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Before payment processing can begin, the Paya Connect Desktop module will need to be downloaded on the
computer/server. Paya Connect Desktop is a PA-DSS (Payment Application — Data Security Standard) certified
payment application that integrates with Sage 50. For all payment processing that involves the storage, processing or
transmission of credit card & ACH data, the Sage 50 software product will engage the Paya Connect payment application

to perform these functions.
To install the Paya Connect Desktop module:

1. Go to https://www.sageexchange.com/install. From the Downloads tab, select Paya Connect Desktop v2.x

paya Connect Desktop

jads »  Support  Legal

Home Jow

Paya Connect Desktop is a Payment Application — Data Secunty Standard (PA-DSS) certified payment application that integrates with
Microsoft Windows-installed software such as accounting/ERP, fund raising, or medical management applications.

How it works

Paya Connect Desktop is installed on the user's computer with the integrated application. When a user initiates a credit card transaction, the
integrated application makes a seamiess call to Paya Connect Desktop, where safe and secure payment processing occurs via the Paya
Payment Solutions gateway.

Why Paya Connect Desktop?

Paya Connect Desktop is PA-DSS certified to handle the storage, processing, and transmission of credit card data, which meets the
compliance needs of most applications.

Connect Des}

Installed per computer (ins

New setup, deployment, and

0-update features

Complies with Payme:

pplication Data Security Standard (PA-

Suppart for Virtual
Uses the fatest version of Microsoft NET framework
Enhanced TLS 1.2 encryption

Copyright © 20162019 Paya or ts kicensors. All fights reserved. | Privacy Policy  Contact Us

2. You will then click on Download Installer for the Standard Installer and agree to the Terms and Conditions and

click on Download.

Paya Connect Desktop 2.0 - Standard installer

Paya END USER LICENSE AGREEMENT
IMPORTANT - SCROLL THROUGH AND READ ALL OF THE FOLLOWING
TERMS AND CONDITIONS

1. Grant of License. Paya hereby grants to You a limited, perpetual, non-exclusive,
non-transferable (except as set forth in Section 4(b) below) license to Use the Software
on the terms and conditions set forth in this End User License Agreement
(“Agreement™).

2. Introduction.

(a) Paya (“Paya” and other capitalized terms are defined below) is willing to grant to
You a license of the scope described herein to Use the Software (comprised of the
Program and the Documentation) only upon the conditions that You or someone acting
on Your behalf and at Your direction. such as Your Distributor has:

(1) placed an order with Paya for either an initial license or an upgrade (such as for
more users, additional modules, ete.), or a service plan for future maintenance releases
(“Maintenance Software™) and/or for customer support, and Paya has accepted such
order and Enabled Use of the Software; and

(2) accepted all of the terms and conditions of this Agreement either before or during

installatinn of the Pragram

-

] I'have read and understood the Paya Connect Desktop End User License Agreement

Close
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https://www.sageexchange.com/install

3. Save the file and double click the Download, “SageExchangeDesktopBootstrapper” and click on Run

UU | 1, « Downloads » SageExchangeDesktopBootstrapper
Organize « Extract all files &=~ [ @
»
457 Favorites MName Type Compressed size Password ...  Siz
Bl Desktop [m=] SageExchangeDesktopBootstrapper Application 2217KB Mo

4. Downloads
#& OneDrive

=1 Recent Places

Open File - Security Warning @
Do you want to run this file?

Tl_TI Mame: ..perzip\SageExchangeDesktopBootstrapper.exe
Publisher: Sage Payment Solutions, Inc.
Type: Application
From: Ch\Users\hofaheem\AppData\Local\Temp\Tempd...

Run | [ Cancel

While files from the Intemet can be useful, this file type can
patentially ham your computer. Only run software from publishers
you trust. What's the risk?

4. Agree to the Terms and Conditions and Install:

Paya Connect Desktop Setup - X

ncd| Paya Connect Desktop

By installing, you accept the license terms and conditions.

[]1 agree to the license terms and conditions

E;Install Closze
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5. Close Installation Successful. You will then see the second part of the Download; click on Download and Install

Sage Exchange Desktop Setup = = £2 |tha

_ Sage Exchange Desktop

Installation Successful

h

E Close

= 5age Payment Solutions @
Software Update Available 2.0.1.27

Release Notes

v2.0.1.27:
- IPP320 defect fixed

v2.0.1.26:
- updated settings code for IPP320 com port

v2.0.1.25:

Download and Install

6. The application will download to the computer and when complete, the icon will show in application tool bar

and is now ready to use.

r .
=) il |
o B T

B & |

il

=]
L

2

Customize...

%-—d
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Sage 50 Path: Services->Credit Card Processing->Account Information

1. From the Account Info window, enter the Merchant ID and Merchant Key. Click the Save button.

Overview Leam More Account Info

Apply Now

Activate your payment processing
account. Need help?
Call: 877-902-0599

Enter or edit your merchant account information below.
Once you save this information you can accept payments in
Sage 50.

Merchant ID: 282783822114
Merchant Key: ssossssse
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1. To create a customer, click the Customers icon, then select New Customer.

Customers & Sales Tasks
& 3 %
| Sales
Customers , | Jobs | |Taxes
= | View and Edit Customers
@J; Write Letters to Customers
Quotes and
Proposals 4 Set Up Customer Defaults
S l l View and Edit Contacts

2. Enter the Customer ID and Name of the customer. Enter the Billing Address.

*Customer ID:  SageTest - E@ [] Prospect
Name: Sage Test Inactive

General | Contacts | History | Sales Info | Payment & Credit|

Bil-to contact: Customer. tyoe: I
Account number: Telephone 1:
Biling address: 1750 Old Meadow Road Telephone 2:
Fax:
City, ST, Zp: McLean VA 22102 E-mail: @
Country: United States Web site:
Sales tax: | \? Balance as of Apr 22, 2014:  $0.00

3. Click on the Payment & Credit tab and fill in the cardholder’s name.

*Customer ID: SageTest |+ @[&j Prospect

Name: Sage Test [ Inactive

| Genera | Contacts [ istary [ Salesnfo | Payment & Credi|
Credit Card Information Terms and Credit
Cardholder’s name: Test Use default terms g
Address: 1750 Old Meadow Road

Net due in 30 days
Discount in 0 days

City, ST, Zip: McLean VA 22102 Discount percent: 0.00 %
Credit limit: $2,500.00
Country: United States Credit status: Notify over limit

4. On the top toolbar, click the Save button to save the customer, then click the Close button to exit the window.

g

»#”' Maintain Customers/Prospects

File Edit GoTo Window Help

2

o

{5 New :‘fListSave&New
S
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1. To store credit cards in Sage 50, click on the Customers icon, then select View and Edit Customers.

Customers & Sales Tasks

b

Customers

| Sales

Jobs 4 | Taxed

New Customer

Quotes and
Proposals 4

=

IView and Edit Customersl
Write Letters to Customers

Set Up Customer Defaults

View and Edit Contacts
e ——

2. The Customer List will appear. You can select the customer from the list or you can search for the customer

using the Search For field.

View sales orders Sage Test 2

View quotes

-
= Customer List ERICHIRS
File: Edit GoTo Window Help
@ Close {3 New @ Open & Print {3} Settings 2 Refresh idf Send To ~ (] Outlook @l
Search fcr:l I in | Customer ID v | | Clear Search Customer List
Customer ID ¢ Customer Name Contact Telephone 1 Balance
Tasks Mike Fields Mike Fields
View sales invoices Sage Test Sage Test $0.00
$0.00

3. When the customer is selected, the customer profile will appear. Click the Payment & Credit tab from the

profile screen, then click on the blue link View/Edit Cred

it Card Details.

@ Maintain Customers/Prospects

File Edit GoTo Window Help

Close New [ Coy mList Save 71 Save & New Delete Gl ChangeID Tasks v [ Letters [[&] Reports ~
Py ldizl) = gy 154 (| Rep

= |4 »

Name: Sage Test

Maintain Customer:

D Prospect
[] 1nactive

[ General | Contacts | History | SalesInfo| Payment & Credit |
Credit Card Information

Cardholder's name: Sage Test

Address: 12120 Sunset Hills Road

City, ST, Zip: Reston VA 20190

Country: United States

Credit card number:

Delete
Expiration date:
Viewjedit credit card details
ACH Information
Bank Account No.: Delete

View/edit bank account details

Terms and Credit
Use default terms |Z|

Net due in 30 days

Discount in 0 days

Discount percent: 0.00 %
Credit limit: $2,500.00

Credit status: Notify over limit
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4. The link will bring up the PCD - Vault window. You will choose the appropriate payment type, “ACH” or “Credit
Card/Debit.” Select the Next button.

PCD - Vault

paya’ Payment Solutions

Payment Type

Select payment type:

@ Credit Card / Debit
) ACH
Check

Back - Submit [

Cancel ] [ Click For Support ]

paya"Corwr1uc[ Desktop

5. This is where you enter the credit card information or the check information. Select the Submit button

PCD - Vault

paya Payment Solutions o

Card Information

Card number 41111111111111111
Expiration date

o TR

Cancel ] [ Click For Support ]

paya_:"'(jonncd Deskfop

PCD - Vault

paya Payment Solutions

Check Information

Routing number 000012345

Account number 1234567880

Account type

Checking

Cancel ] [ Click For Support ]

Paya Connect Desktop
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6. When completed, the truncated card number and expiration date and/or Bank Account No. will appear in the
customer profile. The reason for truncation is to adhere to the PClI Compliance policies. If the card
number/expiration date and/or Bank Account No. needs to be changed, simply click the View/Edit Credit Card
(bank account) Details to apply the changes.

@ Maintain Customers/Prospects

File Edit GoTo Window Help

) Close LJ_-, Copy [T List [J]Save {5 Save & New 3 Delete Gy ChangelD g Tasks - [ Letters [[5] Reports - (7]

*Customer ID:  PayaTest = (4] »

Name: Paya Test
General | Contacts | History | Sales Info | Payment & Credit
Credit Card Information
Cardholder's name: Paya Test

Address: 12120 Sunst Hills Rd

City, ST, Zip: Reston VA 20190

Country:

Credit card number: 00000001111
Expiration date: 1218

Delete

View fedit credit card detsils

Maintain Customers

Prospect

Inactive

Terms and Credit
Use default terms lz‘

Net due in 30 days
Discount in 0 days

Discount percent: 0.00 %
Credit limit: $2,500.00

Credit status: Notify over limit

NOTE: The CVV code is not allowed to be stored anywhere. Only one (1) credit card and/or ACH can be stored on a

customer’s profile.

Name: PayaTest

General | Contacts | History | Sales Info | Payment & Credit
Credit Card Information
Cardholder's name: Paya Test

Address: 12120 Sunst Hills Rd

City, 5T, Zip: Reston VA 20190

Country:

Credit card number:

*Customer ID: PayaTest = [4][» Prospect

@) Maintain Customers/Prospects - = [1=] e Sl
File Edit GoTo Window Help
(& Close {3 New [T Copy [ List []Save {1 Save & New 3% Delete G ChangelD &P Tasks + [ Letters [[E]Reports - Q =

Maintain Customers

Inactive

Terms and Credit

Use default terms [~]

Net due in 30 days
Discount in 0 days

Discount percent: 0.00 %
Credit limit: $2,500.00

Credit status: Notify over limit

Delete
Expiration date:
View/edit credit card details
ACH Information
Bank AccountMNo.:  XXXXXXXXXX 1234 Delete

View/edit bank account details
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1. To create a sale invoice, click the Sales Invoices icon, then select New Sales Invoice.

Sales Finance Receive
| Invoices Darge Money 4

New Sales Invoice

View and Edit Sales Invoices

Memoeorize Sales Invoices
Print Sales Invoices
Set Up Invoice Defaults

Invoice Time and Expenses

2. Select the Customer ID by clicking on the search tool to select a customer or enter the first few letters in the
Customer ID field. Enter the Invoice Number. In the Apply to Sales field, enter the line items for invoice. Click
the Save button on the top toolbar, then click the Close button to exit the window.

File Edit GoTo Window Help
#: = O - - p = ) Z. @ q
rint E-mail Copy = Delete Row SerialNo MNote Joumal Event Layout Reports Attach  Help
Customer !D:IMike Fields I Invoice
Bil to: Mike Fields Ship to: ke Fields %] =tnvoice date:[Avg 1, 2014 [5]
1750 Old Meadow Road —_— 3y
McLean, VA 22102 United States Clear > | | Mike Fields Dye date:| Aug 31, 2014 [
1750 Old Meadow Road
Invoice No. 93553 |
Address Line 2
e [] orop ship
McLean [va [22102
United States
Customer PO Ship via Ship date Sales rep Terms
I Airborne ’ l] IcB| Net 30 Days
Apply to Sales Order: 0.00 | Apply to Sales: 1.00 ]
Quantity Item Description Unit Price  Tax Amount Job
1.00] [ | 1.00] 1 1.00
Zrsen
[ ! oot
Apply tickets/expenses Sales tax: 0.00 &
Freight: 0.00
~ Customer Account as of Aug 1, 2014~ Other applied credits 0.00 1.00 Invoice total
| Balance: 0.00
| Creditlimit: ~ 2,500.00 Amount paid at sale 0.00 1.00 Net due
| Credit status: Notify Over Limit
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1. From the Customer and Sales Task menu, click the Sales Invoices icon, then select View and Edit Sales Invoices.

&

m)

Sales Finance Receive
| Invoices 4 Charaes Money 4
New Sales Invoice
|
Memorize Sales Inveices
Print Sales Invoices
Set Up Inveice Defaults
’ - Invoice Time and Expenses |
= = i

2. Choose an invoice from the Sales Invoice List or you can search for an invoice by using the Search For field and
changing the search option.

| Sales Invoice List [ =] 2

File: Edit GoTe Window Help

@ Close T3 New @ Open [I5Copy & Print {5 Settings ¥ Refresh i&} Send To -

@

Date Range: | This Period

v] 08/01/2014 to 08/31/2014

Sales Invoice List

View all sales orders
View all customers
View all money received

Search for: Fm‘e' Search Text l in Fustomer D v I Clear Search
Customer ID | Invoice No. Period | Date / ‘ Status \ Invoice Total| Net Due |
Tasks 299999 |8 la/uj204 $100 sL.00)

3. When the invoices appears, click the Amount Paid at Sale link at the bottom of the screen.

I
I@ Sales/Invoicing = | E =
File Edit GoTo Window Help
= -~ =
© & BH-8 = & - K-B8.m 5B 5 & #. 6. 0 @
Close  MNew izt Save rint E-mail  Copy Delete Row  SerialMo  Mote  Jounal Ewent Lawout Reports Attach  Help
Customer ID: | PayaTest |g| Invoice IZI m
Bill to: Paya Test ship to: | | *Tnvoice date:[0ct 1, 2018 [
12120 Sunst Hills Rd -
Reston, VA 20190 Clear » | |PayaTest “Dye date:[Oct 31, 2018 [T
12120 Sunst Hils Rd
Invoice No.:|TESt1
Address Line 2
- [ orop ship
Reston [va [20190
Country
Customer PO Ship via Ship date Sales rep Terms
arborne v ] =] [ et 30 Davs
Apply to Sales Order: 0.00 I.nn:iy to Sales: 1.00 ]
Quantity Item Description Unit Price  Tax Amount Job
1.00 1.00f 1 1.00
Apply tickets expenses Sales tax: (bl |Q
Freight: 0.00
- Customer Account as of Oct 1, 2018 Other applied credits 0.00 1.00 Invaice total
Balance: 1.00
Credit limit: ~ 2,500.00 I Amount paid at sale I 1.00 0.00 Net due
Credit status: Motify Over Limit
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4. The Receive Money window will appear.

a. The Deposit Ticket ID field is not a required field when processing a transaction.

b. The Reference field is a required field. You can choose any letter/number combination you wish to use.

c. The Receipt Amount field is a required field and needs to be manually entered when processing credit

cards in the Sales Invoices section. This can be a full or partial payment of the invoice amount.

The Payment Method is chosen by clicking on the down-arrow key and selecting the appropriate option.

The Credit Card Payment has two options:

i. The Record button posts the transaction in the General Ledger

ii. The Process button charges the credit card AND posts the transaction in the General Ledger.

This is the button that needs to be used when processing a credit card transaction.

Receive Money -

28

% 4
ga% oK k‘gﬁ

Time of Sale Receipt

Deposit Ticket ID: A B Rreference: [ 11111

Date: Aug 1, 2014

Cash Account
| Checking Account BJ

Customer ID: Mike Fields C Receipt Amount: |

Name: Mike Fields

1750 Old Meadow Road payment Method:
McLean, VA 22102 United States D pay [ visa

||

E Credit card payment: or

When the Process button is selected, the Paya Connect Desktop window will appear where you will enter the

card number, expiration date, and CVV code from the customer’s credit card. Select the Next button.

PCD - Authorization

(5]

paya Payment Solutions

Payment Information

Test1234 Total

Card number I4111.1.1.1.1.1.1111.1.1.1. I

Use Card Reader

Expiration date| 09 | |22 vI

Cw 123

Back | | Next | |—“' —|| Cancel

| | Click For Support |

paﬁl Connect Deskiop
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The next screen that will appear is the Billing Information window. This is the billing address where the credit
card statement is sent. This is not necessarily the same as the customer information. From this window, you
can change the billing address if needed. You can also enter the billing address in the Payment & Credit tab of
the customer’s profile. Once the billing address is entered, click the Submit button.

PCD - Authoerization o —

paya Payment Solutions ©

Billing Information

MName Paya Test

Address 12120 Sunset Hills Rd

City Reston
State [virginia vJ Zip 20190]
Country IUnited States vJ
Back Mext I—"' —“ Cancel I I Click For Support I

ih

paya’ Connect Desktop

When the Submit button is selected, the transaction will process and the Authorized screen will appear. From
this window, you can input a comment that is only visible to the merchant — it will not print on the receipt.
Select the Print button to print the receipt. Click OK to close the receipt section.

Transaction Infarmation
a2 x ' ' i

Transaction Information

Sale - Approved Authorization Code: 000001

CardholderfAcct. Qwner: Paya Test Receipt Date: Oct 1, 2018
BillingAddress: 12120 Sunst Hills Rd Credit Card/Bank Acct. No.: X0000000000(1111

Reston, VA 20190
Receipt Amount: £1.00

c t: |— Click Print to create a receipt that the customer
e can sign foryour records.

|[ oK ‘".I Print ]l[ Help
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8. When the OK button is selected on the receipt window, the Sales/Invoicing window will appear. From this

window, click the Save button on the top toolbar to save the record, then click the Close button to exit the
module.

__
@ Sales/Invaicing =B 3R

File Edit GoTo Window Help

O B-lEHls-8 B X-B. m 2 = . EBH. I @
Cloze | Mew List Save ﬁt E-mail Copy Delete Row  SerialMo  Mote Event Layout Feports Attach  Help

M Jormal

Customer ID: |Pa\,raTest |f_i| Invoice E EI

Bill to: Pava Test Ship to: | v | *Invoice date:|Oct 1, 2018 ;

12120 Sunst Hills Rd
Reston, VA 20130 Clear » | |PavaTest *Due date:| Oct 31, 2018 [=]
12120 Sunst Hills Rd .
. Invoice Na.: | Testl
[ orop ship
Reston | VA | 20130
Customer PO Ship via Ship date Sales rep Terms
arborre v =l [ vt 30 Days
Apply to Sales Crder: 0,00 T Apply to Sales: 1.00 ]
Quantity Item Description Unit Price  Tax Amount Job
1.00 1.00] 1 1.00
Apply tickets fexpenses Sales tay: 0.00 Q
Freight: 0.00
Customer Account as of Oct 1, 2018 Other applied credits 0.00 1.00 Invaice total

Balance: 1.00
Credit imit: ~ 2,500.00 Amount paid at sale 1.00 0.00 Met due
Credit status: Notify Over Limit
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1. From the Customer and Sales Task menu, click the Sales Invoices icon, then select View and Edit Sales Invoices.

e =
B i)
Sales Finance Receive

| Invoices 4 Charaes Money 4
New Sales Invoice

View and Edit Sales Invoices |

Memorize Sales Invoices

m)

Print Sales Invoices
Set Up Inveice Defaults

Invoice Time and Expenses

(u Ll

2. Choose an invoice from the Sales Invoice List or you can search for an invoice by using the Search For field and
changing the search option.

—
' Sales Invoice List = XZ
File: Edit GoTe Window Help
@ Close T3 New @ Open [I5Copy & Print {5 Settings ¥ Refresh i&} Send To - Q@
Date Range: [Ths Period v] 08/01/2014 to 08/31/2014 Sales Invoice List
Search for: Fnte' Search Text l in KCustomer ID i | 5
Customer ID | Invoice No. Period | Date / ‘ Status ‘ Invoice Total| Net Due
Tk fBsooos |8 la/ya0e lpastOue | sto0l —si00

View all sales orders
View all customers

View all money received

3. When the invoice appears, click the Amount Paid at Sale link at the bottom of the screen.

I@Salesﬂnvuicing . e == ik
File Edit GoTo Window Help

© o BH-8 0 o X.B.m B H & #.60. 0 @
Cloze  Mew ist Save rink E-mal Copy = Delste Row  SerialMo HMote Jounal Event Layout Reports Abtach  Help

Customer ID: [ PayaTest = Invoice |Z| EI
Bill to: Pava Test Ship to: [%] “nvoice date:[Oct 1, 2018 [
12120 Sunst Hills Rd -
Reston, VA 20190 Clear » | |PayaTest *Dye date:| Oct 31, 2018 [T]
12120 Sunst Hills Rd
Invoice No.:|TESt1
Address Line 2
: [ orop ship
Reston [vA J20120
Country
Customer PO Ship via Ship date Sales rep Terms
Airborne |ﬂ EI |Q Net 30 Days
Apply to Sales Order: 0.00 Tlpdy to Sales: 1.00 ]
Quantity Item Description UnitPrice  Tax Amount Job
1.00 1.00f 1 1.00
Apply tickets fexpenses Sales tax: 0.00 |CL
Freight: 0.00
Customer Account as of Oct 1, 2018 Other applied credits 0.00 1.00 Inveice total
Balance: 1.00
Creditlimit: ~ 2,500.00 I Amount paid at sale I 1.00 0.00 Net due
Credit status: Motify Over Limit
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9. The Receive Money window will appear. The:
a. The Deposit Ticket ID field is not a required field when processing a credit card transaction.
b. The Reference field is a required field. The merchant can choose any letter/number combination they
wish to use.
c. The Receipt Amount field is a required field and needs to be manually entered when processing ACHs in
the Sales Invoices section. This can be a full or partial payment of the invoice amount.
The Payment Method is chosen by clicking on the down-arrow key and selecting the appropriate option.
e. The Credit Card Payment has two options:
i. The Record button does NOT apply to ACH
ii. The Process button charges ACH AND posts the transaction in the General Ledger. This is the
button that needs to be used when processing an ACH transaction.

Receive Money s . v B A ‘ ! ; i L : . g

W
Cancel ok Help

Time of Sale Receipt

Deposit Ticket ID: | | A B reference: | Cash Account
Date: Oct 1, 2018 Checking Account
Customer ID: PayaTest c R FIINE |

Mame: paya Test
12120 Sunst Hills Rd D Payment Method: | visa [~

Reston, VA 20130
ECredit card payment: or

10. When the Process button is selected, the Paya Connect Desktop window will appear where you will choose
ACH. Select the Next button.

PCD - Authorization . =
paya Payment Solutions o
Payment Type
Select payment type:
Credit Card / Debit
@ ACH
Check
Back | Mext ‘ i | Cancel | | Click For Support ‘
ﬁ paﬁl Connect Desklop
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11. When the Process button is selected, the Paya Connect Desktop window will appear where you will enter the
Routing number, Account number, Account type and the Class. Select the Next button.

PCD - Authorization

paya Payment Solutions o

Payment Information

est1234 Total 1.00

Routing number

Account number

Account type Checking -
Class Prearranged Payr -

Back I I Next I l—"' —“ Cancel I I Click For Support I

ﬁ paﬁl Connect Desktop

12. The next screen that will appear is the Billing Information window. This is the billing address where the bank
account statement is sent. This is not necessarily the same as the customer information. From this window, you
can change the billing address if needed. You can also enter the billing address in the Payment & Credit tab of
the customer’s profile. Once the billing address is entered, click the Submit button.

PCD - Authoerization o —

paya Payment Solutions @

Billing Information

MName Paya Test

Address 12120 Sunset Hills Rd

City Reston
State [virginia vJ Zip 20190
Country IUnited States vJ
Back Mext I—“' —“ Cancel I I Click For Support I

ih

pa)ﬂal Connect Desktop
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13. When the Submit button is selected, the transaction will process and the Authorized screen will appear. From
this window, you can input a comment that is only visible to the merchant — it will not print on the receipt.
Select the Print button to print the receipt. Click OK to close the receipt section.

Transaction Information ! I ' . y I@
» - . L

Transaction Information

Sale - Approved Authorization Code: 000001
Cardholderf&cct. Owner: Paya Test Receipt Date: Oct 1, 2018
BillingAddress: 12120 Sunset Hills Rd Credit Card/Bank Acct. No.: 0000000001111

Reston, VA 20130
Receipt Amount: £1.00

Click Print to create a receipt that the customer

Comment: || can sign foryour records.

[ oK ][ Print ][ Help
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1. From the Customers & Sales Tasks menu, select the Receive Money icon, then select Receive Money from

Customer.

~| Receive ¢

Recently Used Customer Re

2. The Receive Money window will appear. This window looks similar to the window in the Sales Invoices section,
however, this window has two additional features: Apply to Invoices and Apply to Revenues.

@) Receive Money

File Edit GoTo Window Help

e = [ # - iy
Cloze r‘dL_\L Ligt 595 itk Eqﬁlail

B. m & H & @B, | @
Delete Row  Serial Mo Joumnal  Event Reports Aftach Help

Receipt [€][#]

Deposit ticketD: [ |

Cash account

Customer 1D ||| [PayaTest

| Checking Account |ﬂ

Receipt number: |

& o foasma ]

Paya Test
12120 Sunst Hills Rd
Reston, VA 20180

Payment method: | VISA

Cash account balance %

Uncaloulated
Credit card payment: or
Apply to Invoices: J.DDI I.Apdy to Revenues: 0.00 I ] [ Prepayment
Quantity Item Description Unit Price  Tax Amount Job
0,00 1

3. The Apply to Invoices feature will populate any open invoices for the selected customer. You can select which
invoices to pay by clicking inside the Pay box to the right of the invoice row. You can also enter another amount
in the Amount Paid field. This amount will automatically populate the Receipt Amount field.

ﬁ Receive Money

e e e W ii— - — ——— I ——.

File Edit GoTo Window Help

@ « [ 8. e
Cloze Mew List Save int E-mail

. Q B & B. | @
Delete  Row Detail  Joumal Event Repaots Afttach  Help

Receipt

Depasit ticket ID: l:l

Receipt number: |

Cash account
‘ Checking Account ‘il

Customer ID |+ [PayaTest

Paya Test
12120 Sunst Hills Rd
Reston, VA 20190

1=

Payment method: | VISA

Credit card payment: ar

Cash account balance g
Uncalculated

I Apply to Invoices: 1.00

Invoice Date Due Amount Due

IApply to Revenues: 0.00 ] [ Prepayment Pay All /MHone

123 Oct 31, 2013

Description Discount Amount Paid Pay|
1.00 1.00)
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4. The Apply to Revenues feature allows you to enter transactions that are not applied to invoices. The amount in
this section will automatically populate the Receipt Amount field.

5.

@ Receive Money

File Edit GoTo Window Help

oy — =
| =
Close MHew List Save

= P
&: 60 X B
Frirt Emal  Delete Fow  Seialto

B & B, §
Joumal  Event Heport; Aftach  Help

Receipt E EI

Deposit ket ;[ |

Customer ID |ﬂ | PayaTest

5]

Paya Test
12120 Sunst Hills Rd
Reston, VA 20150

Cash account

Receipt number: |

| | Checking Account |ﬂ

Date: [Oct 1, 2018 =

Receipt amount:

Payment method: | VISA

!!

Cash account balance g

Uncalculated
Credit card payment: or
Apply to Invoices: 0.00 I Apply to Revenues: 1.00 ] [ erepayment
Quantity Item Description Unit Price  Tax t Job
1.00 1.00( 1 1.00
0,00 1

In the Receive Money window:
The Deposit Ticket ID field is not a required field when processing a credit card/ACH transaction.

The Reference field is a required field. The merchant can choose any letter/number combination they

a.
b.

wish to use.

The Receipt Number field is not a required field. The merchant can choose any letter/number

combination they wish to use.
The Receipt Amount field is a required field and will be automatically populated when either the Apply

to Invoices or Apply to Revenues sections are completed.
The Payment Method is chosen by clicking on the down-arrow key and selecting the appropriate option.

The Credit Card Payment has two options:

@) Receive Money I I E
| File Edit GoTe Window Help
i i @ = = i
T3 H & - & 2 = = ] =) !
Cloze Mew List Save Fﬁr:l E-mal Delete  How T Serial o Joumnal  Ewent Hepurt; Aftach  Help
Receipt [€][B]
e —T T | [P
_ c Receipt number: Checking Account A
[customer o ] [Poveet =) | i [~
Date: | Oct 1, 2018 =
Paya Test .
12100 Surst His R D recoptamoun:
Reston, VA 20190
E Payment method: | VIsA Cash account balance %
Uncalculated
F Credit card payment: or
I Apply to Inveices: 0.00 IApdy to Revenues: 1.00 l [ erepayment
Quantity Item Description UnitPrice  Tax Amount Job
1.00 1.00] 1 1.00
0.00] 1

The Record button posts the transaction in the General Ledger. Does NOT apply to ACH.
The Process button charges the ACH AND posts the transaction in the General Ledger. This is
the button that needs to be used when processing an ACH transaction.
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6. The next window will start the processing through Sage Exchange Desktop. Please refer to Page 13 & Page 17
of the previous section for instructions.

7. When the Submit button is selected, the transaction will process and the Authorized screen will appear. From
this window, you can input a comment that is only visible to the merchant — it will not print on the receipt.
Select the Print button to print the receipt. Click OK to close the receipt section.

Transaction Information 2 : ' . b 1 @

Transaction Information

Sale - Approved Authorization Cade: 000001

Cardholderffcct. Owner: Paya Test Receipt Date: Oct1, 2018

BillingAddress: 12120 Sunset Hills Rd Credit Card/Bank Acct, No.: XXX000XKXX1111

Reston, VA 20150
Receipt Amount: £1.00

c t ] Click Print to create a receipt that the customer
UL can sign foryour records.

[ ok ][ st |[ Help

8. When the OK button is selected on the receipt window, the Receive Money window will appear. From this
window, click the Save button on the top toolbar to save the record, then click the Close button to exit the

module.

ey |

@ Receive Money
File Edit GoTo Window Help
&l ¢ Hl&-66 X B. m & H & G, | @
| § it T E-mal Delste Row Serial Mo Journal  Event HBDDII; Aftach  Help
Receipt EEI
Deposit ticket ID: l:l Check/Reference Mo.: | 22222 Cash account
Rece\ptnuml;er:‘ | |Chedﬂng.-\ccnunt ‘:I
Custor ID | % ||PayaTest Q
om0 15 =
Paya Test
12120 Surst Hls Receptamaunt
Reston, VA 20190
Payment method: | VISA Cash account balance g
Uncalculated
Credit card payment: l:l or
Apply to Invoices: 0.00 IApdy to Revenues: 1.00 1 [ prepayment
Quantity Item Description UnitPrice  Tax Amount Job
1.00 100f 1 1.00
0.00f 1
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In Sage 50, refunds can be processed from the software.

1. From the main screen of Sage 50, click the Receive Money icon and select Receive Money from Customer.

s -
| Receive
|
1_Money

Receive Money from Customer

View and Edit Money Received

1 Y

2. When the Receive Money window appears, populate the following fields:

a. Customer ID
Check/Reference No.

b
c. Date (This will be pre-populated)
d

Payment Method (Click to down-arrow button to view all payment methods)

In the Apply to Revenue field, enter the information requested and in the Unit Price field, enter the amount of
the refund as a negative (-) dollar amount. This amount will carry to the Amount field as well as the Receipt
Amount field in the top section. When complete, click the Process button.

@) Receive Money E‘E‘é‘
File Edit GoTo Window Help
- — o = =
C@e rﬁer % §e int hd E-mail  Delete F%v 7 Serial Mo Jo%al E:r%'lwt Fiam?olrt; Att[gch I-?Ip
Receipt [4] ]
Deposit ticket ID: I:l b Check/Reference No.: SR
Receipt number: | | ‘Checking Account |1|

Customer ID | +| [PayaTest

Ela

Paya Test
12120 Sunst Hills Rd
Reston, VA 20130

C Date: [Oct 1, 2018 =

Receipt amount:

Cash account balance %

d Payment method: | VISA
Uncalculated
Credit card payment: or
b
Apply to Inveices: 0.00 | Apoly to Revenues: -10.00 | Dergpayment
i —— ESEE i
0.00) 1 -10.00

23| Page



3. When the Process button is selected, the Paya Connect Desktop application will activate and will reference that
it is a Credit (Refund) at the top of the window. From this screen, enter the Card Number, Expiration Date and

CVV code. Click the Next button.

Sage Exchange - Credit

i A
paya Payment Solutions

Payment Information

Ref123

Card number 41111111113111111

Expiration date

cwv

Back

Swipe Card

12_~[l38_~

1

Next

Click For Support

Thank vou for using
Sage Exchange

12/10/2018

Total

[ submit | Cancel

Sage Exchange - Credit
-

u
paya' Payment Solutions

Payment Information

Ref123

Account type

Class

Back

Checking v‘

Prearranged Payr - ‘

Qlgy

Click For Support

Thank you for using
Sage Exchange

12/10/2018

Total 10.00

| Submit | Cancel
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4. The next window will display the Billing Information. All fields MUST be populated. When complete, click the
Submit button.

PCD - Authorization - —

paya Payment Solutions

Billing Information

Name Paya Test
Address 12120 Sunset Hills Rd

City Reston

State Virginia - zip 20150|
Country | United States -

Back Mext l—*‘ bm —“ Cancel I l Click For Support I
ﬁ Paya' Connect Desktop

5. The next window to appear will be the receipt that shows the refund information. Click the OK button to close

the window. You will also be able to print the receipt if needed.

Transaction Information

Transaction Information

Refund - Approved Reference Number: CEDXLSWPGS

Cardholderf/fcct. Owner: Paya Test Receipt Date: Oct 1, 2018

BillingAddress: 12120 Sunst Hills Rd Credit Card/Bank Acct. No.: XXXXX000KXXX1111

Reston, VA 20190
Receipt Amount: $-10.00

c £ ] Click Print to create a receipt that the customer
TI0LELs can sign foryour records.

[ oK H Print H Help
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1. From the Sage 50 Dashboard, click on the Receive Money icon, then select the View and Edit Money Received

option.

Receive

| Money 4! . :
Receive Money from Customer

2. From the Receipt List window, highlight the receipt that is to be refunded, then right-click the mouse and select

View a Receipt.

7 Receipt List
File Edit GoTo Window Help
[

| @ Close {5 New & Open &L Print {G} Settings ¥ Refresh £ Send To ~

Date Range: 04/01/2014 to 04/30/2014 Edit Date... Receipt List
Search for: Enter Search Text in | Customer/Vendor ID = Searc Clear Search

Customer/Vendor ID | Receipt No. Period |Date / | Reference No. Receipt Amount Deposit Ticket ID

Tasks SageTesting i & 412014 123456 $10.00

View all customers SageTesting 4 412014 65984 (55.00)

Viewal sales invices T M N s 1 ) 1 S N T e

View all deposits SageTesting Add a new Receipt REF123456 (510.00)

View all quotes SageTesting View a Receipt REF986544 (s5.00)

2 Totals: $0.00
View all sales orders Colmn settings
View item sales by customer
What's This?
— !

3. The next window that appears is the receipt from the original sale transaction. Under the Credit Card Payment
field, you will see “Approved-Issue Refund” in blue (this is a hyperlink). Click the hyperlink to process the refund.

) Receive Money =8 =
File Edit GoTe Window Help
E@e e =) 53 A T et w2 & Hn§ ol r?\p
Receipt [4][®]
Deposit ticket ID: |:| Check/Reference No.: T W
Receipt number: [ [checking Account [+]

Customer ID . ‘PayaTest |3| e E
Paya Test )
Reston, VA 20190
Payment method: | VISA Cash account balance EI
Uncalculated

Credit card paymen!
o> Approved - Issue Refund

Ilpply to Revenues: 1.00 [ prepayment Pay All /Mone

Unit Price  Tax Amount Job
100 1 1.00

Apply to Invoices: 0.00

Quantity Item
100

Description
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4. The next window is the Refund transaction. You will see that the receipt amount is in a negative (-) status and

the description in the Apply to Revenues field states “Refund”. At this point, click the Process button.

@) Receive Money

r=rey === |

File Edit GoTe Window Help

HE = ] a
H | A
Close § Mew List Save

it T

=

[ =] 2 B
Emal Delete  Row " SerialNo

B ® B, 0
Jounal  Ewent Flepcul; Attach  Help

Receipt EI EI

Deposit ticket ID: |:|

Check/Reference Mo.: |REF22222

Cash account

Receipt number: | ‘ ‘Chedung Account |l|

Customer D [ v [PavaTest

=

[

Paya Test
12120 Sunst Hills Rd
Reston, VA 20190

Receipt amount: -1.00|

!I

Payment method: | VISA

Cash account balance %

Uncalculated
Credit card payment: or
Apply to Invaices: 0.00 T Apply to Revenues: -1.00 ] [ prepayment
Quantity Item Description Unit Price  Tax Amount Job
Refund 0.00 1 -1.00

5. The Paya Connect Desktop window will appear with the credit card field and expiration date already populated.
Since the refund is being processed from a receipt, Sage 50 automatically populates the credit card or ACH
information from the original order. You will also see at the top of the window, it says Credit By Reference.

Enter the CVV code if applicable, then click the Submit button twice.

Sage Exchange - Credit by reference

Ol

{r ,
paya Payment Solutions

Payment Information

22222 Total 1.00
Card number MO000000000O1111 Thank you for using
Swipe Card Sﬂge EXCha.ﬂge
2/10/2
Expiration date 12 18 12/10/2018
v
Back Next ||—~ B _‘” Cancel

Click For Support
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15—
[EE] sage Exchange - Credit by reference (=] = |[=]

Sage Payment Solutions

Payment Information

Testl Total 1.00 Click For Support

hank you for usin
[ Reouting number  |05600884% X 1z
| Sage Exchange
| Account number | XOOCOO0OM1234 1031/2016

H Account type Checking

Class Prearranged Fayr

[ Back |_Submi —] [ Cancel

6. The next window that appears will be the receipt. Click the OK button to close the window or the Print button to
print the receipt.

Credit Card Information [ %]

Credit Card Information

Refund - Approved Reference Number: FEUFSNEZIO
Cardholder's name: Sage Testing Receipt date: Apr 1, 2014
Billingaddress: 12120 Sunset Hills Road Credit card number: XXX0000MXXX 1111

Reston, VA 20190
Receipt amount: $-10.00

to create a receipt that
oryour records.

Comment:

| T | T T
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Sage 50 has the ability to email receipts, sales orders, invoices or quotes. This user guide details the steps to email a
receipt. However, the steps are identical when emailing from the other modules.

1. To email a receipt to a customer, click on the Email tab on the top toolbar of the receipt.

' Receive Money

File - Edit GoTo Window Help

e B ) B. m & =2 ® @G, 0
E@eé new Lt §Eagv]e fint ;Isiﬁ‘anlozg’te Fow " SealNo Del B Rgﬁ‘rlz Attach l-?lp

Receipt [€][®]

L ls

2. The E-mail Forms: Receipts window will appear. Click the Send button on the right side of the window.

E-mail Forms: Receipts

Form- =
Send

Receipt number: m102

Use this form: Multi-Purpose 2 Stub Receipt _ Select Form | Form Design

Cancel

Help

il

Replace Item D with: |<Do Not Replaces _v_]

3. Sage 50 will then open a new email from Microsoft Outlook and will populate the email address from the
customer’s profile in Sage 50. If there is not an email that is stored, this field will be left blank. The software will
also attach the receipt as a PDF file. You will be able to customize the email if needed. Press the Send button to

send the email.
= | = Receipt # m102 - Message (Plain Text)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

o ; = | U Attach File =] [I* Follow Up~ &
D =5 = = i
B ru E U7 Attach Item ~ N ! High Importance
Paste | .. - Names Assign Zoom | A
v > - [}, Signature ~ Policy ~ ¥ LowImportance

Clipboard 1| Basic Text Include Tags x| Zoom Apps -~

From ~ S

=1
To... bob @aldredbuilders.com
Send
Cc...
Bec...
Subject Recei;:;t# mlbz

Attached TEiReceipt # m102.PDF 9 kB

Attached is Receipt # m102 from Bellwether Garden Supply

To view the attachment, you must have the Adobe® Reader® software installed on your computer. To get a free version
of this software from Adobe, click here: http://www.adobe.com/support/downloads/main.html
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Sage 50 now has the ability to email invoices with a Pay Now link. This option allows your customers to pay for their own
invoice by a click of a button.

NOTE: Connections between Sage 50 and the Paya Connect Desktop Application is REQUIRED for this function to

work. For connections set up, go to: https://support.paya.com/payment-center/310476-how-do-i-enable-and-configure-the-
sage-50-r17-plugin-for-e-invoicing?from search=48731592

*#*ACCOUNTING METHOD MUST BE AN ACCURAL ACCOUNT; CAN NOT BE CASH***

1. To email an invoice to a customer, click on the Email tab on the top toolbar of the receipt.

@ Sales/Invoicing
File Edit GoeTe Window Help

5 Tl d 2 el X, B. @ 5 & B,
C@e P?EJW %! M §e I%tv Copy X- 8 = &

=</ E. 0
Delete  FHow  SerialMo  MNote  Journal  Event Lavoutv Fleport; Attach Help

2. The E-mail Forms: Invoices window will appear. The “Include Pay Now option in the email” will be checked off
by default. Click the Send button on the right side of the window.

Form

Invwoice number: ml10z2

IJze this farn: Invoice Select Form Form Design
— . Cahcel
I v Include Pay Mow option in the email I
Help
Replace ltem [ with: <Do Mot Replace: j

[ Sumrnanze progress biling invaices by job
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https://support.paya.com/payment-center/310476-how-do-i-enable-and-configure-the-sage-50-r17-plugin-for-e-invoicing?from_search=48731592
https://support.paya.com/payment-center/310476-how-do-i-enable-and-configure-the-sage-50-r17-plugin-for-e-invoicing?from_search=48731592

3. Sage 50 will then open a new email and will populate the email address from the customer’s profile stored in
Sage 50. If there is no email stored, this field will be left blank. The software will also attach the invoice as a PDF
file. You will be able to customize the email if needed. ONLY web based emails will provide “Pay Now” button;
Microsoft Outlook ONLY has link available. Press the Send button to send the email.

Web based:

Outlook:

Plzase see the attached invoice. We appreciate your prompt payment. Feel free to contact us if you have any questions.

Thank you for your business!

(&= Pay Now

Securely with Sage Payment Solulions

Attached is Invoice # Tea2 from Mayra Test

attachment, you must ha
adobe com/support/down

dobe® Reader® software installed on your computer. To get a free version of this seftware from Adobe, click here
ain.htm!

2 Attachments

INvoice

m Invoice # Tea2.PDF ' B noname '
Subject Invoice # m102
E&E  Invoice # m102.PDF
Attached & 11ke

Please see the attached invoice. We appreciate your prompt payment. Feel free to contact us if you have any questions.
Thank you for your business!

To pay this invoice online, click the following link or copy and paste it into your browser address bar:
https://prod-pc.sagedatacloud.com/external/v1/pay?
i=598b74631226b0002d0fcd49&h=bbb5c01c48a1dba6263d7d8efb5dab02aaccadc8656a9c238dc7117c8fd0134d90ddace20
72bebc41a1208f391133bfe5d6f3a283bf954b5117e91758150ba8s

Attached is Invoice # m102 from Mayra Test

To view the attachment, you must have the Adobe® Reader® software installed on your computer. To get a free version of
this software from Adobe, click here: http://www.adobe.com/support/downloads/main.html
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