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Bank and Credit Cards: 
 
 

 
 
 

Purpose: Allows the operator to process AutoCheck, Credit Cards and 
Lock Box Files. 
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AutoCheck Master File: 
 
 

 
 
Purpose: Allows the operator to search for a customer paying by check or enter in a 

new record. 

Note: 1. The first time this option is used, some information will be required to be 
entered. This will be saved in the Customer’s file (which can be located 
through Customer Inquiry). 

2. Check AutoPay if you want to auto bill the customer when the account 
has a balance. 

3. Enter the date for which you want to auto bill the customer. 

4. Enter in the last month the customer was billed. 
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Import Bank Accounts: 
 
 

 
 
Purpose: Allows you to import customer’s bank information from a CSV file. 
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Credit Cards: 
 

List Credit Card Accounts: 
 
 

 
 
 

Purpose: This screen allows you to print or view accounts with credit cards 
by ALL, AutoBill, Expired, Expired AutoBill, or Expiring Soon. 
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Example of Printed Report: 
 
The following report will print. 
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Select Credit Card Letter Accounts: 
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Enter Individual CC Charge: 
 
 

 
 

Allows the operator to charge a card manually. 

Note: 1. When a customer’s credit card is entered into the system, an 
authorization for $1.00 will be presented to the card. This authorization will 
drop off the credit card after a few days. This authorization is to verify that 
the credit card is valid and can be charged against. If the authorization 
fails, the credit card information is not saved to the file 

2. Suburban is not the Gateway. We do not control the funds to your bank 
account. Questions about not receiving funds should be submitted to 
Paragon (1-800-884-5208). 
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Looking up Customer: 
 

 
 

To look up a customer, enter the account number or part of the last name. Press the 
ENTER key or click the SEARCH button to continue. 

Enter part of the last name in the “Or Enter Part of the Last Name: field and click 
“Search” or press the ENTER button. 

If you enter part of the Last Name a pop up box will appear with a list of names to 
choose from. 
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Customer Information: 
 

 
 
 
This area will show details about a customer’s account. Including last payment, balance 
and budget balance. 
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Saving A Credit Card to File: 
 
If the customer does not have a credit card on file, the screen will fill in as much 
information from the account as it can. 

 

 
 
 

Note: Only customer’s that are in the format of “LASTNAME, FIRST” will 
have the name field automatically filled in. 
All Field Are Required. 
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Field Descriptions: 
 
 

Status: A= Active Credit Card Customer 
D= Deleted Credit Card Customer 
If the customer is changed to a “D” status, the credit card 
information will be removed from the system completely. 

Bill Day: 01-31 or Blank 
This is for information purposes only. When the customers are 
listed for auto billing. This column will be displayed so you can 
decide whether it is time to bill the customer. 

Credit Card 
Number: 

Enter the credit card number that will be charged. 

Expiration Date: Enter the Expiration Date as seen on the card in MM/YY format. 

CC Validation #. Enter the three-digit validation number located on the back of 
the card. 

CC Billing 
Address: 

Enter the address that the Credit Card is billed to. 

CC Billing Zip: Enter the zip code that is associated with the Credit Card 

Autobill: Enter {Y} if this card will be charged in the future through 
AutoBill. 

Keep Credit Card 
Information on 
File: 

Enter {Y} if you would like the information to be kept to autofill for 
future credit card transactions. 
NOTE: The credit card # is not kept on file. Rather a reference 
number for the initial transaction is kept to refer to this card for 
future transactions. 

Convenience 
Fee: 

This is an optional fee that you can setup to charge the 
customer a fee to use credit cards. 

Amount to be 
Charged: 

The dollar information to charge on the card. 

Print Receipt: Enter {Y} if you would like to print a receipt for this transaction. 

R This will reset the printer to the default printer. 

Note: Once you have entered the required information click continue. 



15  

Authentication Screen: 
 
Once the system authenticates the credit card, the following message will be display 

If the card is approved this message will appear: 
 

 

Verification Screen: 
 
Before the charge is submitted a verification message will be displayed. Click {OK} to 
continue or cancel. 
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Approval Message: 
Once approved, a message will be displayed with the Authorization Number. If an 
authorization number is not given, then the credit card was most likely not charged. If 
you chose to print a receipt, you will the be prompted to print at his time 

 
 

Customers with Saved Cards: 
 
Once a card has been saved the information will be filled in automatically when you 
enter the account number or name. 

Note: The credit card # is not kept on file. Rather a reference number for 
the initial transaction is kept to refer to this card for future 
transactions. 
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Changing A Saved Card: 
 
 
You may change a saved credit card at any time. To do so click on New Card located at 
the bottom of the screen. This will clear all saved information regarding that card. 
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Email Receipt Option. 
 
 

 

This allows the user to email a copy of the receipt. This must be set up in the 
Company Email Settings located in the Utility Menu. 

 
 
Company Email Settings: 

 
 

 
 

This is different from the Ebilling settings. You may use the same information but this 
must be setup to email receipts. Contact your email provider to help setup these 
settings, if needed. 



19  

Receipt Example: 
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Entering A Credit Card through the Payment Option in Customer 
Inquiry: 

 
 

Procedure 1. Click on Customer Inquiry at the bottom of the screen. 
2. Enter the customer information by one of the following: 

Account Number 
Account Name 
Phone Number 
Address 
Driver Route Sequence 
Tank Serial Number 
Meter Serial Number 

3. Click on Payment button at the bottom of the Customer screen. 
4. Choose one of the three options. 

 

Payment Options 
 
 

 
 
 

Cash/ Check 
Payment: 

This screen will allow you to enter in cash and check 
payments. 

Credit Card 
Payments: 

This screen will allow you manually key cc payments by the 
method listed previously. 

Credit Card Via CC 
Terminal: 

This allows you take a credit card by swiping through a cc 
machine. See Credit Card Via CC Terminal below. 
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Submit Credit Card Voids and Refunds: 
 
 
On the Bank and Credit Card Menu click on Submit CC Refunds or Voids: 

 

The Following window will appear. Fill in the blanks with the appropriate information: 
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Note: 

1. Only credit card charges that were entered through the Credit Card Module in the 
Suburban Software System can be voided or refunded. 

2. Voids typically can only be made within a 15 minute time period 

3. Refunds can only be issued after your account has been settled for the day. Usual 
settlement time is 2 a.m. 

 
 
 
 
 
Void/ Refund Messages 

 
 
1. If a transaction can be voided, the following message will be displayed. 

 

 
 
2. All other credits to the credit card will be handled as a refund. The following message 
will be displayed on refunds. 
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Example of Refund Receipt: 
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Display CC Receipts or Reports: 
 
 

 
 

Purpose: Allows the operator the choice of list a report off CC Receipts or Reports. 
Double Click on which one you want to view. 
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Printing Receipt From A Previous Transaction: 
To print a receipt from a previous transaction, Double click on the receipt that you want 
and then click print at the bottom of that receipt. 
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Resetting your CC Receipt Printer: 
 
You can change or reset your CC Printer by clicking on the “R” located at the bottom of 
the screen. 

 

You will get a pop-up window that asks if you are sure you want to reset your default 
printer: 

 

 
 
Click Yes. 
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Double Click on any transaction and reprint the receipt: 
 

A print box will pop up. Choose which printer you want to be set as default from the list 
of printers and then click print. 
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Display Credit Card Ledger: 
 
 

 
 
 

Purpose Allows the operator to view a list of transactions by credit 
card and AutoCheck. 

 
 
 

 

Company ID Enter your Company Id (CoID) 

Display Transactions 
From: 

Enter the date for which you would like to view the 
transactions. 

Type of Transaction: Choose Credit Cards or AutoCheck transactions to view. 

Status to Display: Choose from the following: 
 

A CC charged only not posted to SSS 
 

C Charged CC & posted to SSS 
 

D Declined CC Transactions 
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End of Day Processing: 
 

AutoPay: 
Screen One: 

 
 

 

Allows the operator to process payments by selecting bill day/s to process balance. 
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Screen Two: 
 
 

 

This screen allows the operator to view the accounts with cc ready to be processed 
through autopay. 

Note: To view the customer information click on view by the customer’s name. 
 
 
The following message will appear when you click submit. 
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Accounts on the auto-pay screen can be de-selected if necessary if they are not to be 
charged by double clicking on the name line 
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Apply AutoPayments: 
 
 

This screen is accessed through the daily menu as part of end of day. It allows the user 
to move all selected payments from AutoPay and daily cc payments into the posting file. 
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Taking Cards Via CC Terminal: 
 
 

1. Choose the account through Customer Inquiry 
2. Click on Payment located at the bottom of the screen 

 

 
 

3. Click on Card via CC Terminal. This will allow you to take a CC payment by 
Swiping/Inserting card via the PAX S80 Credit Card Terminal. This option must 
be setup by Suburban. 
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4. Enter the amount in the blue box. 
 

 
 

a. Print Receipt: A receipt can be setup to print to a local printer or through the 
PAX S80 terminal. 

b. Save Card: You can choose to save a card for future uses 
c. Autobill: Allows the user to setup the customer to charge the card 

automatically in the future 
d. Email Customer: You can set up the customer to receive an emailed copy of 

the receipt. See above description on how to set this up. 
 

5. Click on CREDIT. Debit should only be clicked on if you have previously setup 
this option with Direct Connect. All cards can be run as credit, so it should not be 
a problem. 
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6. A Red Window will pop up directing you to swipe the card on the PAX S80 
terminal. 

 

 
7. You will receive a message after you swipe letting you know if the card was 

accepted or declined. 
 

Things to look for: 
1. If you receive a communication error call or email Suburban and let them know. 
2. If you swipe a card after receiving a communication error, it could result in a 

duplicate payment. 
3. If you are having problems printing a receipt let Suburban know. You may need 

to change the printing option on the CC terminal. 
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Paragon Gateway Instructions 
 
 

1. Use this link to connect to the Paragon Gateway 
https://gateway.1directconnect.com 

 

2. User Name: (This will be provided for you on request) 
 

3. Password: If you do not know this let Suburban know and we will reset it. 
 
 

4. After you login, you will see a menu resembling the one below: 
 

 
5. This menu will allow you look up transactions and receipts. 

https://gateway.1directconnect.com/
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6. To look up a transaction click on transactions and the following drop-down 
menu will appear. 

 

 
7. Click on Credit. ***NOTE*** All transaction will be run as credit, unless you have 

previously set it up with Direct Connect to take Debit transactions. 
 

8. Once you click on credit you will see a new box that will allow you to filter the 
transactions to make it easier to find what you need. You can filter date, amount 
reference number, account number and more. 
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9. After you have entered, your filters click submit to continue or reset to start over. 
 

10. If you clicked Submit a list of transactions will appear based on the criteria, 
you entered. 

 

 
11. The list will show you the following: 

a. PNREF number 
b. Customer account number 
c. Date of Transaction 
d. Card type 
e. Last four digits of the card used 
f. Name on card used 
g. Transaction Type (sale, refund, repeat sale) 
h. Response message (approved or denied) 
i. Approval code 
j. Amount of transaction 
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Printing reports through the Gateway: 
 

You may print this list from this page or export it as a csv file to Excel 
 

This button is located at the top right hand corner of the list. You may need to 
scroll to the right to be able to see it. 

 
 
 
 

By clicking on the PNREF number located in the first column you will pull up a 
receipt of that transaction. 

 

 

The receipt page will show you the same information about the transaction as the 
previous page, but from here you can Issue a refund, issue a void (if that option is 
available), and print or email copy of the receipt. 
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If you want to print a receipt without looking up transactions click on the lookup receipt 
button, located under transaction reports 

 

*** NOTE***You must already know the PNREF number for this option. 



41  

Refund a Payment Through the Gateway: 
 
 
To refund a payment, through the gateway, click on the REF# of the payment you want 
to refund. This will bring up the receipt of that payment (as shown above) 

Click on refund and enter the amount to be refunded. The full amount is default. 
 

 
 
NOTE: Refunds cannot be issued through the gateway until the payment has been 
settled. This generally happens around 2 am. This time can be changed by calling 
Paragon. Their number is 1-800-884-5208. 
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Void a Payment Through the Gateway: 
 
 
To void a payment through the gateway follow the instructions listed above for refunding 
a payment. Instead of refund choose void. 

 

If you do not see void it means this option is not available to you. Certain credit card 
processors such as RAPID CONNECT will not allow a void after a 15 minute window. 
To find out if your company is on the Rapid Connect processor please call Paragon. 
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PCI Compliance: 
In order to remain PCI compliant your company will need to go through an annual 
questionnaire and a quarterly test. PCI compliance questions should be submitted to 
Paragon. They have techs that will be able to walk you through any questions or 
concerns. Their number is 1-800-884-5208 
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