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Bank and Credit Cards:

Bank & Credit Cards

List Credit Card Accounts

Display CC Receipts or Reports
ExocessitncEBnxlinles Display Credit Card Ledger

Create Auto Payments

e [0 K2 fie] 2] Ordornuiry_ | Customer iy

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



AutoCheck Master File:

Purpose:

Note:

Company ldentification Code |[[== -
Account Number |01 - l:l

Or Enter Part of the Last Name | | | Search

Status

Name on Check

Institution Id {Canadian accounts only)
Bank Routing Number
Bank Account Number
AutoPay Customer {auto bill the customer when account has a balance)
AutoPay Day
Last Bill Month

Allows the operator to search for a customer paying by check or enter in a
new record.

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.



Import Bank Accounts:

Import Details
Expected import format

Comma delimited text file_
CustomeriName_Branch_Acc

Example contents:

“Doh, John",04,34567,12123463,22226331
wally world,01,76867,434266222,22022019
“wizer, Bud",01,12343,34343434343,11002289

Import File

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



Credit Cards:

List Credit Card Accounts:

01 - Your Compar ~

-

VW - View -

Purpose: This screen allows you to print or view accounts with credit cards
by ALL, AutoBill, Expired, Expired AutoBill, or Expiring Soon.



Example of Printed Report:

The following report will print.

our Compamy Name, IncC. EBr# 0L CREDIT CARDS as of O1/18
Account Name €C Wumber Expires €C Name
1-00032 ABCROSS, KATHLEEN AEEERREEO0TL 03,20 KATHLEEN A CROSS

1-00066 RIKESS, RICHARED & DEBRIENSFFNSFFGIET a2/16 RICHARED RIKESS

1-00082 PILACIK, MARC & SARAH AEFEREFFOBAT  02/21 SARAH T. PILACIK

1-00107 RYAN, MATTHEW SFFERFFFIL50 08719 MATTHEW RYAN
1-DD10B NIEMEYER, MARK SFSSNRFFI5ET 10719 MARK NIEMEYER
1-D0109 WILSON, ELOISA #ESIRRFFLT30 06/20 ELOISA WILSON
1-D0122 CAHILL, ALLISON SESANRREIITA 1115 ALLISON M CAHILL
1-00127 MINNITI, MICHAEL #ESENRSEGE0E 11/18 MICHAE ¥V MINNITI
1-00133 JIN, HELEN & CHARLES #eeERRgElI08  08/1T HELEN TN

1-00135 FARMERS DAUGHTER FARMMARK##S#W##S74TE 07,19 ROBERT 1. FRY
1-00137 GUERNSEY JR., DR. LOUIS W#FFRFFF7S9T 07 18 LOUTS H GUERNSEY .
1-00140 KENMEY, LINDSAY AEFRHFSFSII0 0614 JOSERFH KENNEY

1-D0143 MORRISON, ERIC & CARMELLASS#E88540690 09/18 CARMELLA MORRISON

1-DO0L52 JEFFERIS, TIM FESFRFFFOBSE  08/15 TIH JEFFERIS
1-D0156 ™C LEAVY, DAVID AESHNINETI35 o721 DAVID MCLEAVY
1-00159  ALAN, DANA HAUEEERETEAR 05716 DN 3 ALAN

1-00160 GALLIMORE-JONES, SHIRLEY sesssseslifod 10,20 SHIRLEY GALLIMORE-IJONES

1-00162 HUDAK, AMY RREENRERAATO 1016 AMY HUDAK

1-00167 KENNEDY, KARIN REERARFESETT 0514 EARTN KENNEDY
1-00174 MURPHY, MICHAEL AEFERASFO43T 01723 MICHAEL MURPHY
1-00473 BIERLEIN, JEFFREY RAFEREFFII01 0520 JEFFREY R. BIERLEIN

1-DD1E6 PAXNON HOLLOW COUNTRY CLUBSSS&&8F#7784 06/19 ANTHONY J. FOSTER

1-DOLE7 TOMLINSON, CATHY SFSSNREETINO o0L/20 CATHERINE & TOMLINSOM
1-D0191 BRYANT, DALIA SSSENRSEG51E 0520 DALTA BRYANT

1-00196 MC BRIDE, DAVID EEr LD B Tv] 0318 DAVID MC BRIDE
1-00212 MURPHY, MICHAEL #EFENRSEIILD  00/15 MICHAEL WURPHY
1-0021€ SHANNON, TOM & MEGAN sRdERARFlAIl 05719 TOM  SHANNON

1-00220 LEONARD, FATTI AEFENFEFEZ68 01718 PATRICIA E. LEONARD

CREDIT CARDS as of 01,18

Your Company Name, Inc.

CC  Address

510 POLO RUN

1000 TRAVIS COURT
316 SHAKER LANE, WES
4 ENGLERTH LANME

105 GOTTIER way

467 MARSH RD.

24 BUCK LANE

961 CORNWALLIS DRIVE
167 HARVEY ROAD
3190 SCHUYLKILL RD.
F O BOX 115

242 BYERS ROD.

450 WRIGLEY BLVD
325 BAINTREE RUN
670 COLLINGWOOD TERR
21 IvY LANE

321 SUMMER GROVE LAN
511 N PLEASANT VIEW
105 YARMOUTH LANE
325 HIGHLAND FARM RO
146 HEMLOCK DRIVE
4930 STATE RD.

788 M REEDS ROWD
307 JEFFREY LAME
1132 PRESIDENTTAL DR
1095 BARNVIEW ROAD
116 OLD POOL ROAD
914 HILLSDALE ROAD

04,/23/19  16:06 KELLY

16380
19335
19380
19335
19335
19520
10061
15380
19382
19475
10425
10425
18330
19335
19343
19425
164864
16464
10063
10180
18330
19026
19335
10073
18951
19382
195635
19382

Balance CC Auto

5.00
§.00
$563. 84~
s.00
s5.00
5484, 50
$556, 80
$31. 30-
5,00
31,225. 39
§.00
s.00
$863.10
$.00
$651, 00
5.00
$10. 00-
5.00
§.00
$414. 50
5799, 47
54,634,271
.00
5.00
5.00
5.00
5,00
5.00

T T X EZEXT < T T E X ET T EZTTETEETEZTZETEZT LEZ

04,/23/18 16:06 KELLY



Select Credit Card Letter Accounts:

01 - Your Compar ~

BB - Budget Billing Le ~




Enter Individual CC Charge:

Company Identification Code . . . . . . . . WEB
AccountNumber . . _ . _ . . _ . _ _ _ __ 01 00109
Or Enter Part of the LastName . . . . . . . ACCOUNT. TEST

Search

ACCOUNT. TEST Last Payment Balance: $0.00
123 Date: Bgt Bal- $0.00
123 AL Amt  $0.00 Bgt Rate: $0.00
CreditCard Status . . . . . . . . . . . .. A ] "

Name as itAppearsonCard . . . . . . _ _ |

Credit Card Number . . . . . . . _ . | 1]

Expiration Date (Mmyy) . . . . . . . _ . s

CC Validation Number _ . . _ _ . _ _ _ _ ’—‘

CCBilling Address . . . . . . . . _ . ... i |
CCBilingZipCode . . . _ . . ... . . J | . | |

Keep Credit Card Information on File . . . N | Autobill N~
Convenience Fee . . . . _ _ . _ _ . (x.xx) m Bill Day —v‘
Enter Amount to be Charged . . . . (x.xx) D Print Receipt|Y | R
Discounting Amount . _ . . _ _ _ _ _ (xxx) '7] Calculate

Email Customer. . . . . . ... . ... n

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:

meany Identification Code
Account Number

Or Enter Part of the Last Name Search

ACCOUNT. TEST
123

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.

E 555 - Customer Search

Account Type?2 Name .
A C.COMPTONI11 '
0142810 A CMILLER CONCRETE PR._.
0193391 1 AAA BAR-B-Q

0100619 AAFE CONSTRUCTION INC
0189555 ABALM. MEAGAN

0172601 ABBONIZIO, DOUGLAS
0100737 ABBONIZIO, STEVEN
0101469 ABBRUZZESI. JOHN

01862588 ABDAIL A, Al BERT

0156331 ABENDSCHEIN, JOHN
0189753 1 ABERNATHY. HUGH

0102594 ABIAAD. NAJIB

0173658 ABRACZINSKAS. WILLIAM
0126151 ABRAHAM. JAMES

3




Customer Information:

Ccuﬁ:any IdentificationCode . . . . . . .. WEB
AccountNumber . . . . . _ . . . . . ... 01 00109
Or Enter Part of the LastName . . . _ . _ . ACCOUNT. TEST Search

ACCOUNT,. TEST Last Payment

123 Date:

This area will show details about a customer’s account. Including last payment, balance
andbudget balance.

12



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.

Company Ildentification Code
Account Number
Or Enter Part of the Last Name ACCOUNT. TEST

ACCOUNT. TEST Last Payment Balance:
123 Date: Bgt Bal:
123. AL Amt $0.00 Bgt Rate:

CC Billing Address
CC Billing Zip Code
KoepCrodilCa(dlnfomﬁononFie‘,,.JN v Autobill N~

Convenience Fee Bill Day | v
Enter Amount to be Charged . . . . (x.xx) I:l Print Receipt Y + R

Discounting Amount

Unlock Fields

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

13



Field Descriptions:

Status:

Bill Day:

Credit Card
Number:

Expiration Date:
CC Validation #.
CC Billing
Address:

CC Billing Zip:
Autobill:

Keep Credit Card

Information on
File:

Convenience
Fee:

Amount to be
Charged:

Print Receipt:
R

Note:

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.

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.

Enter the credit card number that will be charged.

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

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

Enter the address that the Credit Card is billed to.

Enter the zip code that is associated with the Credit Card

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

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.

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

The dollar information to charge on the card.

Enter {Y} if you would like to print a receipt for this transaction.
This will reset the printer to the default printer.

Once you have entered the required information click continue.

14



Authentication Screen:

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

Suburban Software Systems

Continuing will authenticate and save the credit card for future use.

Do you wish to continue?

If the card is approved this message will appear:

Suburban Software Systems

Credit card pre-authentication was approved and saved to the credit card
file For Future use,

Verification Screen:

Before the charge is submitted a verification message will be displayed. Click {OK} to
continue or cancel.

Suburban Software Systems

The amount of §1.00 is about te be charged to JOHM DOE's eredit card

Click OK te continue.

| o | Cancel |

15



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

-harge Approved
Authorization Mumber: 035720

Jse the credit menu to apply credt card payments, refunds, and voids to the
customer's account.

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.

'r ACCOUNT. TEST Last Payment Balance: $0.00
123 Date: Bgt Bal: $0.00
123, AL Amt  $0.00 Bgt Rate: $0.00

CC Billing Address
CC Billing Zip Code
Keep Credit Card Information on File . . . .IN ~

Convenience Fee Bill Day | ~
Enter Amount to be Charged . . . . Print Receipt|Y | R

Discounting Amount

16



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.

Email Customer . . _ . . . _ . . . . .. [ frank@SuburbanSoftware_com

ACCOUNT. TEST Last Payment Balance: $0.00
123 Date: Bgt Bal: $0.00

123. AL Amt  $0.00 Bgt Rate: $0.00
CreditCard Status . . . . . . . . _ . . A |

Name as itAppearsonCard . . . . . . _ . J

Credit Card Number . . . . . . _ . . . . ] 1]

Expiration Date (Mmyy) - - . . . . . . _ ]

CC Validation Number . . _ . . _ . __ =

CC Billing Address . . . . . . . . . . . .. I |
CC Billing ZipCode . . . . . . . .. . .. J -1 |

Keep Credit Card Information on File . . . |N | Autobill N |
ConvenienceFee . . . . . . . . .. (x.xx) Bill Day I—“"
Enter Amount to be Charged . . . . (x.xx) ]:| Print Receipt IY—v‘ R

Discounting Amount . . . . . . . _ . Calculate

17



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:

SMTP Settings

Email Settings

Company Id

Branch Number |1

SMTP Server | yourname@email.com

SMTP Port |:|

Server Requires Authentication

SMTP Username ‘

SMTP Password ‘

Email Testing
These settings are for testing only.

FROM Email Address

|dotnet@suburbansoﬁware.com

TO Email Address

|dulnet@suburbansuﬁware.cum

[] Enable Detailed SMTP Logging Send TestEmail

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.

18



Receipt Example:

B3 555 - Credit Cards =Are

DEMO FPropane

| 520 Pottstown FPike
Che=zter Springs BL 15425
(610)458-8389

01-12345

SWIPED CEEDIT
HEXX HEHX Xxxx 4823
Tranzs ID: 2

Previcus Balance: S$200.00
Payment Lmount: -52.00

New Balance: 51328.00

Date: 05/11/2015
Time: 10:50:54 AM

MARTIN/ERIC L

Thank you!
We appreciate your business!

U=zer: ERIC Wkstn: Y2




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

E Suburban Software Systems e

CashfCheck Payment

Credit Card Payment

Card Card via CC Terminal

Cancel

Cash/ Check This screen will allow you to enter in cash and check
Payment: payments.

Credit Card This screen will allow you manually key cc payments by the
Payments: method listed previously.

Credit Card Via CC This allows you take a credit card by swiping through a cc
Terminal: machine. See Credit Card Via CC Terminal below.

20



Submit Credit Card Voids and Refunds:

On the Bank and Credit Card Menu click on Submit CC Refunds or Voids:

List Credit Card Accounts
Select Credit Card Letter Accounts
Enter Individual CC Charge

Submit CC Refunds or Voids

Display CC Receipts or Reporis

Display Credit Card Ledger

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

E Suburban Software Systems | Credit Card Maids 8L Refunds = =

) Void ) Refund

Company ldentification Code _ . . SPl -
Account number on transaction. _ _

Transaction Id (not reference) . .

Enter the amount to be credited: $ 0.00 (xxx)
(Must be equal to or less than oniginal transaction)

21



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.

The amount of $50.00 will be YOIDED to account number 071-65335. Click
DK to continue.

2. All other credits to the credit card will be handled as a refund. The following message
will be displayed on refunds.

Suburban Software Systems
The amount of $20.00 will be REFUNDED ta accourt number 071-63955.
Click OKto continue,

Please remind your customer that refunds will typically take 3-5 business days
ta clearthe customer's credit card.

22



Example of Refund Receipt:

Your Propane Company
123 8treet BRoad
Bessemer, LL 35020
(B00) 481-4440

01-89985
DCOE, JOHN

EEYED RETURN
HEKK HEEHX XEMX
Trans ID: 1483059%
Auth Neo: 095720
Amount: $-20.00

Date: 0B/10/2009
Time: 9:21:41 aM

Signature

Thank youl!
We appreciate your business!

User: ERIC Wkstn: Y2

23



Display CC Receipts or Reports:

Date Created

Filename

12018-02-26 03:10:22 PM
2018-02-26 02:19:11 PM
2018-02-26 02:11:49 PM
2018-02-26 02:08:49 PM
2016-06-24 10:14:11 AM
2016-06-24 10:13:02 AM
2015-10-05 D8:32:59 AM
2015-05-11 12:07:02 PM
2015-05-11 11:10:09 AM
2015-05-11 11:01:50 AM
2015-05-11 10:52:24 AM
2015-04-30 03:17:31 PM
2015-04-30 03:09:20 PM
2015-04-29 11:18:31 AM
2015-04-24 10:55:50 AM
2015-04-24 10:50:43 AM
2015-04-24 02:56:31 PM
2015-04-01 04:49:01 PM
2015-04-01 D4:16:22 PM
2015-04-01 D4:13:32 PM
2015-04-01 04:06:31 PM
2015-04-01 04:01:03 PM
2015-04-01 03:54:00 PM

CCReceipt_01-12345_0999151 ixt
CCReceipt_01-99999_0960781 ixt
CCReceipt_01-99999_0957601 ixt
CCReceipt_01-12345_0940901 ixt

CCReceipt_01-12345_923021_22 ixt

CCReceipt_01-12345 9230211 ixt
CCReceipt_02-12345_0953831 ixt
CCReceipt_01-12345_0721841 ixt
CCReceipt_01-12345_0934721 ixt
CCReceipt_01-12345 0928461 ixt
CCReceipt_01-12345_0920581 ixt
CCReceipt_01-59665_0937991 ixt
CCReceipt_01-59665_0929011 txt

CCReceipt_01-12345_000000_22 ixt

CCReceipt_01-12345_0974701 ixt
CCReceipt_01-12345_0973701 ixt
CCReceipt_01-12345_0990691 ixt
CCReceipt_01-42810_0000001 txt
CCReceipt_01-69235_51 ixt
CCReceipt_01-00619_41 ixt
CCReceipt_01-00619_31 ixt
CCReceipt_01-09769_0000001 txt
CCReceipt_01-11161_0000001 txt

———T e TR

Purpose:

Double Click on which one you want to view.

Allows the operator the choice of list a report off CC Receipts or Reports.

24



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.

S 555 - Credit Cards

DEMC Propane

520 Pottstown FPike
Chester Springs PA 19425
(610) 458-82289

01-12345
SWIFPED CREDIT

HHHHX XHXX xXxxx 4823
Trans ID: 2

Previous Balance: $200.00
Payment Amount: -$2.00
Mew Balance: $158.00

Date: 05/11/2015
Time: 10:50:54 RM

MARTIN/ERIC &

Thank you!
We appreciate your business!

Uszer: ERIC Wkstn: Y2

Prirt Exit

25



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.

Date Created

Filename

:2018-02-26 03:10:22 PM
2018-02-26 02:19:11 PM
2018-02-26 02:11:49 PM
2018-02-26 02:08:49 PM
2016-06-24 10:14:11 AM
2016-06-24 10:13:02 AM
2015-10-05 08:32:59 AM
2015-05-11 12:07:02 PM
2015-05-11 11:10:09 AM
2015-05-11 11:01:50 AM
2015-05-11 10:52:24 AM
2015-04-30 03:17:31 PM
2015-04-30 03:09:20 PM
2015-04-29 11:18:31 AM
2015-04-24 10:55:50 AM
2015-04-24 10:50:43 AM
2015-04-24 02:56:31 PM
2015-04-01 04:49:01 PM
20150401 04:16:22 PM
2015-04-01 04:13:32 PM
2015-04-01 04:06:31 PM
2015-04-01 04:01:03 PM
2015-04-01 03:54:00 PM

CCReceipt_01-12345_0999151 txt
CCReceipt_01-99999_0960781 _txt
CCReceipt_01-99999_0957601 txt
CCReceipt_01-12345_0940901 txt

CCReceipt_01-12345_923021_22 txt

CCReceipt_01-12345_9230211 _txt
CCReceipt_02-12345_0953831 _ixt
CCReceipt_01-12345_0721841 _txt
CCReceipt_01-12345_0934721 txt
CCReceipt_01-12345_0928461 _txt
CCReceipt_01-12345_0920581 txt
CCReceipt_01-59665_0937991 txt
CCReceipt_01-59665_0929011 _txt

CCReceipt_01-12345_000000_22 txt

CCReceipt_01-12345_0974701 xt
CCReceipt_01-12345_0973701 _txt
CCReceipt_01-12345_0990691 txt
CCReceipt_01-42810_0000001 _txt
CCReceipt_01-69235_51 ixt
CCReceipt_01-00619_41 ixt
CCReceipt_01-00619_31 txt
CCReceipt_01-09769_0000001 _txt
CCReceipt_01-11161_0000001 _txt

—— ] e

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

Suburban Software Systems

Do you wish to reset the default credit card printer?

Click Yes.

26



Double Click on any transaction and reprint the receipt:

Your Company Names

520 Pottstown Pike
Chester Springs PA 19425
(610)458-8385

01-5995%
LIMEC ERRCRES

EEYED CREDIT
HXXX XXXX Xxxx 8881
Trans ID: 30918244

Previous Balance: $0.00
Payment Amount: -$9.00
New Balance: -$9.00

Date: 02/26/2018
Tims: 2:20:49% BM

TEST 2

Thank you!
We appreciate your business!

User: ERIC Wkstn: Y2

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.

General
Select Printer
i@ HP Laserlet 4 i Microsoft Print to PDF
=IHP Laserlet 400 M401 PCL 6 M= Microsoft XPS Documen
—UHP Laserlet 4250 PCLE 0 MPI16F530 (HP Laserlet 4
£ >
Status: Ready [] Prit to file
Location:
Comment:
Page Range
@ Al Mumber of copies: |1 EI
Selection Cument Page
Fages: Collate I I I
1Y 22 33l
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Display Credit Card Ledger:

Status »prov gStal Br Acct

Purpose

-Company ID

Display Transactions
From:

Type of Transaction:

Status to Display:

7/23/2017 0~ | Search |

Credit Cards - A - CC Charged Only Not posted t ~

Name Pnref Amount DateTime WS User

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

Enter your Company Id (ColD)

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

Choose Credit Cards or AutoCheck transactions to view.

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:

WEB -

01 - Styer Propan -

CreditCard

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

29



Screen Two:

AutoPay for Credit Cards (only)

View Type Br AcciNo Name g CastMo) frast LasHay Cycle Egl Bgt

Day Billed Payment Amount ate Bal

BRANDYWINE YOGA 7/19/2016
RILEY JR., THOMAS A 8242016
FENOFF, BRYAN 40142016

Transaction Not Being Charged m

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.

Do you wish to continue ? Continuing will chamnpe the trensactions with Mew
Fates greaterthan zero.
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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

View Type Br

AutoPay for Credit Cards (only)

AcctNoe Name

Bill LastMo Last LasiPay

Bgt Bgt
Day Billed Payment Amount CY®'® Rawe

RILEY JR., THOMAS } ", 8242016

FENOFF, BRYAN

4/14/2016

Transaction Not Being Charged ‘
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Apply AutoPayments:

01 - Your Compar ~

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

Your Company Name., Inc. _ As of- 12f12/2016 11002017
Ci Info Codes Balance
Account [01-89753 Type [ (1 [Rented Tank Credit. .. . |1-Goodcredit  Cument . . .| 000
Status . . . . . A | [*Memos™ Delivery .. |T-Timed  oOver3o... 000
Name . . . . _ ABERNATHY. HUGH Tax . . . _ PA-PA, Over60 . _ . 0.00
Address _ . .|32 NIROQUOIS LANE Use. . ... 3 - Heat and daily Over90. . . 0.00
City. State. . | CHESTER SPRINGS [PA [19425- Finance Chgs |[N-No finance Ower120 . . 000
Phone _ . _ .| (484) 985-8010 [C-Cell | (610)420-0083 Statement. . |J - Invoice butNo Total . . .. $0.00
Driver/fRoute/Sequence . _ _ _ _ . _ . _ _ _ _ _ 1 Ci EmailAddi o _com =
LastDeliveryDate . . . . . . . . ... _.... 12/06/2016 Billing Cycle . . _ 4 V-Variable JFMAMIJASOND
Forecast 30% Delivery Percent _ _ _ _ _ _ 01/01f2017 Monthly CreditRecord . . . _ _ . . _ . _ _ _ . __ 00000000000*
Forecast RunoutDelivery . . _ . . . _ . _ . _ _ 01/23f2017 Delinquent Letter Number . . . _ . . _ . _ _ _ _ _
Customer Since -~ .~ _ . _ . . _ 0372010
Gas CheckDate . . . . . _ . _ ... _____.. 0372010
Percent TankFilledto . . . . _ . . ... ___.__._._ 85% LastPaymentDate . . _ . _ . _ _ . _ . _ _ __ __ 10/05/2016
Current Inventory Percent . . . _ . _ . _ . _ _ . _ . 52% LastPayment Amount _ . . . _ . _ . _ . _ . _ _ 27759
Current Inventory Gallons . . . . . . _ . _ . _ . 260 Refundable Depeosit . _ - _ _ _ _ . _ . _ _ _ __ ___ 0.00
TankWaterCapacity . . . . . .. .. ... ... 500 BudgetRate . . _ . _ . _ . _ . __ __ _______ 0.00
Yearto-Date Deliveries . . . . . _ . _ ... .. 2 BudgetBalance . . _ _ . . _ _ . . _ . _ __ _____ 0.00
Yearto-DateGallons . . . . . _ .. _____ . 4448 CreditLimit . _ _ _ _ _ _ _ _ __ __ __________ 0
LastYear'sGallons . . _ . .. _______._._ 1.3179 Product 33 - 33# Cylinder(s) - Price: 19.5000 33

Sevce over |_royment o Cosger

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.

Cancel




4. Enter the amount in the blue box.

E Suburban Software Systems

Amount 50.00

Print Receipt [R|
[ Save Card
Autobill

Email Customer
] | frank@SuburbanSoftware_com

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.

E Suburban Software Systems

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:

Logged In As: subub630:

subu6137
Suburban Test
Account
Gateway ID:
s
Log Back In As v
Virtual Terminals hd
Current Batch W |
End of Day v
Batches W |

Transaction Reparts V,‘

Manage Users |

Card 5afe hd

Tools W |

Preferences hd

E-mail W |
¥, Logout

Paragon Solutions
1505 Morth Hayden Road
Suite 110
Scottsdale, AZ 85257

5. This menu will allow you look up transactions and receipts.
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https://gateway.1directconnect.com/

6. To look up a transaction click on transactions and the following drop-down
menuwill appear.

# Transaction Reporis g‘

@), Summary
@Transacticuns -

‘ @Credit
@lﬂheck

@ Lockup Receipt
@) Receipt Report

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.

Transaction Filters

Date Range
|Se|ec1 a Date Range or enter dates manually below . .. v

Start Date End Date

6/17/2020 6/17/2020
“od June 2020 L “"od June 2020 (3
5 M T W T F 5 5 M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6
7 8 g 10 11 1z 13 T 8 9 10 11 12 13
14 15 16 parl 15 19 20 14 15 16 pmrl 16 19 20
21 22 23 24 25 2 27 21 22 23 24 25 26 27
28 20 30 1 2 3 4|28 20 30 1 2 3 4
5 ] 7 ] 9 10 N 5 6 7 g g 1w "
auhcode | TocType[ Al ]

Ccard Holder: Exclude Void
Card Number|:| Payment Type
Invoice Number|:| Total Amount\:l
PO NumberI:I Batch Num\:l

Exclude
customero:__ ] Captured Auths

Exclude
Reversals
AccountNumber: | |
Receiptld: | |
Id: | |
BatchId: | |
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9. After you have entered, your filters click submit to continue or reset to start over.

10.1f you clicked Submit a list of transactions will appear based on the criteria,
youentered.

11.The list will show you the following:

PNREF number

Customer account number

Date of Transaction

Card type

Last four digits of the card used

Name on card used

Transaction Type (sale, refund, repeat sale)
Response message (approved or denied)
Approval code

Amount of transaction

T T T@ 0 o0 T
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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.

(% Refresh | Print/Export Reports =

Id Batchld

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

Map Address

Print Receipt
PNRef

Date
Time
Customer ID

Issuer
Account

26734249
8/21/2017
7:45:44 AM [MDT]
0100488

Trans Type
Name

MASTERCARD

FEEkEERETXREGIO )

Exp Date I

Entry Method  Manual
Auth Amt $352.32
Total Amt $£352.32
Strest

Zip 18951
Result Approved
AuthCode 56731P
Message APPROVAL
AVS5 Response |Y

CV Result M
AccountMumber

Batchld

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

Refund

Repeat a Sale Transaction

Email Receipt

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

End of Day

Batches

" Transaction Reports

(@} Summary

-le Credit
Ql Check

(@} Lookup Receipt

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

AVS Response |
CV Result
AccountMumber
BatchId

M

= o @
Map Address Refund ~
Print Receipt ( 1
| $352.32 | back to account
PNRef 26734249 \-*—*H ———
e = I
Date 8/21/2017 el
Time 7:45:44 AM [MDT] | Refund e |
Customer ID 0109488 Repeat a Sale Transaction b
Taiedyps Sale Email Receipt [»]
MName RACHELLE SAWADSKI
Issuer MASTERCARD
Account EREER TSl
Exp Date e s
Entry Method |Manual
Auth Amt $352.32
Total Amt $352.32
Street 406 FAIRVIEW AVENUE
Zip 18951
Result Approved
AuthCode 56731FP
Message APPROVAL

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.

= 0 8
Map Address Vaid [w]
elEia Repeat a Sale Transaction M
PNRef 26733879
Host Ref 26733879 Ernail Receipt b
Date 8/21/2017
Time 9:12:02 AM [EDT]

Customer ID 0200821
Trans Type Sale

Mame JOSE RUFFY

Issuer MASTERCARD
Account s L
Exp Date i

Entry Method Manual
Auth Amt $82.17
Total Amt $82.17

Strest 6243 EIGHTY STREET
Zip 11379
Result Approved

AuthCode 09161P

Message APPROVAL

AVS Response Y
Batch Mumber|D

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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PCl Compliance:

In order to remain PCI compliant your company will need to go through an annual
questionnaire and a quarterly test. PCl 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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