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ATANDRA

SOFTWARE SOLUTIONS FOR SMALL BUSINESS

Credit Card Charger allows you to download payment information from CyberSource and post the
sales to QuickBooks as Sales Receipts.

Credit Card Charger also allows you to charge a sale recorded in QuickBooks (either an invoice
or a sales receipt) via your CyberSource Account.

Important Note for users of QuickBooks 2008 and abo  ve:
Credit card charger requires that you save credit card in a custom field [named CCNumber] under
Customer Additional Info tab as shown below. This custom field is automatically created by Credit
Card Charger on installation. In some cases this field may not be created in QuickBooks
automatically by the installer, please create this custom field in QB if not already created. Follow
these steps

1. Double click and open any customer in QuickBooks

2. Click on Additional Info tab

3. If you see CCNumber under Custom Fields then ignore the rest of the steps here.

4. If you do not see CCNumberfield here, click on “Define Fields”.
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5. Enter the Label as “CCNumber” and check the flag under Customers/Jobs. Note the
name CCNumber should match EXACTLY in spelling and Case.
6. Click OK to confirm creation of this field.

This is necessary because QB 2008 and above does not provide access to Credit card number
under Payment info tab. You need to save the Credit Card number in the CCNumber field only if
you want Credit Card Charger to automatically process credit card on file. If you prefer you can
leave this blank and only enter/swipe credit card number when prompted by the application.
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Posting Sales from CyberSource into QuickBooks

1. Login to your CyberSource Small Business Account
2. Click on Account Management  Report Subscriptions
3. Click on the Edit link next to “Format for Detail Reports”

Report Subscriptions

Settings
Language: English Date Format: Month 0D, vy

Time Zone: America/Los_Angeles (GMT -08:00) Week starts on: sunday
Daylight Savings: Automatically Adjust

Advanced Reports
Daily Mo subscription
Weekly Mo subscription
Monthly Mo subscription

Basic Reports
Daily Mo subscription

Weekly no subscription
Monthly reo subscription
Format for Detail Reports

COrder Detail Report
Farrnat: XML

Chose the XML option for Order Detail Report and Click on the Update button.
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No

10.

Detail Report Subscription

Format for All Merchant I1Ds : bofaatandral23

Csv XML None Report Name
&) Order Detail Report
) & Payrnent Events Report
O] ) Transaction Exception Detail Report

Steps 2 to 4 above need to be done only one time and it can be skipped for subsequent

Order download process.

Login to your CyberSource Small Business Account
Click on Reports Report Search

Rel:}c}lt Sealch I need help with this page,

Ta view or download reports, seleck the report and the time period, To access reporks to which
vou are no longer subscribed, select All

Report Search Criteria

Report (OrderDetaiI Feport e ]

Frequency Daily i

Daily Report Search

Date(December w17 w2007 v ]

Select Order Detail report from the Report Drop down and enter the Date for which to

download the report.
Click Submit to generate the Order Download report
Click on the download link in the Reports results page to save the

OrderDownloadReport.xml file to your computer. Alternatively you can RIGHT CLICK on
the download link and click the option “Save link As” to save this file to your computer.
Please note where the file is being saved, the default in most cases will be your desktop.
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Report Search Results

Search Pararmeters: Report = Order Detail Report , Frequency = Daily , Date = Dec 17, 2007

Online Reports

Mo reports available

Downloadable Reports

Mote: Cepending on your browser settings, if you click the download link, the file will appear in
vour browser, or you will be prompted to save the file, If you do not want to see the report or the
DTC in your browser, right-click the link, select Save Target As, and follow the instructions on the
soreen,

Report Name

OrderDetailReport =ml

11. In QuickBooks, click on Customer menu and select “Credit Card Charger” and then select
“Order Detail Report” menu as shown below.

% Atandra Test Company - QuickBooks Enterprise Solutions: Retail Edition 8.0 - [Home ]

(_.? File Edt Yiew Lists Retal Company NEIEdG =M Yendors Emplovees Banking Reports  Window  Help
/i]?, @ ﬁg Customer Center Chrl+3 @ ;‘-}n 2—9;
Home Customer Center  Yendor Center Create Sales Orders minders Search Feedback)
- Sales Order Fulfilment Worksheet
E T -
= J — | Createlnvoices Chrl+I Ej
* Purchase Enter Sales Receipts er Eils
@ Orders ainst
- Enter Statement Charges Erikory
Create Statements. ..
Assess Finance Charges
@'_ Receive Payments
Vgnnglzrr ?EZ:& Create Credit Memos/Refunds
| Add Credit Card Processing 3
Enter Time 3
&
u Add Marketing and Customer Tools » =k
I @
= :
El Sales Iter List Enter Daily
] COrders Change Item Prices Sales
@_ Cr er CyberSource Settings
i CyberSource Charge
CyberSource Refund
[ ork
Cioats | Post Pending Charges

12. Click on Load file button to select and load the data from Order detail report xml file
saved in step 10 above.
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Download Order Detail Report

Input File:

Order Detail Report

Settings ‘ Load File |

|C: “Documents and 5 ettingshusenD esktopiOrderD etailR eport_12172007.xml

Post selected arders to QuickBooks

Download Completed.

Search Results (8] I Posted Transactions (0 |

I Select all tems?

Payrent/D | Date Submitted | Customer Mame ‘ Invoice Number | Invaoice Amount | Payment Amount | (#l:]
[0 009954715 2007-1217T14:525..  RUDYSCARD 1108 75.00 7500 Mo
00985481 0w . 2007-12-17T14:56:5 RUDYSCARD 1109 125.00 12500 No
[ 009854727/ 20071217T1502:0..  RUDYSCARD 1108 75.00 7500 Mo
[ 009854854w...  20071217T15:21:4..  JULEROMMEY 111 567.00 BE7.00 Mo
[ 009854567, 20071217T15:23:4..  ASHLEYJUDD 1z £7.00 E7.00 Mo
[ 009861004w... 2007121870734 KRISTYABERCRO.. 103 oo 001 Mo
[0 009361015, 2007-12-18T0R55:0..  KRISTYABERCRD.. 105 1.08 1.08 Mo
[ 009360764, . 2007-1218T07597...  KRISTYABERCRD.. 104 01 010 Mo
< ¥

L]
E MNANDRp,  More solutions for QuickBooks inteqration from Atandra

Close

13. Select the check box for the transactions you want to post to QuickBooks. You can click
on “Select all items” above to select all transactions listed. Click on the button “Post

selected orders to QuickBooks button” to post sales from CyberSource to QuickBooks.
Download Order Detail Report Q|§|@

Input File

Order Detail Report

|C. “Documents and Settingsiuser\DesktoptOrderDetailR eport_1217 2007 =ml

Settings | Load File | r
L

Post selected orders to QuickBooks

)

Download Completed.

I Select all tems?

Search Results [8) l Posted Transactions (0] }

<

| Date Submitted | Custormer Name | Irvaoice Number Irvoice Amount ‘ Payment Amount | 2]z}
2007-1217T145635..  RUDYSCARD 1103 75.00 7500 Mo
2007-1217T1456:5..  RUDYSCARD 1103 125.00 12500 Mo
2007121715020 RUDYSCARD 1108 75.00 75.00 Mo
20071217T15:21:4... JULIEROMNEY m 567.00 567.00 Mo
2007127715234, ASHLEYJUDD mz2 67.00 E7.00 Mo

[0 009861004w/...  200712-18T07.34:1..  KRISTYABERCRO.. 103 om 001 Mo

009861 05w, 20071218T0755:0..  KRISTYABERCRO.. 105 1.08 1.08 Mo

[ 009860764w...  20071218T07591... KRISTYABERCRO.. 104 010 010 Mo
>

(=]
E ANANDRp,  More solutions for QuickBooks integration from Atandra

Cloze

14. Orders successfully posted to QuickBooks will be moved to the Posted transactions tab

as shown below.
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15. Any orders that did not post to QB will be noted on the first tab with an error message as
reported by QuickBooks. Most common errors will relate to proper
Customer/Accounts/ltems/Tax not setup correctly in QuickBooks and in Credit Card
Charger Settings. Please consult the installation guide for reference on setting up
preferences for Posting to QuickBooks.

Charging Credit Cards for on CyberSource from Quick Books
You can operate Credit Card Charger in 3 ways:

1. Current Sale
Use this when you have already recorded the sale in QuickBooks.

1.1. Open the invoice or sales receipt (supported only in QuickBooks 2006 and above
versions) in QuickBooks. If using a sales receipt, mark the sales receipt to pending
status prior to charging.You must first save the sales receipt, then right-click, select
menu “Mark sales receipt as pending”.
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1.2. From QuickBooks menu, select Customers  Credit Card Charger  CyberSource
Charge
1.3. If the customer has a credit card on file (Payment Info tab on Edit Customer Info in
QuickBooks), you will be prompted to confirm charge
1.3.1.If there is no credit card on file, you will be asked to enter payment details. Click
Yes.

1.3.2.Enter payment details for Credit Card in the following screen. Note that you want to
enter as many fields as possible to ensure proper address verification by the
payment gateway. Check on “Save credit card to file” if you want to store the CC
information in QuickBooks (you can see this in Payment info tab on edit Customer
screen)..
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1.4. Confirm OK when asked for confirmation “Ready to charge?”

1.5. Wait for response from the payment gateway. If charge is successful, the system will
update your sale to record the payment. In the payment record, you can find the
transaction reference from the payment gateway. You can use this transaction reference
if you need to discuss this charge with your merchant account provider or payment
gateway. Otherwise an error message from the payment gateway will be shown.

1.5.1.If your sale is an invoice transaction, it will show “PAID” on the invoice. You will be
able to click on history and view the payment posted in QuickBooks.

1.5.2.1f your sale is a sales receipt (supported only on QuickBooks 2006 versions), upon
successful charge, the sales receipt will be marked as final (equivalent to manually
right-click and “Mark sales receipt as final” ) and you will not see the pending status
in QuickBooks. The Transaction reference from CyberSource will be saved in
Memo field in Sales Receipt.
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2. New Sale

You can charge a sale as and when you are creating it in QuickBooks. When you create an
invoice or a sales receipt in QuickBooks and click on the Save and Close button in
QuickBooks, a pop-up window appears prompting you to charge the customer. In order to
use this mode, you must turn on “Automatic pop-up charge on new sale” in the gateway
settings. Click on Customers menu in QuickBooks and then select Credit Card Charger
CyberSource settings.

2.1. Create an invoice or sales receipt in QuickBooks as you normally do. Click on Save and
Close button or Save and New button. If you are using sales receipt (supported in
QuickBooks 2006 versions and above only) remember to mark the sales receipt as
pending (right click and select menu to do this) prior to clicking Save button.

2.2. A pop-up window appears asking you if you want to charge the sale. Click Yes.

2.3. If payment info exists for the customer in QuickBooks (Payment Info tab on Edit
Customer Info in QuickBooks), you will be prompted to confirm charge. Follow steps 1.3
to 1.5 as described for Current Sale mode above.
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3. Batch Sale

If you process orders in batches, this mode may be useful for you. You can view a list of open
invoices and pending sales receipts in a screen, select the ones to charge and process them in a
batch. In order to work in a batch mode, the customers must have valid payment info entered into
QuickBooks prior to charging.

3.1. To use batch mode, from Customer navigator in QuickBooks, select Customers menu
and then Credit Card Chargers  CyberSource charge
3.2. You will see the Charge Open Invoices/Sales Receipts window

You can select transactions by type (Invoices or Sales Receipts), transaction date — single

date or range of dates OR Reference number — single or range

3.3. Use the filters to find your transactions and click on Search button. Invoices or sales
receipts matching your criteria will be displayed in the results window.

3.4. Check the transactions you want to charge and click on Charge button

3.5. Results of the batch are displayed. Successful charges are posted to QuickBooks
automatically (invoice is marked paid and payment is recorded with transaction
reference, which you can view by clicking Transaction History in QuickBooks; pending
sales receipt is marked final).
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You can view the error message returned from the gateway for declined charges on a
different tab in the Charger application.

You may attempt to correct the error in QuickBooks (card number is invalid or enter valid card
details) and resubmit the charges through the Declined Charges tab. If they're successful in
the second attempt, they will be moved to Search Results tab and posting will be made in
QuickBooks automatically.
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If for some reason, the Charger application cannot post a successful charge to QuickBooks, it
will be noted in the Pending QB Posting tab. This is an unusual occurrence, please post the
payment manually in QuickBooks using the reference number for the transaction.

Note that the Charger application does not maintain transaction history for successful
charges, only declined charges will be carried forward from each session. Every time you
open the Charger in batch mode, you will see open/pending transactions in the first tab and
declined charges in the second tab.

4. Refunds
To process customer refunds, enter a credit memo in QuickBooks and use Credit Card
Charger to issue the refund.

4.1. Enter a Credit Memo in QuickBooks. While saving the transaction, choose the option to
“Issue a refund”. Click “OK” to save the credit memo and refund transaction.

4.2. Open the Credit memo in QuickBooks and click menu “Customer”  “Credit Card
Charger” “CyberSource Refund”.

4.3. System displays prior payments received from that customer

4.4. Select the payment to refund and click “Refund” button. Note that the refund should be
less or equal amount to the original charge amount.

4.5. System will process the refund and note the status of the refund transaction on your
screen — success or failure.

Refund criteria may vary by merchant account — validity of an original payment, handling
full/partial refunds. Verify these with your merchant account provider.
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