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EFT Processing Overview

SedonaOffice has partnered with ACH Direct (a Merchant Bank) for processing of Credit
Card and ACH transactions. To take advantage of this partnership contact Michael
Marks or April Misseri at SedonaOffice (440) 247-5602 and Wayne Akey at ACH Direct
(518) 581-7662 for complete details.

ACH Direct, one of the premier third-party processors of ACH and Credit Card
transactions in the nation, provides both real-time and batch settlement services for all
types of electronic payments. Using the fully integrated features within SedonaOffice,
processing and collecting ACH and Credit Card transactions is simple, fast and accurate.
With SedonaOffice and ACH Direct, generating payment transactions for both recurring
and one-time payments, settling the transactions, receiving the payment in your bank
account, and posting the transaction to your customers account is seamless and built
right into the SedonaOffice application.

SedonaOffice provides several options for generating an automatic payment with the
use of a customer credit card or customer bank account. Each of the methods below
will be discussed in this section of this Reference Guide.

* Automatic payment of cycle invoices

® Automatic payment for one or multiple invoices

e Automatic payment that will post to the customer’s unapplied cash (typically used
for advance deposits for an installation job).

e Live Transactions — this feature allows you to immediately verify whether a credit
card has enough line of credit available to fulfill the automatic payment of one or
multiple invoices. This feature is often used in collection situations.
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Setup

Before being able to use automated payment processing, your company must enroll
with ACH Direct. Once approved, ACH Direct will send your company information that
will need to be entered into SedonaSetup.

EFT Setup

From SedonaSetup, select the option of EFT Setup. This form must be completed with
the information provided by ACH Direct before your company may begin submitting
transactions to ACH Direct for processing.

e ACH Direct - Fill in the information provided to your company by ACH Direct.

® Posting — This information is automatically filled in with default information. If your
customer is setup for automatic payment processing for their cycle invoices and also
want a printed copy of their cycle invoice, the messages shown in the posting area of
this form will print on the cycle invoice. The text in ACH Invoice Message and Credit
Card Message may be changed if desired. Each of the two message fields may
contain up to 255 characters of text.

e Override Password — Do Not Modify this field.

ACH/EFT Setup: Figure 118

ACH\EFT Setup

5 ACH Direct

Transmitter Id |123456

Passward Jabc123

Company Id fos 7654

Merchant Name jwestern

Batch Description facrfcc

" Posting
ACH Payment | EFT =
ACH Invoice Message ** Do NOT pay this invoice. It wil be
credited off electronically with a bank.
transfer. ==
Credit Card Payment | Credit Card 3|
Method
Credit Card Invoice ==Do NOT pay this invoice. It wil be
Message icredited off electronically with your credit
jcard information, **
# AVS
Override Password 123
Apply
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Customer Credit Card Setup
A User may enter and store any number of credit cards to a customer record. Only one

of the credit cards entered may be flagged to use for automatic payment processing for
cycle invoices. Once the credit card number is entered and saved, the number is
encrypted. If a User returns to edit information on the credit card set up only the last
four digits of the credit card will be visible.

To set up credit card information for a customer, follow the steps listed below.

1. Open the customer record for which credit card information will be set up.
2. From the customer tree, highlight Payment Options. Right-click and select the Edit
Electronic Funds Transfer option.

Customer Credit Card Setup — Navigation: Figure 119

&) 2023 Ashley, Desiree

[ Ashley, Desiree Ashley, Desiree

) Cus Lon 2588 M |
; o Lo

e 3
- il To Edit Electronic Funds Transfer
=27 Ashley, Desiree Enter New EFT Transaction
L2 Contacts

=~ Sites
B[ (1) Ashley, Desiree
B[] Systemns Credit Cards

E Contacts Type
-[&] Credit Memos

..... Q Diocuments Banks
~[&] Invoices Bank

% Recu rring
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3. The EFT Setup form will be displayed. Credit card information is entered on the right

side of this form. In the Cards on File field, press the drop-down arrow and select

the option New CC.

&) EFT Setup 2023 Ashley, Desiree

Customer Credit Card Setup - New Credit Card: Figure 120

]

Customer Number: 2023
Ashley, Desiree

2688 Maple Lane
Holtville, CA 92250
(750) 555-4343

£ ACHBanks % Credit Cards

Banks On File | ﬂ Cards On File | | [‘ﬂ

Expiration * l_ / l_

|
i
|-

4. The customer name and address information displayed in the upper left of the EFT

Setup form will automatically fill into the credit card information fields. If the name

and/or billing address of the card holder are different from the automatically filled

information, you may type in the correct information in the appropriate fields.

Use for Auto Processing — if this option is selected, this customer’s cycle invoices
will automatically be paid with the credit card being set up. If the use for auto
processing option is left un-selected, the credit card will be kept on file for use
when the customer wants to pay single invoices with the credit card.

Print Cycle Invoices — if the Use for Auto Processing option was selected, the
Print Cycle Invoices option will be displayed. If the customer wants a printed
copy of the cycle invoice that was paid by automatic payment, select this option.
If the customer does not want a printed copy of the cycle invoice, do not select
this option.

Auto Process Hold Day — Make a selection from the drop-down list which
determines which day of the month an auto payment may be processed.

Note: The default hold day is set to the value of 1; if day number 1 is selected,
the application will use the hold date that was selected in the ACH Hold Date
field of the Cycle Invoicing Process form.
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Once all information is entered, press the Apply button located at the lower right of

the form. The SedonaOffice application validates whether the credit card number
entered by the User is correct. If the credit card number entered is invalid, the User

will be presented with a message indicating the entry

is invalid. If this occurs, the

User may re-type in the credit card number and re-save the information.

Customer Credit Card Setup - Data Fields

: Figure 1217

&) EFT Setup 2023 Ashley, Desiree 23
Customer Mumber: 2023
Ashley, Desire:
2688 Maple La
Holtville, CA 9.
(750) 555-4343
& ACH Banks 7o Credit Cards
Banks On File <New CC> '1
]—_‘-i.._.l Ashley, Desiree
VISA 52
4767542090543289 )
2 oo [ |1
& Checkin £ 2653 Maple Lane
{5 Bil Postal Code 92250
Payment Method -
- Payment Method Visa '1
¥ Use for Auto Processing
[~ Print Cycle Invoices
Auto Process Hold Day ]—_“]
Autg Brocess Holc By Auto Process Hold Day H—:]
JE= =
Mew Transaction Close

Customer Credit Card Setup - Invalid Card Number

Message: Figure 122

Invalid Card Mumber

e
I - i
Y you wish to save it as entered?

Mo

/ "_"\-.I The credit number that you entered does not appear to be valid. Do

X5

Cancel
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Once credit card and/or customer bank set up has been completed, this information
may be viewed from the Customer Explorer by selecting Payment Options from the
customer tree. The Credit Cards and/or Banks will be displayed in the Active Pane of the

Customer Explorer.

Customer Credit Card Setup - Customer Explorer: Figure 123

&) 2023 Ashley, Desires = E
a Ashley, Desiree Ashley, Desiree Balance Due: $37.89
gﬁ = t\n — 2688 Maple Lane Last Statement Date: Never
£ iy . S Holvile, CA 92250 Total Active RMR :
e = (760) 555-4343 Total Active RAR :
| Ba .ﬁSh‘I:EV'tD:tS”EE Customer Type: Residential
H i
E| sitésj ontacts Customer Since: 4/1/2006
= 3 (1) Ashley, Desiree Salesperson: George Miller
; Systems Credit Cards
Contacts Type Account Expires On Name on Card Auto
Credit Memos VISA F*EE3289 09/11 Ashley, Desiree Y
B Documents "
g Banks
I
B Jzzz‘:es Bank Account Check/Sav Name on Acct Auto
< 272483743 falainia, ' 2L Checking Desiree Ashley M
-é Recurring
*--{g4 Recurring History
il J Activity Ledger
HI = P
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ACH Customer Bank Setup

A User may enter and store any number of ACH Banks to a customer record. Only one
of the ACH Banks entered may be flagged to use for automatic payment processing for
cycle invoices. Once the bank account number is entered and saved, the number is
encrypted. If a User returns to edit information on the ACH Bank setup, only the last
four digits of the bank account number will be visible.

To set up customer ACH Bank information, follow the steps listed below.

1. Open the customer record for which ACH Bank information will be set up.
2. From the customer tree, highlight Payment Options. Right-click and select the Edit
Electronic Funds Transfer option.

Customer Bank Setup — Navigation: Figure 124

&) 2023 Ashley, Desiree

[ Ashley, Desiree Ashley, Desiree

) Cus Lon 2588 M |
; o Lptio

i
== il To Edit Electronic Funds Transfer
=l-=7) Ashley, Desiree Enter New EFT Transaction
w8 Contacts
=[] Sites
E_, (1) Ashley, Desiree
- ] Systems Credit Cards
E Contacts Type
-[&] Credit Memos
..... Q Diocuments Banks
~[&] Invoices Bank
..... M 1ohs
% Recurring
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3. The EFT Setup form will be displayed. ACH Bank information is set up on the left side
of this form. In the Banks on File field, press the drop-down arrow and select the

option New Bank.

Customer Bank Setup - New Bank: Figure 125

[
&) EFT Setup 2023 Ashley, Desiree

Customer Mumber: 2023
Ashley, Desiree

2688 Maple Lane
Holtville, CA 92250

(750) 555-4343
4 ACH Banks Te) Credit Cards
Banks On File | k ;I Cards On File

Actodht Number

<Mew Bank>
(75 ..
e .

Bank

4. Bank - Select the customer bank from the drop-down list. If the customer’s bank
routing number is not on the list it may be created and added to the customer bank

list.

To add a new customer bank, press the | ..l icon located to the right of the Bank
field.

45 ACHBanks
Banks On File | <Mew Bank = |
Bank | @
Mams.en Account = |
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The Bank List form will be displayed. Press the New button located at the lower
right of this form. In the Bank Name field type in the bank routing number. In
the Description field type in the name of the financial institution. In the Routing
Number field type in the bank routing number (you may copy and paste from the
Bank Name field). Press the Save button located at the lower right of this form
to save the new bank information.

SedonaOffice recommends typing in the routing number in the Bank Name field;
when searching for a particular routing number, the primary search is on the
Bank Name field — this makes it faster to find the routing number.

The SedonaOffice application validates whether the routing number entered by
the User is correct. If the routing number entered is invalid, the User will be
presented with a message indicating the entry is invalid. If this occurs, the User
may re-type in the routing number and re-save the information.

Customer Bank List: Figure 126

) Bank List
Bank Name Description I Routing Number ] Customer Bank |
010236985 Wells Fargo 010236985 Y

Bank Mame [272483743 Routing Number [272483743
Description [community Finandiall Customer Bank 7
Mew | Save | Close

® Name on Account — Type in the name of the account holder.

e Account Number — Type in the bank account number.

® Checking or Savings — Select the button that applies to this bank account.
e Payment Method — Select EFT from the drop-down list.
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e Use for Auto Processing — if this option is selected, cycle invoices will
automatically be paid by debiting the bank account being set up. If the Use for
Auto Processing option is left un-selected, the bank account will be kept on file
for use when paying single invoices with the bank account.

Note: If a credit card or another bank account was setup on this customer’s
account and is marked as Use for Auto Processing and the User selects this bank
account to be used for auto processing, the other credit card or bank auto
processing flag will be removed when this new bank record is saved.

® Print Cycle Invoices — if the Use for Auto Processing option was selected the Print
Cycle Invoices option will be displayed. If the customer requires a printed copy
of their cycle invoice, select this option. If the customer does not want a printed
copy of the cycle invoice, do not select this option.

e Auto Process Hold Day — If the Use for Auto Processing option was selected
above, make a selection from the drop-down list which determines the day of
the month an auto payment may be processed.

Note: The default hold day is set to the value of 1; if day number 1 is selected,
the application will use the hold date that was selected in the ACH Hold Date
field of the Cycle Invoicing Process form.

Once all information is entered, press the Apply button located at the lower left
of the form.
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Customer Bank Setup - Data Fields: Figure 127

&) EFT Setup 2023 Ashley, Desiree

Customer Mumber: 2023
Ashley, Desiree

2638 Maple Lane
Holtville, CA 92250

(750) 555-4343
A5 ACH Banks
Bariks On File | <Mew Bank = =~
Bark LI_I

Mame on Account *
(Mot Business Mame)

Account Mumber®

Payment Method

Auto Process Hold Day I [

| 272483743

|Dn.=-_siree Ashley

|15u51|51 = |
{* Checking
" Sawvings
i =]
[~ Use for Auto Processing
[

Apply | Edit | Delete |

Mew Transaction
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Once credit card and/or customer bank set up has been completed, this information
may be viewed from the Customer Explorer by selecting Payment Options from the
customer tree. The Credit Cards and/or Banks will be displayed in the Active Pane of the

Customer Explorer.

Customer Bank Setup - Customer Explorer: Figure 128

[ Recurring History
[ | Activity Ledger
nfhain

&) 2023 Ashley, Desiree (= [EoR)| ==
(L1 Ashley, Desiree Ashley, Desiree Balance Due: $37.89
il Quslnmertnfermation 2688 Maple Lane Last Statement Date: Never
Payment Options Holtvile, CA 92250 Total Active RMR :
Sill T .
= (760) 555-4343 Total Active RAR :
= ‘:Shleyf Desires Customer Type: Residential
! Sta Contacts Customer Since: 4/1/2006
L sites Salesperson: George Miller
=] (1) Ashley, Desiree
B[ Systems Credit Cards
[ contacts Type Account Expires On Hame on Card Auto
--{&] Credit Memos VISA *FEE3989 09/11 Ashley, Desiree Y
Q Documents K
= Banks
I
Lg Jz;z\ces Bank Account Check/Sav Name on Acct Auto
272483743 ==5)161 Checking Desiree Ashley N
@ Recurring
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Automatic Payments - Cycle Invoices

If a customer has been set up for auto processing of cycle invoices with either a credit
card or bank account, when the cycle invoice batch is posted, a transaction is
automatically sent to the EFT Processing List. Submitting these transactions for funding
is discussed later in this Reference Guide under the section titled Processing Automatic
Payments.

Credit Card Payments - Single Invoices

An automatic payment may be set up for one or multiple invoices for any customer
where there is a credit card on file for the customer. There are two methods of flagging
the invoice for auto payment; from the Payment Options menu item from the Customer
Explorer or by opening and invoice and pressing the EFT button located at the lower
right of the invoice form.

Setting Up an Automatic Payment - Customer Explorer
1. Open the customer record for which for which an automatic payment will be set
up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

Credit Card Payment — Navigation: Figure 129

&) 2023 Ashley, Desiree

[ ] Ashley, Desires . Ashley, Desiree
----- 7 : 2688 Maple Lane

W3 Payment Options

Edit Electronic Funds Transfer
=l-=7) Ashley, Desiree nter Mew EFT Transzaction
E Contacts
= Sites

=+ (1) Ashley, Desiree
H-[ ] Systems

ﬁ’ Contacts
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3. Enter the EFT Payment Information - The New EFT Entry form will be displayed.
In the Credit Card field, select the credit card to be used for this transaction from
the drop-down list. In the Description field you may enter up to 50 characters of
text. This information will appear on the customer’s credit card statement. In
the Hold Date field, enter the date you want to be able to submit this transaction
for funding. You may select to pay all of the invoices on the list by pressing the
Pay All Invoices button located at the lower right of this form. If only certain
invoices are being paid, select the checkbox to the left of each invoice that will

be submitted for payment.

4. Save the EFT Payment Information - Once all information is entered, press the
Save button located at the lower right of this form. This transaction will now
appear in the list of transactions to submit for processing in the EFT Processing
List.

Credit Card Payment - Setup/Tag Invoice(s): Figure 130

&) New EFT Entry

Bank |

==
)
Holtville, CA 92250

Ashley, Desiree Credit Card [Visa
2688 Maple Lane
Edit Setup Data
VISA Description [service Inv# 710984
Amount
Ashley, Desiree - PRl
09/11 Hold Date 12/2/2008 =
(" Invoice Payment " Unapplied Cash
" Advance Deposit " Miscellaneous Income
Invoice Number | Date Description Amount Met Due
121/2008 Recurring Services £37.89 $37.89
q 710934 12/7/2008 Service Call §79.00 §79.00
1212008 Recurring Services $46.49 $46.49

Pay All Invoices

Live Transaction Save | ‘ Close ‘
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Automatic Payments for Unapplied Cash

Credit Cards

An automatic payment may be set up that will be applied to the unapplied cash for any
customer where there is a credit card on file. A User may apply the unapplied cash to
invoices at a later time.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

Credit Card Payment — Navigation: Figure 131

e 2388 Lands, George  ** Over 80 Days ™

[ Lands, George Lands, George
ol Cu S 2552 Ravenwood Lane
il Fayment Options
S TsBillIo Edit Electroni nd ansfer
=27 Lands, George Enter Mew EFT Transaction
-5 Contacts O
E|,_, Sites
=[] {1) Lands, George
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3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only certain invoices are being paid,
select the checkbox to the left of each invoice that will be submitted for payment.

Credit Card Payment - Setup for Unapplied Cash: Figure 132

-
&) Mew EFT Entry @
Bank | ﬂ
Lands, George Credit Card | MAST L]
2552 Ravenwood Lane =

Plymouth, MI 48170
Edit Setup Data

MAST Description |Deposit for Job 475

****26?5

Amount {‘—
Lands, George Amaun $500.00
01/09 Hold Date [z £

" Invoice Payment

" Advance Deposit

GL Account | =]l J

Cateqary Code | _]

Live Transaction @ Joi | Close |
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4. Save the EFT Payment Information - Once all information is entered, press the Save

button located at the lower right of this form. This transaction will now appear in
the list of transactions to submit for processing in the EFT Processing List.

ACH

An automatic payment may be set up that will be applied to the unapplied cash for any
customer where there is a customer bank on file. A User may apply the unapplied cash
to invoices at a later time.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

ACH Payment — Navigation: Figure 133

'a 2388 Lands, George ™ Owver 80 Days ™

[ Lands, George Lands, George

2_552 Ra_venwood Lane

Edi i ansfer
S :: : ,La”dS' George Enter Mew EFT Transaction
- Contacts _
B[ Sites

El_ (1) Lands, George

3. Enter the EFT Payment Information — The New EFT Entry form will be displayed. In

the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only certain invoices are being paid,
select the checkbox to the left of each invoice that will be submitted for payment.
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ACH Payment - Setup for Unapplied Cash: Figure 134

% Mew EFT Entry @l
Bank | 010238985 (=)

Lands, George Credit Card | =
2552 Ravenwood Lane

Plymouth, MI 48170
Edit Setup Data

010236985

Bescription |peposit for Job 489

Wells Fargo
=xx=gges Amount $500.00
Hold Date 12/3/2008 g
Check Number  [7533]
" Invoice Payment f* Unapplied Cash
" Advance Deposit " Miscellaneous Income
GL Account | JJ
Category Code | J

D | = |

4. Save the EFT Payment Information - Once all information is entered, press the

Save button located at the lower right of this form. This transaction will now
appear in the list of transactions to submit for processing in the EFT Processing
List.
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Automatic Payments - Miscellaneous G/L Account

Credit Card or ACH

An automatic payment may be set up by the User that will be applied to a miscellaneous
G/L account for any customer where there is a credit card or ACH customer bank on file
for the customer. This option is typically used when you are processing a payment for a
cancelled customer and the customer’s invoices have previously been written off to a
bad debt account. Processing the payment and selecting to post to the same bad debt
G/L Account will offset the invoices previously written off.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

'a 2047 Kelly, Christopher ™ Ower 60 Days ™

[ Kelly, Christopher Kelly, Christopher
e R A S 2784 Hans Lane

Edit Electroni nds Transfer

)-/a Enter Mew EFT Transaction

=[] Sites
=[] (1) Kelly, Christopher Credit Cards
----- [7] Systems Type
ﬂ Contacts MAST
_——

3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.

This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only selected invoices are being
paid, select the checkbox to the left of each invoice that will be submitted for
payment.
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4. Save the EFT Payment Information - Once all information is entered, press the Save

button located at the lower right of this form. This transaction will now appear in

the list of transactions to submit for processing in the EFT Processing List.

ACH or Credit Card Payment - Setup to Post t

o Misc. G/L Account: Figure 135

© New EFT Entry =
Bank | J
Kelly, Christopher '
3 Credit Card -
2784 Hans Lane - |MAST J
Holtville, CA 92250 ’
Edit Setup Data
MAST Description [recurring Services
EEEEIA67
i Amount
Kelly, Christopher §217.11
09/00 Hold Date 12/8/2008 El
" Invoice Payment " Unapplied Cash
" Advance Deposit » Miscelaneous Income
GL Account  [a093 ~1H
Bad Debt Expenze
Cateqary Code |54 A d|
Live Transaction Save ‘ ‘ Close ‘
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Live Transactions

The Live Transactions feature allows a User to immediately verify whether a credit card
has an available amount of credit on the credit card to fulfill the automatic payment of
one or multiple invoices. Within just a few seconds, the User will receive a response
message indicating whether the transaction is approved or declined. If the transaction
is approved, the transaction will be processed for funding with the normal batch
transactions. If the transaction is declined, the User will be able to communicate this
information to the customer. This feature is often used in collection situations.

1. Open the customer record for which for which an automatic payment will be set up
and processed as a Live Transaction.

2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

la 2388 Lands, George ™ Ower 60 Days ™

Lands, George

[ Lands, George
: 2552 Ravenwood Lane

T Edi i ansfer
= ‘-:'rLands, George Enter Mew EFT Transaction
-5 Contacts  —

=[] Sites

EI | (1) Land=s, George

3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only selected invoices are being
paid, select the checkbox to the left of each invoice that will be submitted for
payment. A Live Transaction may also be processed for unapplied cash. Select the
unapplied cash radio button, then enter the description and amount of the payment

to be processed.
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4. Validate the Credit Card Payment - Once all information is entered, press the Live
Transaction button located at the lower left of this form. A message will be
displayed confirming whether you are ready to authorize the transaction. Press the
Yes button to continue the process.

Note: ACH Direct charges an extra processing fee for Live Transactions.

Credit Card Payment - Live Transaction: Figure 136

% Mew EFT Entry =
Bank ] -
Lands, George :
o Credit Card -
2552 Ravenwood Lane S | masT |

Plymouth, MI 48170

Edit Setup Data

MAST @
****26?5

Lands, George
01/09

Amount

Hold Date 12/4/2008 g]

= Unapplied Cash

" Advance Deposit " Miscellaneous Income

ﬁ;mﬁw%' mber J Date J Description Amount Net Due
q 1394 9f1/2008 Recurring Services £31.95 £31.95
9/28/2008 Recurring Services £31.95 £31.95
2387 11f1f2008 Recurring Services £31.95 £31.95
[ 10399 11/17/2008 Recurring Services £31.95 £31.95
1710908 11/29/2008 Recurring Services £33.95 £33.95
710978 12/5/2008 Service Call §140.00 £140.00
1710933 12f1f2008 Recurring Services £127.50 £127.50

Pay All Invoices

—

Live Transaction Confirmation: Figure 137

Authorize Transaction EX

:] Are you ready to Authorize this Live Transaction ?

Yes Mo
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5. Payment Authorization Verification - The CC Verification Code form will be displayed.
Enter the three digit security code found on the back of Visa and MasterCard credit
cards. For American Express cards the verification code is a four digit code located
on the front of the card. Press OK after entering the verification code.

Note: The verification code is not stored within the SedonaOffice database. Each
time a User performs a Live Transaction for a particular customer, the
Verification Code must be entered.

Credit Card Verification Code Entry Form: Figure 138

CC Verification Code

Pleaze enter the Credit Card Yerification Code if

available.
Cancel
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6. If the transaction is approved, the User will be presented with a message box
indicating the transaction has been approved. If the transaction is declined, the
User will be presented with the message box indicating the Authorization Failed. If
the transaction was approved, press the Save button located at the lower right of
this form. This transaction will now appear in the list of transactions to submit for
processing in the EFT Processing List.

Live Transaction Authorization Failure Message: Figure 139

Authorization Failed (5]

P

| | Pg_response type= E
‘S pg_response_code=EL0
~ pg_respense_description=INVALID MERCH

pg_trace_number=T4E848F0-77BD-43CT-8CEB-69F24 A2ACCDA
pg_merchant_id=987654
pg_transaction_type=11
pg_total_amount=31.95
ecom_billto_postal_name_first=Lands,
ecom_billto_postal_name_last=George
endofdata
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Processing Automatic Payments

Automatic payment processing is an easy three step process. The first step is to upload
the batch of transactions for funding. The second step is to download the response file,
apply the funding responses and post the payments to the customer accounts for the
transactions that were funded. The third and final step is to deposit the payment batch
into your bank account. Each step in this process is covered in this document.

Automatic payments are submitted for funding in batches. It is possible that you will
need to process up to four separate batches in one day to process all the possible types
of batches. These batch types are:

e ACH Batch transactions

® ACH Live transactions

e Credit Card Batch transactions
e Credit Card Live transactions

Page 169 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

EFT Processing List

As invoices are set up for automatic payment, the transactions are added to the EFT
Processing List and will remain there until the batches have been submitted for funding.
Users may view the list of transactions waiting to be processed at any time. Navigate to
the Accounts Receivable/EFT Processing option found on the main application menu

tree.
EFT Processing List: Figure 140
& EFT Processing [E=HEoH 5
Batch Information () View Information
Batch Code *=Not Submitted == Hold Date 12/7/2008 =]
Branch ]| ‘:J
Total Count 4
Total Amount * Batch
$366.65 Submitted Transactions (:. _.a
Live (0)
e 1 % Credit Cards {4)
 ACH(3)
Customer # J Mame Amounti Type ] Invoice ] Funded 1 Response ] Posted ] Bank/CC J Account
Te1 2023 Ashley, Desiree 4649 1 710986 N Mo VISA =E==3080
I_i‘f 2023 Ashley, Desiree 79.00 I 710984 N M VISA FEEX3289
7% 2388 Lands, George 127.50 1 710983 N M MAST =675
I;: 2423 Stahl, Lori & Jason 113.66 I 710987 N M VISA S o
4l wlll al
Upload ] Download I Process Responses Post I Fund All ] Response Codes MNew ] Close |
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Uploading the Payment Batch
To submit a batch of transaction for funding, navigate to the Accounts Receivable/EFT
Processing option found on the main application menu tree.

The EFT Processing form will be displayed. If there are any transactions waiting to be
processed, a number will be displayed in parenthesis behind the Live, Credit Cards or
ACH options buttons. Follow the steps listed below for each separate batch to be
submitted for funding. The example shown below will be for a batch of credit card
payments.

1. Select the Batch Type to be Submitted for Funding - In the header of the EFT
Processing form select the Batch and Credit Cards options. A list of credit card

transactions will be listed in the grid area in the center of this form.

If your company is operating under multiple branches, the User may process one
branch at a time. If a branch is not selected from the drop-down list, all transactions
in all customer branches will be processed at the same time.

EFT Processing - Upload Batch: Figure 141

- |
D EFT Processing o=
Batch Information _5 View Information
Batch Code *= Mot Submitted == HoldDate  [12/7/2008 |
Branch -
Total Count F
Total Ar t 1O
“ meun $366.65 Submitted Transactions = ﬁ.atch
 Live (0
1 fs" Credit Cards (4)
T ™ ACH (3)
Customer # | Name Amuuﬂtl Type | Invoice | Funded | Response | Posted ‘ Bank/CC I Account
e 2023 Ashley, Desiree 46.49 I 710988 N N VISA FEEF3289
l 2023 Ashley, Desiree 79.00 I 710984 N N VISA 3289
_s" 2388 Lands, George 127.50 I 710988 N N MAST TS
I 2423 Stahl, Lori & Jason 113.66 I 710987 N N VISA T a4
<[z = . ) i . - 3
(gplnam Download | i 5 J Fund All J Response Codes New I Close
"
S
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2. Upload the Payment Batch - Press the Upload button located at the lower left of
the EFT Processing form. This will transmit the transactions to the ACH Direct
secure FTP site. A message will be displayed confirming you are ready to submit
the transactions for processing; press the Yes button to confirm and continue the
process.

EFT Processing - Upload Batch for Processing Confirmation: Figure 142

Q) EFT Processing =8 oR ==
B Batch Information (), view Informaton
Batch Code == ot Submitted == HoldDate  [12/7/2008 ]|

Branch f =
Total Count [.;—

P ]
= (# Credi Cards (4)
: A (3)

Customer £ | Name | amount | Type | Invoice | Funded | Response | Posted | Bankjcc | Account

e 2023 Ashiey, Desiree %6.93 1 710986 ] N VISA ====3o8g

= 023 Ashiey, Desiree 7900 1 710984 N N VISA e —

] Lands, Gearge 127.50 1 710988 ] N MAST e==2573

. 2423 Stahi, Lori & Jason 11366 1 710987 N N VISA sssn3343
Sedonalffice =

0 Are you ready to submit the open transactions for processing 7

T

Qomoau| Fund Al | Response Codes gew‘;hsel

Page 172 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice

The #1 Financial Software for Security Companies

Accounts Receivable
Reference Guide

Once the file upload has completed a message will be displayed confirming the

upload was completed successfully.

EFT Processing - Upload Batch Completion Message: Figure 143

ACH Upload

Fenarr

ACH File Upload

S

ACH File Upload is Complete!

1 file Uploaded!

4.r01
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Downloading & Processing the Response File

Processing a Single Batch
To download the response file for a previously uploaded batch of transaction, navigate

to the Accounts Receivable/EFT Processing option found on the main application menu

tree.

1. The EFT Processing form will be displayed. Press the Download button located at
the lower left of the form to retrieve the response file.

EFT Processing - Download Batch: Figure 144

B eatch Information G, ‘eew Informabion
@atch Code 120708182525 Hold Daate
Submit Date [ B3 | =
Total Count "
Totsl Amount [ssess e |'r:
Funded Count B—
e il
Customer = | Mame | Amount | Type | bvoice | Punded | Response | Posted | Barkjoc | Account
ACH Download Bl
Retrieving download files..
ves | Mo
Lpoad @mwl ; Furd 8 | Besponse codes | tiew gose |
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2. Confirm the File Download - Once the download has completed a message will be
displayed confirming the download was successful. The message will indicate the
number of response files downloaded. Press the OK button on the confirmation
message.

EFT Processing - Download Completion Message: Figure 145

ACH File Download 2

ACH File Download is Complete!
1file Downloaded!

3. Apply the Response File to the EFT Batch - Next the downloaded response file will be
applied to the submitted batch. Press the Process Responses button located at the
lower left of the EFT Processing form. A message box will be displayed listing the

batch available for processing the response file.

EFT Processing - Process Responses: Figure 146

pkand |!W@ Fund il | Rgsponse Codes e Close

EFT Processing - Processed Batches Confirmation: Figure 147

SedonaOffice =

Transactions were processed from the following batches:
0 120708182525,

0K I
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4. Posting the Funded Batch - The batch which was downloaded will be displayed in the
grid of the EFT Processing form. The Funded and Response Code columns will be
filled in for each transaction in the batch. Press the Post button located at the

bottom of the form.
EFT Processing - Batch Posting: Figure 148

Q) EFT Processing [F=% FoN ===
B8 Batch Information 0, View Information
[atch Code 120708132525 HodDate  [12/7/2008
Submit Date [1zr7o0s [ Bact | 5|
Total Count 4
Total Amount [s3eses -
Funded Count B 2
’ o
Funded Amcunt 0,00 '3::' Submitted ~
Customer | Name | amount| Type [ voke | Funded | Response | Posted | Bankjec | Acoount
. 2023 Ashley, Desiree 4643 1 710986 Y A0L N VISA R 7
[ 2023 Ashley, Desiree 7900 1 710934 ¥ Al N VISA TENEIIES
. 2388 Lands, George 12750 1 710988 Y Al N MAST TENEIETS
. 2423 Stahl, Lori & Jason 11366 1 710987 ¥ ADL M VISA b 7.
ot | et | D e e e
—m——

5. A message will be displayed asking the User to confirm whether they are ready to
Post the payments to the customer accounts. Press the Yes button to accept.

EFT Processing - Batch Posting Confirmation: Figure 149

SedonaOffice £3
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6. Deposit the EFT Payment Batch - When the payments have finished posting to the
customer accounts, a cash batch is automatically created by the application and will
be displayed in the Accounts Receivable Payment Processing Batches list. The User
may deposit the payment batch into a bank account now or make the deposit after
confirming the cash has been deposited into the company bank account from ACH
Direct. To make the deposit now, continue on. The ACH Post Funded Transactions
form will be displayed. Enter the date the deposit will post to the bank account in
the Posting Date field. The posting date entered must be in an open accounting
period. Press the Save button located at the bottom of this form.

EFT Processing - Batch Posting Date: Figure 150

—
la ACH Post Funded Transactions =

Posting Date 2772008 =

Save | Close |
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Processing a Multiple Batches
To download the response file for a previously uploaded transaction batch, navigate to

the Accounts Receivable/EFT Processing option found on the main application menu

tree.

1. Download Response Files - The EFT Processing form will be displayed. Press the
Download button located at the lower left of the form to retrieve the response file.

EFT Processing - Download Multiple Batches: Figure 151

D EFT Processing F=% IS8 == |
BB Batch Information 0, iew Information
fatah Code 120708 152525 Lok Date
Sl Dt Z | =
Total Count R
Total Amount 355,55 Trroacine ?
Funded Count [o
Arsedionnt [ ol |
Cistomer = | Mame | ammt | Type | twoke | Punded | Responze | Posted | Barkjcc | Account
ACH Download B
Retrieving download files
ves | No
"
plosd @mwl : Fund i | Rsponise Codes | e gose |
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Confirm Download - Once the download has completed a message will be displayed

confirming the download was successful. The message will indicate the number of
response files downloaded. Press the OK button on the confirmation message.

EFT Processing - Multiple Batch Download Confirmation: Figure 152

ACH File Download

ACH File Download is Complete!
2 files Downloaded!

Select & Apply the Response Files - If multiple batches were downloaded and are
ready for processing, press the Submitted Transactions located in the upper area of
the EFT Processing form. A list of returned and funded response files will be listed;

highlight the response file to be processed then press the Save button.

e EFT Processing
Batch Information (L, View Information
Batch Code [ Not Submitted = HeldDate  [12/7/2008 El
Branch | LI
Total Count Ig
Total Amount 5
= =
e — -
Hon-submitted & Credit Cards (0)
Transactions  ACH (3)
Customer # | Name | Amountl Type | Invoice | Funded | Response | Fosted | Bank,CC | Account |
[ .
) ACH Batch Summaries =il
| BatchCode | Submit Date | Retumed | Total Count | Total Amount | Funded Count | Funded Amount | Posted Date | Type |
rllﬂ?ﬂﬂlﬂl‘lﬁh 12/7/2008 ¥ a 166.65 4 366.65 oc
120708182213 12/6/2008 ¥ 3 400,95 3 400.95 ACH
[~ [nduce Closed Batches] Close [
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4. Posting the Funded Batch - The transactions for the selected response file will load
into the grid area of the EFT Processing form. The Funded and Response Code
columns will be filled in for each transaction in the batch. Press the Post button
located at the bottom of the form. A message will be displayed asking the User to
confirm whether they are ready to Post the payments to the customer accounts.

Press the Yes button to accept.

) EFT Processing =3 ol "=
B satch Information Q4 View Information
gatch Code [romaisasas Holdmate  [127/2008
Submit Date [Z70e O Branch | =
Total Count 4
Total Amount £365.65 ]
=
Funded Count "
Funded Amount 0,00 ?
Customer # | Name | amount| Type | Ivoice | Funded | Response | Posted | BankjCC | Account
. 2023 Ashley, Desiree 4649 1 710986 ¥ AL N VISA *ERr3389
R 2023 Ashley, Desiree 7900 1 710984 Y 401 N VISA *ena3339
. 2388 Lands, George 12750 1 710988 ¥ A01 N MAST =EREIETS
. 2423 Stahl, Lori & Jason 11366 1 710987 Y A0L N VISA ==we343
Uposd | Download | mmg | Rsponse Codes hew | Close
—m——
SedonaOffice 3
Yes Mo
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5. Deposit the EFT Payment Batch - When the payments have finished posting to the
customer accounts, a cash batch is automatically created by the application and will
be displayed in the Accounts Receivable Payment Processing Batches list. The User
may deposit the payment batch into the bank account now or make the deposit
after confirming the cash has been deposited into the company bank account by
ACH Direct. If the deposit will be made now, continue on.

The ACH Post Funded Transactions form will be displayed. Enter the date you want
the deposit to post to the bank account in the Posting Date field. Press the Save
button located at the bottom of this form.

—
la ACH Post Funded Transactions @

Posting Date [t2/7/2008 =

Save | Close |

Page 181 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Handling Rejected Transactions

When a response file has been received and processed, any transactions that were
funded will display a Y in the Funded column, the characters A01 will display in the
Response column and a green checkmark will be displayed to the far left of each funded
transaction in the EFT Processing List. Any transaction lines with a red X displayed to the
far left of the transaction line was a rejection. These rejected transactions will display a
response code that defines why the transaction was not funded. Pressing the Response
Codes button located at the lower right of the EFT Processing List will display the most
commonly received response codes and their definition.

A complete list of rejection codes is available by visiting the ACH Direct Payments
Gateway website. Once you enter your login information provided by ACH Direct,
navigate to the Knowledge Gateway / Documents / ACH Return Codes.

EFT Processing — Rejected Transactions: Figure 153

File Edit View
EmES

SedonaQffice

Cstomer Query Took Window Help

Ea) | ]| & ||| D@ mEEE Cedg

 Westemn Security,

: =2 en -
+ [ Chart Managamsnt
= 4} Accounts Recervable ], vew bt
& Cradit Mamo Bk Cade T
A CYC TP el ey it T il 1
& EFT Processing - P = m |
Finamce Charge
st demprt T s
= Imvoicing R bt Trarmsctiors
| Make Deposit L
ar! e
Payment Frocessing nded Amsurt. fasa 0 ot Dot Bach ""‘"‘"h"" .
Gy Brint [Awgeey

| Statements
& Unapplied Cash/'Credi
g Cradit OF Irvesces
(] General Ladiger
+ (i Accounts Payable

+ i Irvenbory
# J® lob Management
+ 1§ Payroll

* dSa'.es Management
* " Service

, ) .

|l Gamaral Documents 1 [

"X Lock Table Maintenance |l e ) o |t | twpo o | B ILI
Management Summanry
Report Manager
¥ Sadona Setup
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ACH Response Codes List: Figure 154

e ACH Response Codes
Code Name Desaiption
AD1 Funded Funded
Fo1 Mandatory Field Missing Mandatory Required Fiels is missing from the file
RO1 Insuffident Funds Balance is not suffident to cover value of transaction
RO2 Account Closed Previously Open Account has been dosed
RO3 No Account Account is dosed or doesn't match name submitted
RO4 Invalid Account Number Account Number structure is invalid
ROS5 Prenote Mot Received Prenotification was not received
ROG Returned per ODFI ODFI has requested ROFI to return this item
RO7 Authorization revoked Account holder has revoked company's authorization
ROB Payment Stopped Account holder has stopped payment on this single transactio
RO9 Uncollectable Funds Balance is sufficent but can't be released
R10 No Authorization Account holder advised that transaction is not authorized
R11 Check 5afekeeping Return Return of a check safekeeping entry return
R12 Branch Sold Account now at a branch sold to another finandal institution
R13 RDFI Mot Qualified RDFI Mot qualified to particpate
Ri4 Deceased Thiz account holder is deceased
R15 Beneficiary Deceased Beneficiary entitled to benefits is deceased
R16 Account Frozen Funds unavailable due to action by RDFI or other legal action
R17 Field Record Criteria Field Record/Edit Criteria
R20 Non Transaction Account Policies/Regulations restrict activity to this account
R23 Payment Refused Account holder refuses transaction because amount is inac
R24 Duplicate Entry Transaction Appears to be a duplicate item

WT_Y_.EI’I'DF Transaction ismiss rom a mandatory field
Trags ., .
g, R allty

A list of all rejected transactions may be printed by pressing the Print Preview button
located on the upper toolbar while a batch list is displayed in the EFT Processing form.
Pressing the Print Preview will display Print Submitted Batch form with printing options.
To print the rejected transactions, select the UnFunded checkbox. The User also has the
option of what order the transactions will be listed on the report; Customer Number or
Business Name. The default sort order is Customer Number. Once displayed, the report
may be printed or saved to an electronic file.

Print Submitted [EFT] Batch List: Figure 155

& Print Submitted Batch ==

Select Funded and L

[v Funded
[v UnFunded

Sart By
|Customer Mumber j
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Rejected transactions need to be handled individually. The User will need to contact the
customer to make other payment arrangements for the rejected transaction. If the
credit card or ACH Bank information provided by your customer has expired, or is no
longer valid, once updated information is received from your customer, the User will
update the credit card or ACH Bank setup for the customer. Once the customer credit
card or ACH information has been updated, the User may setup a new EFT payment and
submit for funding in a new batch.

Declined [rejected] transactions will appear in the EFT History on the Customer Explorer

record.
& 1305 Jacoh, Frances o e
Iacob, Frances « |acob, Frances Balance Due: $444.11
._.': Customer Informaticn 1816 Brookhurst Last Statement Dabe: 1231/ 2008
iy ;:r_’:_’:"t Options |Hokvile, CA 92250 Total Active RMR ! $53.25
> e e {95” BS6-B112 Total Adiive RAR @ £630.00
iy i ] Customer Type: Residential
. Contacts Customer Since: 2/15/2006
T Salespersan: George Miler
= 1) 3816 B khurst
. { 'sﬁmm:““' k Last Payment Rec'd: $857.00 (11/26/08)
i3 Contacs
’f_? i T Date [Description _[amount | submit Date | Batch Code _[Funded [Posted | Type
: ; Decurmenty 21,2003 Cycle Imvoice 5754 27873009 Q2I00FLIT4IE L] H -]
L. r
= Invomces 17102009 Cycle Imvosce 57564 1)5/3009 Q20905091 704 T ¥ -]
g ]':‘bs 12/9/2008 Ower the Counter 37859 12/10/3008 llI-12ll:l:I;Eul:Elli-i;l:l T Y [}
BELTInG : - 2 -
-'1 Rlacrring HEltoey 1212008 Cycle Irvoice S5ETE "Declined N L.} L
[ Activiy Ledger 11/29/2008 Cycle Invoice 5878 *Declined* N H L
| Aging B 11/29/2008 Service Call TH 13/1/2008 rlllmmﬂcﬂ-ﬂg ¥ ¥ A
§ Eﬂ":‘-‘t'm 11/28/2008 Late Fee 1166 12/1/2008 100808083211 ¥ Y [
L
| A 11/17/2008 Cycle Invaice S678 11/18/2008 071008115021 ¥ f L
% 5 Deferred Income {Unpod || |11/1/2008  Cyele Imaice 5678 *Declined* H W8
= r
[3 Documants 10/1/2008  Cyele Invaice 1353 10/6/2008 06708170341 ¥ L
= .
ol EFT “'T 9/30/2008  Service Call TS 10/1/2008 060908150312 ¥ ¥ B
110 o M
Li-" I:::rm ottt 9/I9/I008  Service Call 114 10/1/2008 071008082915 ¥ ¥ &
M Jobs 928/2008  Cycle Irvoice £3.35 10/1/2008  0BOBOBOSS1L3 ¥ Y B
" L
L] Journal Detai 9/18/2008  Service Call 30735 10/1/2008  0SO908085348 ¥ ¥ B
il Journal Summary 97172008  Servige Call 2335 9/2/2008 041008083209 ¥ ¥ 8
ki 2 gr:;:"ts 9/1/2008  Cyche Irvoice 6766 9/5/2008 031008092525 ¥ Y B
i L
;ﬁ Recurning 4121008 Cycle Imvodice 1353 4/5/3008 Q20808140726 ¥ Y -}
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