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1. Administrative Setup 

1.1 Authorize.Net API Setup 
The Authorize.NET setup page will open as shown below. 

 

1.2 Merchant Setup 
Search for “Merchant Setup List” to open page  

 



1.3 Payment Method 
Search for “Payment Method” to open page

 
 

1.4 Credit Card Types 
Search for “Credit Card Types” to open page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Master Setup  

2.1 Customer 
Search for “Customers” to open customer list page and then open a customer card page. 

 
 

2.1 Customer Credit Card 
Customer Credit Card information can be view and manage from Customer Card and List 

pages 

From top ribbon navigate to: Credit Card ➔ Credit Cards 

 
 



 
 

2.3 ACH Bank Accounts 
Customer Credit Card information can be view and manage from Customer Card and List 

pages 

From top ribbon navigate to: ACH ➔ ACH Bank Accounts 

 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Credit Card Transaction 
Search for “Sales Orders” to Open Page and open sales Order card page. 

click on “Credit Card Processing…” action from top ribbon. 

Process ➔ Credit Card Processing 

 
 
This will open Credit card Transaction page which will allow to scan/manually enter card 
Number/manually selection of credit card from dropdown list and submit 
Charge/Authorize/capture type transactions and void transactions which is charged from 
Order. 
 

 
 
 
 
 
 



3.1 Charge Card 
In this case, I am going to use Card on File. 

 
 

 
 



3.2 Void of Payment 
CC Charge can be void before settlement.

 

 

 

 

 

 

 

 

 



3.3 Refund Transaction 
Refund can be done from Sale Return Order / Sales Credit Memo / Posted Sales Credit 

Memo Pages. 

Search “Sales Credit Memo” to open page. 

 

 

 

 

 

 

 

 

 

 



3.4 Void of Refund 
Void of refund is processed same as Void of Charge/Authorization transactions. Select Trans. 

to Void and submit for void as shown following screenshots. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. ACH Transaction 
Search for “Sales Orders” to Open Page and open sales Order card page. 

4.1 Debit Bank Account 

 

click on “eCheck Processing…” action from top ribbon. 

Process ➔ eCheck Processing 

This will open ACH Transaction page which will allow to manually enter Bank Details 

/manually selection of ACH Bank from dropdown list and submit Debit a Bank Account 

(Charge) type transaction. 

 



4.2 Credit Bank Account 
Credit Bank Account (Refund) can be done from Sale Return Order / Sales Credit Memo / 

Posted Sales Credit Memo Pages. 

Search “Sales Credit Memo” to open page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



All related fields are populated from selected transaction. 

Verify the Amount to refund and click on Credit Bank Account action. 

 

 

 



5. Credit Card Transaction from Cash Receipt Journal 
and Deposit 

One can create and post credit card transactions from the Cash receipts Journal and the 

Deposit Page like how transactions are processed for Sales Orders (payments) and Sales 

Return Order/Credit Memo (refunds). 

5.1 Cash Receipt Journal 
Search for “Cash Receipt Journal” to Open Page. 

Create a payment line and apply or apply the payment later after posting from the customer 

ledger. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Credit Card Transaction from Posted Sales Invoice 
One can prepare and post credit card transactions from Posted Sales Invoice which can 

allow to charge/Authorize/capture credit card. 

Search “Posted Sales Invoices” to open page. 

Action “Credit Card Processing” 

 

 

 

 

 

 



7. Batch Credit Card Processing 
Batch Credit Card Processing is available from Customer Card to pull list of unpaid invoice 

based on given filter. 

Search “Customers” and Open Customer Card 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Batch echeck Processing 
Batch eCheck Processing is available from Customer Card to pull list of unpaid invoice based 

on given filter. 

Search “Customers” and Open Customer Card 

 

 

 

 

 

 

 

 

 

 

 



9. Deposits 
Bank settlement can be done on the deposit card as seen below. 

Search for Deposit to open the page. 

 

 

10. AEP Transaction Logs 
We can review all processed Credit Card and Ach transaction logs from the Customer Card 

and sales document pages. 

Below is the AEP Transaction Log Entries page. 

 

 

 

 


