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Setup

A trainer will assist setting the service, merchant id’s for use with Card Connect.

To see if your company is set up go to Order Entry>Utilities> Credit Card Setup>Credit Card Setup

A Credit Card Setup |

Credit Card Processors

() Mo Credit Card Processor

(®)RFMS Credit Card Services by CardConnect

oot

[] Allow Cross Store Payments

Also confirm Credit Card Prefixes are configured. Order Entry>Utilities> Credit Card Setup>Credit Card
Prefixes

I o

[] Credit Card Prefixes = e
7 vaaa

Credit Card [ Include Inactive

Prefix Default Store  Sequence Description

"AY CHARGIFY AUTH.NET
3 [none] 002 | AMERICAMN EXPRESS
4 [none] 004 | VI5A, MC & DISCOVER
5 [none] 004 | VI5A, MC & DISCOVER
] [none] 004 | VI5A, MC & DISCOVER
3 [none] 003 | WEE CARD RECEIPTS

I4 44) 4 » FF M < > W




Posting Payments
Card Present

Post payments like usual using the payment icon in Order Entry.

‘ Customer Payment I

#@  Customer | CUSTOMER, CREDIT CARD |

Invoice | CGG130085

Store - RFMS, INC.
Due 7,194,00
Payment 0.00
Balance 7,154.00

Payment Date 06/30/21 = F2
Register | - Please select a receipt register - s

[] Card Mot Present

[ Customer consented to save credit card information

Check 000 |[E|[D Total Paid
Cash 0.00 E D
I Card 0.00 E||lD I Tendered 0.00
Discount 0.00 E|lD Change Due 0.00

Discount Account F& F8

CUSTOMER. DISCOUNT & REFUND

o 0K X Cancel

Skip the receipt register.

Checkbox options
(See details later in document)

= “Card not Present” — this will launch manual card entry on a terminal.
= Customer consented to save credit card information= Information is saved to be used on future
transactions

Enter amount in the credit card box and select ok

A box will pop up with a terminal or choice of terminals to select.

A Select Payment Method =S

Show terminals for Store: | "A" |~

Payment Method

|
W< ol v




The last four digits of the terminal are shown on the select screen.

c‘ —==ng] T Ordered  Estinstall  Entered|
Sl /ALN osons|  owmns|  ommong
sf) 1001713 | 1000y

Show terminals for Store: | " |+ s 100178| ™ 7001 xs

S 12§ | 1001713 1001 '\iz

Payment Method

Terminal 21871 05/01/14 | osm/x(;
Terminal 06599

Terminal 06795

Post Receipt Only

MW armn

Next enter the Billing Postal Code. This can be skipped by leaving the information blank and selecting ok.

Billing Postal Code

Cancel
oK = 5
v o & Transaction

Next Scan or tap the card using terminal or To cancel now, press Red X twice on the terminal.

Payment is then posted and receipt info is displayed including the approval code.

i A Payment Posted -ll
Receipt Number: 98323
Approval Code: 106708
Beceipt Prnter  \\TUS-DC.rfms.com\HP Laserjet M604 -
Copies i
[ Preview [ Print Reference
[ Emei POF

-

T [

Printed receipt has payment details.

RFMS, INC. Page: 1
3073 PALISADES COURT Py
TUSCALOOSA, AL 35404 8
(B00)701.RFMS (7367) @
>
2
Ship To
CAPARELLA FLOORS CAPARELLA FLOORS
PHOENIX, AZ PHOENIX, AZ
Imoice Date - -
04/21/94 Rece’p t HISto } CG301601
Receipt Credit Total Finance
Number  Pay Date Cash Check Card Discount Payment Charge
98323 0471621 0.00 0.00 10.00 0.00 10.00 0.00

Register: VISA. MC & DISCOVER  Card: Discover - 2885 Approvel Code: 106708




Card not Present
A customer may give their credit card information over the phone.

A Customer Payment [ﬂ_ﬁ]

B Customer | CUSTOMER, CREDIT CARD |

Invoice | CG120069

store | "1" - RFMS, INC, w
Payrment 1.00
Balance A49.00

Payment Date 06/30/21 = F&

Reference |
Register | - Please select a receipt register - ~
I Card Mot Present I

[] Customer consented to save credit card information

| Enter Card Info On Terminal |

Check 0.00 E D Total Paid $1.00
Cash 000 ||E||D

Card 1.00 E D Tendered 1.00

Discount 0.00 E D Change Due 0.00

Discount Account F3 F8

CUSTOMER DISCOUNT & REFUND

Comments | |

o OK X Cancel

Process as before except select the

Checkbox options
= “Card not Present” — this will launch manual card entry on a terminal.

Follow instructions on Terminal to type in card number and complete on terminal.



Saving Credit Card Information for Future Transactions
A customer may authorize a down payment now and full payment using the same card in the future.

A Customer Payment @r s
B Customer | CUSTOMER, CREDIT CARD A& Select Payment Method ==
Invoice [ (CG130069
Store "1" - RFMS, INC. = Show terminals for Store: | "1 ~
~
Due 430.00 Payment Method
Payment 1.00 I
Balance 2449.00 Terminal 49971 |
Payment Date 06/30/21 [2] [F8 Terminal 06599
Register | - Please select a receipt register - 7| Terminal 06795
Card Not Present Terminal 07451
Customer consented to save credit card information
Terminal 31107
Checl 000 | [E|[D Total Paid §1.00 ||| Terminal 29711
Cash 000 |[E][D
Card 100 |[E|[D Tendered *‘mﬂ Terminal 88387
Discount 0.00 E D Change Due 0.00 .
Visa - 1044 04/23

Discount Account ) e

CUSTOMER DISCOUNT & REFUND

Comments l:l Post Receipt Only

44 4 b e v

kxciaar v oK X Cance X Cancel

Visa - 8007 12/25

Checkbox options
= Customer consented to save credit card information= Information is saved to be used on future
transactions

The actual credit card number is never saved, instead a token is saved. This token is only valid to be
used by the merchant id associated with the initial transaction. The information cannot be stolen and
used by another party.

Posting Token Payments

After initial payment has been made, when user goes to make a payment the option to select a token
from the previously used card is an option.

A Custormer Payment @r it
B Customer | CUSTOMER, CREDIT CARD A Select Payment Method (25w
Inveice | CG120069
Store "1° - REMS, INC. = Show terminals for Store: | 1 ~
-~
Due 450.00 Payment Method
Payment 1.00
Balance 449,00 Terminal 48971
PaymentDate | 06/30/21 7] |F8 Terminal 06599
Register | - Plesse select a receipt register - ~|| Terminal 06795

[ ] Card Not Present Terminal 07451
| Customer consented to save credit card infarmation |

Terminal 31107

Check 000 |[E][D Total Paid $1.00 ||| Terminal 29711

Cash 000 |[E][D

Card 100 |[E][D Tendered ’—100‘ Terminal 88387
Discount 0.00 E|lD

Ch D
ngeDue | om0 [ fe 1041 0423 |

Visa - 8007 12/25

Discount Account Fa F3

CUSTOMER DISCOUNT & REFUND

Comments l:l Post Receipt Only

H 44 4 » br bl b

bgqear W 0K 4 Qancel N 0K & Cancel

Aa13724 [Avimiont v |




Saved Information
The token information is saved on the customer record.

Edit the customer record and go to the Credit Card Token Tab to access the saved credit card
information.

Filiomis = o - [= ==
- A8 b e -%F&:s D Hhonw o BHE @ e a

Search [ CREDIT |

Measure Activity fec
RINt
Customer Name CM  Cust.ID Customer # Business Seld To
CUSTOMER, CREDIT CARD I
CUSTOMER, CREDIT CARD 205-744-8555 50,055 ‘ 412 CREDIT COVE RS
A Changing a Customer Record

Active Customer Change Status
Customer Information Additional Information Additional Commissions Tax Certificatiorfs Credit Card Tokens g

Credit Card Tokens

oken Billing Zip Expiration

Visa - 8007 35242 12/25

_ra—-‘M,‘j‘-‘“—‘n'——F‘or‘““Jﬂi "‘""J____,--——_’--——-’_”P"“,—.._J

4] Insert ) Change K] Delete

dlg|g9|d|g|<|r
olaololalalao

o 0K X Cancel

A token may need to be edited to change the billing zip code or expiration date.

JA Edit Token oy

QL [o422653869631044

Billing ZIP | 35242 |

Expiry (MM/YY) | 04/23 |

X Cancel

While most tokens will be added during a transaction on an invoice, token information can be found on
the Card Pointe Service.




Voiding or Refunding Payments

Full Refund
Select the receipt history on the order to be processed.

The option to void or refund depends on whether the payment has been processed via CardConnect yet.

If it has not the transaction will be voided.

[2 Customer Orders

+7Wﬁ®@@mﬁg@@@@ﬁw%u;@mug

7 Custorner Order Receipts /
e 7 v m[a]

Invoice [CG130069 ‘Question
Account | CUSTOMER, CREDIT CARD
Job Name [ CUSTOMER, CREDIT CARD @ Void/Refund $50.00 From American Express - 10017

Order Dete [ oy/12721]

Delivered
=

Discount() | 000|  Payment(s) | ss00 |

Receipts

Date Paid  Receipt Beginning Payment Discount Finance Balonce  Reference Cash Check Cord  Check No. Discount Account Receipt Sequence t

04/12/21 85726 500.00 50.00 0.00 450,00 0.00 50.00 405-CUSTOMER DISCOUNT & REFUND 002-AMERICAN EXPRESS

Transaction REFUNDED

Partial Refund
To give a partial refund, create a new invoice for the material being returned or amount being refunded.
It will have a negative balance due.

L1 Customer Order o= =
o
«?2vRDQ0A0
3
Search | '
b
Store Order No ivered Customer Name[<] ? To1 Ser Balance Due Invoice Total ™ Sold To Customer # 59.055
. CUSTOMER, CREDIT CARD
07| CG130165 CARPET ONE FLOOR & HOME | . $1,863.06 51,865.06 AT ST
. BIRMINGHAM, AL 35242
07| CG130176 CCTEST i 35,00 35,00 e
% 07| 6130171 COLONIAL INTERIORS | $0.00 $5.48
. 2P:opsanznal A7 Lomnnapg® g canperds AI\;‘IE‘P’J“) i s shio To i gt gt
FIE - CUSL B, madER ) 75,00 5500.. Loy LIaTe B s ottt
“17| cG130166 CUSTOMER, AMEX W §3,215.00 §3,215.00 Close Date
Order Total ﬂl
1" cG130155 CUSTOMER, BOLT TERMINAL 50.00 $100.00
YRy
17| ce130156 CUSTOMER, BOLT TERMINAL . 5490.00 500,00
“ =) Grand Total | $-100.00]
17| CG130157 CUSTOMER, BOLT TERMINAL 3 599,00 510000 Balance $-100.00
17| CG130066 CUSTOMER, CREDIT CARD ‘ ) 510148 295,00 alesperson 1| CPRIDDY
“1"| CG130069 CUSTOMER, CREDIT CARD ) §500.00 $500.00 salesperson 2 |
4| cG130085 CUSTOMER, CREDIT CARD 57,194.00 57,194.00 Llao/cm [ overage
Claims | [none] ~
17| CG130161 CUSTOMER, CREDIT CARD 525,00 539,24
SIot|“"'No Time Specified ** |
0130177 CUSTOMER, CREDIT CARD 50,00 $36.33 :
! Occupied| No |
0| cG130178 CUSTOMER, CREDIT CARD k 543,60 543,60 Status| * No Status Spedified = |
- CUSTOMER, CREDIT CARD 3-100. 5-




When posting the payment make sure the amount paid is negative. This will pop up the refund screen.
Enter either the original invoice number or the last four digits of the credit card number.

A Find Charge To Refund ==
— A Customer Payment .
— Refunding $100.00
®  Customer | CUSTOMER, CREDIT CARD J =
ome Invoice [ Ca130182 Invoice Number: | cg130069
Store | "1" - RFMS, INC. Last Four Credit Card Digits: l:l
| Due -100.00
- AM Invoice# Customer Payment Date Qriginal Amount Card Information
— meh L CG130069 _ CUSTOMER, CREDIT CARD 04/12/21 250.00 American Express - 1001
Balance 0.00
— Payment Date | 06/30/21 3] [F8
i —
] Register | - please select a receipt register -
— [] Card Not Present Question
— [ Customer consented to save credit card inform
— ] Post Refund of $100.00 Using
Receipt From Order CG1300887
Check 0.00 E D Total Paid
Cash
2 000 |[E][D T Mo

| Card 10000 | [E][D Tendered
AL iscount 0.00 E||D Change Due
JAL | Discount Account F8 F8
JAL CUSTOMER DISCOUNT & REFUND
b
e — /
3 [J
] e
bl ‘ |Dr\gma|0rder ‘ ‘205-744-&555 ‘205-953-8521 ‘CUSTD
bl .

. Post Receipt

[ Forced Credit LR v oKk X cancel

Only

The refund is processed, and a receipt is created. A refund may not be processed for more than the
amount received on a card.

Forced Credit
This option is for payments which were processed before using RFMS Credit Card Services with
CardConnect. Create the negative invoice and post a negative amount in card payment field.

A Find Charge To Refund =]

Refunding $1.00
B Customer [CUSTOMER, CREDIT CARD ]
. Invoice Number: l:l
Inveice | cG130182
Store | "1~ REMS, INC. Last Four Credit Card Digits: |:|

A Customer Payment

Due
000 Invoice# Customer Payment Date Original Amount Card Information
Payment .00
Balance 1.00
Payment Date 06/30/721 3| F8
Register - Please select a receipt register -
[ Card Not Present
[ Customer consented to save credit card informal
Notice

Check 000 |[E|[D Total Paid
Are you sure you want to post $1.00 via Force Credit?
Cash 000 |[E][D
| Card 100 f[E][D Tendered
oo [ 0007 WDl Chenge e [ =

Discount Account F8

CUSTOMER DISCOUNT & REFUND'

ras

/

‘ |0ngma|urder ‘ ‘205-?44-8555 ‘105-953-3521 |CU5TD

Post Receipt v

only oK X Cancel

Forced Credit

The remaining steps are just like posting a payment from a new card.



Posting Virtual Terminal Payments

For payments made in Card Pointe’s Virtual Terminal and not in RFMS or an App, payments can be
manually posted to order by selecting “Post Receipt Only” which will not process any card transaction
assuming the processing has been done already.

[A) Cusome: Ordess
P —
TR Y L B RSN L
B3 Customer CAPARELLA FLOORS m
5 Invoice | CG01601 T
{ Store  “1*. RFMS, INC. ]
5, e ot Payment Method L
Due | = | X .
‘ (R Ve Onginal Otger || Terminal 21871
Sayment | M Onginal Order
n Balance | 0.00 Ear Onginal Order Terminal 06795
2 D y 5|
1 ayment Date | 04/16/21 2| [F8 Onginal Order || v i) 07451
Rfommce | |_onona o | |l
4 R
Register | 004 - VISA MC & DISCOVER 1~ Original Order || Terminal 31107
[ Card Not Present Original Orger || 129711
[[] Customer consented to save creda card mformation Original Order
H Original Orger | Terminal 88387
—— —_— jinal
‘ Chec | 00 | E|[D]  TowlPed [ st0m ORI ccover - 2565 11725
Cash —096— EllD Onginal Order
I Card | 1000 | [E]/D Tendered | 1000 JORN Ouces
| Discognt | 000 | E|/D| ChangeDue 000 SN Datix
o Onginal Order p
1 i it nt |
iscount Account [ a05_| (78] [o0] 78 Onginal Order
1 CUSTOMER DISCOUNT & REFUND T
Original Order 5
Comments | | Onginal Order
J i Josomy Digs: RO R |
i | (o | o
I s T R ongmaiorser || ¥ 9K X Cancel
5] E| 06830160 | 02/15/15] MASTERPIECE CARPET ONE Original Order





