, choose to "Agree" to it, and sign it. Once they sign it, their signature is captured in
EPASS and is added to the Invoice. The Terms and Conditions, along with the customer's signature, can also be

printed on the invoice.
info

Custom programming may be required to print signatures on your invoice.

=

B3 - Invoice # RSO0000005 - Suen, Eugene - Review Signature = =N ==
Type | Pack | ltem | Loc | Cezcrpion | Q]  Amconi| Wiy | Tax | Stas | QOH
Model No BBLCTBOSNS  9wH % FREMCH DOOR, 55 1 50882 WYY Dpen 00
Comenent Mo Flease nobe that supply is minim [} 0upn L
Model Mo  NMTETZ2S FwH 27 BUILTAN TRIM KIT 1 37781 WYY Open o0
Model Mo ELGES3 SWH 36 WALL MOUNT HOOD, 600 1 158067 WYY  Open 00
Mize Mo ECOFEEZSN Eca Faes $250 1 250 HHM
Mise Mo  DELIVERY Dhesvesiy Fesns 1 28,00 HHM
0 5 0

>

Mem | Model |  Lebw | Mac | Comment | ‘Waranty | Pament |  Iax | Package | Signature |

Cosenent  [TAC | [T Payment is chas within 30 daps from the date of the e, R EPASS Py Tip#t [ 1
2 Labe papments may be subject Lo a 5% Iste fes after the dus dabe ™ Signabue Pad
3 Fagpments ane accepted theough credt card or bank bansher, [ Touch Baman

EPASS Pay Signaiuee
Header  [Tom and Condiions
SubHeade! [Tha indarsigried ageeet to tha folowing

nae | R Created
i F A | { ST
; : y Modifed
w o f , i ; [00/00/00
ol LS o f Y | -~y 7
| T B r
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Capturing a Non-Payment Signature

EPASS Pay credit card terminals support signature capture from EPASS for non-payment related items, such as
"Terms and Conditions" or contracts.

For example, you can have EPASS Pay send a "Terms and Conditions" agreement with a signature line to a Pin
Pad terminal. The customer can scroll through the terms, accept them, and sign with EPASS capturing their
signature. Signatures are saved in EPASS along with a copy of the signed contract and can be printed on your
invoice. (Custom programming may be required to print signatures on your invoice.)

If you are using a separate device for signatures, you can eliminate one device and do it all through EPASS Pay.
We recommend using the Lane 7000 if you plan to capture signatures for terms and conditions, as it has a larger
screen, though it does also work on the Lane 3000 and Move 5000.

To Capture a Signature on an Invoice

1. With an open invoice in Edit mode, click the Signature tab.

o P o weo
37 Mt Open 00

a0 MMM

i MMM 1

>

Payment T Tax T Package T Signature

2. Make sure that the EPASS Pay checkbox is selected.
88,00 NHN v
>

T Papment T Tax T Fackage TSignature

v EP&SS Pay Triptt | 1
I_%ignature Pad

[ Touch Screen

3. Do one of the following:

o Inthe Comment field, enter a message that you want to appear on the invoice above the
signature line (for example, "The undersigned agrees to the terms of sale.")
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Mizc Mo  ECOFEEZ.A0 Eco Fees $2.50 1
Misc Mo  DELYERY Deliverny Fees 1 a

250
2.00

R&D Business Systems Ltd.
TF: 888.629.4218
sales@epass.software

Item T Moadel T Labar T Mizc T Carmrment T Warranty T Pavrnent

Camment | J The underzigned agrees to the terms of sale.|I

EPASS Pay Signature

[N P I

-OR-
o If you have a pre-generated message saved in the Comment table, select it from
the Comment dropdown.
Mizc Mo ECOFEEZ.ED Eco Fees $2.50 1 2580
Misc Mo DELWERY Delivery Fees 1 a8.00
£
Item T todel T Labar T higc T Cormrment T Warranty T Bavrmne
Comment |T.-’-'-.E _ﬁh FPayrnent iz due within 30 days from the date of the in
ate.
Code Dezcription =
1. Payment iz due within 30 days from the date of the iny
EPA&SS Pz
Header
SubHeade
FIM Pad
4. (Optional) Enter a Header and Sub-Header.

EPA45SS Pay Signature

Header |Terms and Conditions

SubHeader

Signature required)| I
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With the Description, Header, and Sub-Header fields filled, the layout on the payment terminal will look similar

Terms and Conditions
The undersigned agrees to the following:

1. Payment s due within 30 days froem the date of the invoice.
2. Late payments may be subject to a 5% late fee after the due date.
3. Payments are accepted through credit card or bank transfer.

5. If necessary, select the Pin Pad terminal that you are sending the signature line to from the dropdown.

to the following:

PIMN Pad  |Defaultf00 ‘E:Jr [EP&55 COMPANYZ

Code [ ezcription

D efaultB00 EPASS COMPANYZ

I I LILLS ] IBELGEU J

6. Click OK. The signature is sent to the Pin Pad for the customer to agree to and sign.

Once the customer agrees and signs on the Pin Pad, their signature is added to the Invoice.

-78 -

https://lepass.software/about/welcome-to-epass-user-conference-2025/



EPASS

= 0o T W A R =&

User Conference 2025
Wednesday, October 22™ — Friday, October 24"

R&D Business Systems Ltd.
TF: 888.629.4218
sales@epass.software

[Trpe [ Pack [tem _ [Loc | Descrption [ Oy Amous| wiy | Tax | St | GOH
Model Mo B3BCTBOEMS  9wH 3 FREMCH DOOR. 55 1 50382 WY Open 00
Comenent Mo Ploase nobe that supply is minim 1} oo W
Mol Mo MNTK7ZS SwH 27 BUILT-N TRIM KIT 1 7740 MY Open o
Model Mo ELGES3 PwH 3 WALL MOUNT HOOD, 800.., 1 198067 WY Open 00
Misc Mo  ECOFEE2S0 Eco Fees $250 1 250 HHM
B No__ DELIVERY helvery Faes 1 85,00 HHM
Beom | Mogel | Labor | Mec | Comment | Waranty | Pawwent |  Tax | Package | Signatwe
o e T, W
payments may loa 5 Pad
3. Papments are accepted ticugh credit card or bank bansfer, FTMSLM
~ EFASS Pay Signatue
Header ﬁmuﬂm
SubHesde! [Tha indarrigred ageest bo the Following:
Signature | i e ' :_:" Coioaed
. .ri ; _;.-" .‘,f_" f H | EM 12523
'i; '|‘. JI;" i'._-' "'.JF_ __,.n-.",f :'" I_.uml-u_-
;RN AR e T i -1 Fo S
i B . LY il A
| - .
o i | | Mester | add | g@ | peee | E@ | acdromce | |[HLINN Iﬁl_zm,m.aa
|Gz oo
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Click to Pay

With EPASS Click to Pay, you can send your customers a link to a secure, cloud-hosted payment portal where
they can enter their payment information and send it directly to your EPASS system.

TRANSACTION RECORD

n &%

ABC Appliance Inc

PAYMEMT RECEIPT

Click to Pay links are generated in EPASS and can be used in various ways: you can add them to an email,
send them in a text, or add them to a button on your website.

Click to Pay is fully integrated into EPASS, which means payment is automatically added to the invoice. You’ll no
longer have to look at a report or get individual emails for each payment made on your website.

How it Works

EPASS Support will work with you to develop your payment portal. Once it's ready, you can add a link to the
portal from your website or embed the portal directly inside one of your site's pages. Customers can be directed
to these links where they are prompted to enter their name, invoice number, and payment information.
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EPLSSEAY
ABC
APPLIANCE

Payment Details

Last Name

DOE

Inveice Number

Y500498355

Balance ($)

1518.73

You can also send unique payment links to customers directly from EPASS. These links include the URL for the
payment portal as well as an authentication key that pre-fills the customer's invoice and amount owing when the
customer clicks the link.

You have two options for sending a payment link:

1. You can generate a link for the customer from their invoice, which you can then copy and paste into an
email or text message.

2. If you use EPASS Batch Email and Texting, you can create a message template that includes a unique
click to pay link for each customer in the email or text batch.

When the customer clicks the link, they are taken to your payment page, where their invoice number and amount
owing are automatically filled in for them.
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Name on Account

Card Number

Expiration

Once your customer completes entering their payment information, the payment is sent to your EPASS system
via our xAPI, which adds the payment to the invoice.

Technical Requirements

Click to Pay requires a separate Merchant ID which is different from your existing in-store processing MID. You
will work with EPASS Support to apply for this new Merchant ID.

Your IT team will also need to work closely with EPASS Support to deploy Click to Pay to your environment. We
will collaborate on the following:

e Provisioning a web application server for Click to Pay. If you are running EPASS Reports or the xAPI, you
may already have this server in place. If not, it will need to be provisioned. Click to Pay can not be hosted
on your existing database server. The requirements for the server can be found here. The server must
have a static IP address.

e Setting up remote access on the server so that our technician can complete the API installation and CTP
configuration.
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e Setting up IP whitelisting so that no connections to the server are permitted outside of the list we provide.
Ports 80 and 4250 will need to be open to these IPs.

Configuring Click to Pay

Click to Pay requires some initial configuration steps before it can be used to generate payment links.
Before Starting
You'll need:

e The full URL address of your Click to Pay page.

e Your Click to Pay Profile ID. This was provided to you by EPASS. If you don't have this
ID, contact EPASS Support.

Activate Click to Pay Security Options

1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open.

B3 Options — ot
Tables T Yariables

Sale Referral A

Sales Division

S W Y YYYYyYyY.

et Foimat
Test Humber
Transfer Status
Trip Charge
Init OF Measure

| zer Secunty
Warranty Type
YWieh Tags
YWireless Terminal

Qpen | Cloze
A3

2. Select a User or Group from the list, and then click Security.
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53 User — w

Search Optiong

Search F|:|r| By [ID ﬂ Matching |Anmakere | Type |E':'th ﬂ Search

HERHHRREHRN J |.|':"."HEI:I:Ird$ Shiow |.":"." ﬂ

Security Option

|=1D | Mame | Tupe | Group | Obsolete | - |
Accaunts Receivable Mo
Azzigtant Stare kM anager

CaP

Frint | Security Beview Add Edit Delete E xit
Lo

e

3. Inthe Keyword search box, enter CLICK TO PAY and select the following options:

B9 Security for User: Chris — >

Search far Security Optiohg
Keyward |CLICK, TO PAY]

Securty Option

Click to Pay - Yiew Payment Link, k.

Click ta Pay - Allow Reguested Amont

Cancel
Click to
Pay - View Enables the Click to Pay link in the Invoice Header. Without this option, the EPASS
Payment User can not generate a payment link.
Link
Click to
Pay -Allow A jows the EPASS User to generate a Click to Pay link that forces the customer to
ieques:ed pay a specific amount. If this is not enabled, the Click to Pay link will request the
moun
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amount owing on the invoice, but the customer can choose to pay a lesser amount.

3. Click to Pay Payment Link >
Invoice # [Fe000a0a0T EEm=r s
Bill To Last Name IShin Cancel
Expiry Days | b
Requested Armount W | 1.133.00
Lirk, I
Copy

4. Click OK.
Add Click to Pay Variables

1. Go to Tools > System Maintenance.

AR AP Tools Window Help

m 11} | I? Systemn Maintenance

Lock Table h

g Meszaging System

{C Toggle Cost Shift+F8
L Toggle List Shift+F9

Change Password...

¥ ePASS Updates

2. Click the Variables tab.
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B3 Options — =

Tables T “Wariables M

i

Advertizing ~
AP Trans [mpart

Bank Recon Tx Type

Barcode Schema

Bin Location

Branch

Brand

Carrier
L= Le O mry

3. Click EPASS Pay, and then click Open.

B3 Options — x

Tables T Yariables

Configuration
Company

Invaicing

Cluick Cazh
tanager Dazhboard
Dizpatching
Purchaszing

akTH
Financing
ePASS Mobile
‘wiebsite

Server Engine

| Qpenkl Cloze |
I3

4. Click the Click to Pay tab and do the following:
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[}
EPASS Pay ] AVS & DA ] Click to Pay [CTP) | CTP Notifications

Base UAL [bitps:/clicklopay. epass. software./andessons 1. 0K |

Prefie ID [005abod 12345678 Babe o —

Token Validty Days ]7? o
Enable URL Shoitening [

URL shortening service request timeout in seconds [ s

Enable LIRL shortening for the staging ervionment [

A  Enter the URL address where your Click to Pay page is hosted.

B  Enter your Click to Pay Profile ID.

If necessary, change the default number of days the authentication token is valid for. If the
C authentication token expires, the user can still follow the link to pay their invoice, however, they
will need to manually enter their name and invoice number at the payment portal.

info
If you set the Token Validity Days to 0, the Click to Pay link is generated without an authentication token.
About URL Shortening

Click to Pay URL links are “shortened” using the TinyURL service. You can choose to disable this service and
instead have Click to Pay generate an “expanded” URL link.

Tiny URL Link
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B9 Click to Pay Payment Link >

Invaice # [R5 00000016 e

Bill To Last Mame [Mazimoff Caricel

Ewpiry Days | 3

Requested Amount l_ | 0.00

Link Ihttps:a’a’pa}l.yuur.website:l.f'l:udepelZw

Copy

Expanded URL Link

B9 Click to Pay Payment Link >
Ivvoice # [R500000016 Generate Link
Bill To Last Mame |Masimaff Cancel
Ex=piry Days | €
Requested Amount I | 0.00
Lirk. Ihttps:a"a"_uu:uur-wel:usitea"pa_l,lments?tn=e_lrdJ b s gt M0 2T b 10 iU I b Db Dt AL CI b ObmFEE SR
Copy

Some network services and business block shortened URLs. If your Click to Pay recipients are having trouble
receiving shortened URL links, you may need to disable URL shortening.

Select URL Shortening Variables

1. Select the following:
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[}
EPASS Pay ] AVS & CW ] Click to Pay [CTP) | CTP Notifications

Base UAL [bitps:/clicklopay. epass. software.andessons 0K |

Profle ID [D05abcdD 123456789k Cancel

Token Validty Days 7

Enable URL Shedtening [

URL shorening sesvice request timeout in seconds 5 0

Enable LIRL shatening for the staging enviionment r 0

A  Click to enable or disable URL shortening.

This is how long EPASS will wait for a response from the TinyURL service. If a response isn’t
returned in time, an error is generated. We recommend leaving this set to 5 seconds, but if you
have a slower internet connection or are experiencing multiple timeout errors, you can try
increasing the time

C  Select this checkbox if you want to use shortened URLs in your staging environment.

Activate Click to Pay for Invoice Types

By default, Click to Pay is disabled for all Invoice Types. You'll need to decide which Invoice Types can generate
Click to Pay payment links and then activate the Click to Pay feature in each one.

1. Go to Tools > System Maintenance.

2. On the Tables tab, click Invoice Type, and then click Open.
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B3 Options — >

Tables T Yanables

[Fveentory Type
[Fvoice Murnber
|rwvaice Prink Form

voice Type
Job Status
Labar R ate
Lizt Price

I Ar=bee

Fricriky
Product
Product kajor
Product Minar

Opety., | Cloze
Wy

3. Click an Invoice Type, and then click Edit.

B9 Invoice Type >
* Code D'ezcription - |
Ps Partz
0 Guote

Fetail 5ales
SC Snlarjfice Claimz
WC YWendar Claims
il [rveenkary Safrike OFf
W T Estended YW arranty 'write OFf
Wi T Warranty Service -

i | Eeview| Add | Editg Delete
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4. On the Settings 1 tab near the bottom, click Show Click to Pay Payment Link.

B9 Edit Invoice Type RS Retail Sales — >
Settings 1 | Settings 2 | Settings 3 | Settings 4 | Required Fields .-“-‘-.Euulfl!ldairce /L Allocation Printing
Cods / Desc s [Fietail Sales ok,
Ohzolete - [ GE Home Delivery
Wwarranty Meither s | E stimate Frint Price Entered | Cancel
= no i - - - 2

I
D efault Location [ |_ J|

[ Default Locaton from Boute

Dretail Gy W arning 1]

v Estended lrvoice Detail v Show Reszerved Location Discrepancies
[+ Show Contacts Tab in Invoice Header [ Show Click o Pay Payment Link

I3

5. Click OK.
6. Repeat steps 3-5 for each Invoice Type that will use Click to Pay payment links.
Add a Click to Pay Payment Type

A unique Payment Type for Click to Pay payments must be added to EPASS. EPASS links all payments
received through Click to Pay to this Payment Type code.

Follow these instructions to add a Click to Pay Payment Type.

1. Go to Tools > System Maintenance. On the Tables tab, click Payment Types, and then click Open.
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B3 Options - >
Tables 1 Variables

Miscellaneors: Tupe ~
DEM
Pack

age
Packﬁ.ﬁll-lub

Pickes

PO Mumber

Podiuam Rules

Price List Template

Priarity

FvEslun Feason

Route

Sale Fefenal

Sales Division

S alespeson .

[ oo |

2. In the Payment Type window, click Add.

3. Fill'in the following fields:

B3 Edit Payment Type EPCTP EPASS Web Payment .X.
Settings I Bianch Restriction |
Code iEF‘L’TP W Credit Card [ Obsolete oK. |

Desciiption  [EPASS ek Payment
Cancel
G/LAccount 1000 i | [# Audd Profit Canter _J

Camenent Label |Comment
[ Comment Requied  Limkt Commentto | 0 Characters

Bank FIar:T_l,'puin.m I

Pwﬁmp!
Code

T AR [ COD. MetDays| 0 DapnbestMenth| 0
[T Do Mot Alowe Payments in Datail [~ DO MOT alow as payment on Contract

i !
o | I Show Onlrvoice Header [~ Show Indnvoice Detail [~ Show In Mobide Tech .|
|

I [ Dper Caszh Dirawmer [~ Make Perew Adjustmeant [Canada Only)
[~ Papment Processng
o Type |EPASS PAY - Credit | I~ Regquest Signature if Appicable
W Prevert Duplicate Payments [same card same amount within zame batch]
b Dizable Debi
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Enter a Code and Description. We recommend using code EPCTP. Select the Credit
Card checkbox.

B  Select the G/L Account that this payment type should link to.

Clear all of these checkboxes so that EPCTP isn’t an available payment option in the Invoice
Header, Invoice Detail, or Mobile Tech.

D Select EPASS Pay — Credit from the Type dropdown and select the Disable Debit checkbox.

info

Prevent Duplicate Card Payments is used for fraud prevention, and we recommend that this setting is always
selected.

Adding a Credit Card Upcharge

Credit Card Upcharges are used to recoup credit card fees charged by the payment processor. If you want to
add an upcharge to Click to Pay payments, do the following:

v Add Credit Card Up Charge

Percentage I 26000 & v Add aMegative Upcharge for Refunds Q

Misc f[cTPuc | |CTPCC Upcharge

Select Add Credit Card Up Charge. This will automatically calculate and add a credit card upcharge to
the Click to Pay transaction.
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B Enter the upcharge Percentage.

In the Misc dropdown, select the miscellaneous code that you use for Click to Pay upcharges. If you
need to create one, follow the instructions in Applying a Credit Card Upcharge.

(Optional) Select Add a Negative Upcharge for Refunds if your policy is to reverse the credit card
D upcharge on refunds. With this checkbox selected, a negative amount equal to the original upcharge
amount is added to the invoice when the payment is refunded.

Configure Click to Pay Messaging

EPASS can send a message or notification to a list of EPASS users or groups when a Click to Pay payment is
successfully made or declined by a customer. These messages, and the list of users that receive them, are
configured in the EPASS Messaging System.

Click to Pay Event Messaging

. .
ol S =
[} 1
Hr11agm |
Typm Upaan OM Chooze bom Lad Send Ta Uses
fie]
T — -
Egtrersy Srrpoq B ==ty
7Ll T Te——
i ia L sucoeshul onng paypmend s mae on o dollowsng mecos p.
Laac = umbns. Fr D000
N o] 1]
Dot Trma PAESNDE ST 44 PU
Papymed Mpchod Maesecmnd
Do
Forrard Replk Reped | o 0 | o Carcel

Click to Pay Event Notification Reminder

-94 -

https://epass.software/about/welcome-to-epass-user-conference-2025/


https://help.epass.software/help/Invoicing/Sales/Applying-Credit-Card-Upcharge

EPASS

sorTwaAnRrRa R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

-

E Rerminder | B (S|

From: Chris 1333 08/01/24

Subject:

Beference : lnvoice # BS00000155

Meszzage:

From : ePA55 ClickToPay Service User s
To : Chrig

Date : 16-Jul-2024
Time : 14:30

Subject :CTP Payment Success

| 10 Minutes ﬂ Snooze Reply

To Configure Click to Pay Event Messaging

1. Go to Tools > System Maintenance, and then click the Variables tab.

2. Click Message, and then click Open.
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B3 Options — X
Tables T Variables

Configuration
Compary

Invoicing

Quick Cash
Manager Dazhboard
Dispatching
Purchasing

Itern Inventory

Senal Inventony
‘Wirelezs lnventon
General Ledger
Accounts Receivable
Accounts Payable

SEtem Uidates

Text Messages
SMTP
Financing
ePAaSs Mobile
‘Website
Server Engine
EPASS Pay

Open, |  Close |

3. Click the Message Events tab.

B Messaging Systern Variables — >
General T Message events
g
]
[V Enable Meszaging System
Cancel
W Check for new messages every I 15 :|I zecond(z]
Check meszagedreminder poal I 15 j seconds

I Par um rarmindars anc ke AF sl araaraerss

4. Inthe Message Events list, scroll down until you see Successful CTP Payment Event and Declined
CTP Payment Event. Select their checkboxes to activate these events.
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55

General T Meszzage events
Check | M adule | Ewent | D escription ” ok
O [nvoice Cancel Orders Event Thiz event ocours when a Mo
Purchazing ET4 Date Changed on PO Thiz event ocours when ETA Cancel
O | rivoice Schedule/Pickup Date Chang...  Thiz event occurs when Sche
O | rvoice Wieh Order Event Thiz event occurs when a ney
O |rivoice Todays Schedule Date Chang...  This event ocours when Toda
O |voice Service Request Receive Event  Thiz event acours when a ser
O | mvoice Reszerving a Senal with a Unig...  Thiz event occurs when rezer

| nvoice Credit Approval Required Thiz event ocours when Cred
| nvoice Succeszful CTP Payment Event  Thiz event iz used for CTF su
|rvoice Declined CTF Payment Event Thiz event iz used for CTP des
[ Fveice ACH Return Event Thiz event ocours when ACH ¥
£ >
Dretailz Duplicate | Delete
5. Select the Successful CTP Event and then click Details.
B9 Messaging Systern Variables — )4

General T Meszage events
Check | kd odule Event | Drezcription ~ 0k
O |rrvoice Cancel Orders Event Thiz event occurs when a Mo
Purchasing ET4 Date Changed on PO Thiz event occurs when ETA Cancel
O |hwoice Schedule/Fickup Date Chang...  This event occurs when Sche
O |rvoice Weh Order Event Thiz event occurs when a new
O |Fvoice Todaps Schedule Date Chang...  This event occurs when Toda
O |Fvoice Semvice Request Recerve Event  This event occurs when a ser
O |Fvoice Reszerving a Senal with a Unig...  This event occurs when reser
[Fvoice Credit Approval Reguired Thiz event ocours when Credi
|voice Successful CTP Payment Event | This event iz used for CTP sug
|rrvoice Declined CTF Payment Event Thiz event iz used for CTP des
O |rrvoice ACH Return Event Thiz event occurs when ACH ¥
< >

Detailz | Cuphcate Delete

6. Do the following:

https://lepass.software/about/welcome-to-epass-user-conference-2025/

-97 -




EPASS

s orTwARS R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software
B3 Message Event's Details — O > |
Ewent Dezcrnption
|Successful CTP Payment Ewvent IThis event iz uzed for CTF successful payment notification

Uzer Description

To: 0 Ilzers in system e

(215 alesPerzond A5 ~

AP AT

CHRIS < C i Mezzage
CaPI

i+ Reminder

.-i'-.fter| 1j|Da_l,l[s] ;I

Subject 3
CTP Payment Success

Meszage :

A, successziul onling payment was made on the following invoice:

k. | Cancel |

For each user or group that should receive this message, click their name in the Users in

A
System list, and then click the left arrow = to move them into the To list.
Select whether the recipients receive a message in their EPASS Messaging Inbox
B (select Message) or a notification reminder pop-up when they log in (select Reminder).

If Reminder is selected, enter the number of hours or days that will pass before the user
receives the pop-up notification.
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C If necessary, edit the default Subject line and Message body.

7. Click OK and repeat step 6 for the Declined CTP Message Event.
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