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Chapter 2. Introduction

The Virtual Terminal

Many merchants enjoy the ease of using our Virtual Termina system. Many merchants use it in addition
to their online store front websites. However, some merchants use it as their credit card processing sys-
tem at their brick and mortar store fronts. This simple interface enables a merchant to process a custom-
er's credit card manually without having to incur the expense of purchasing a credit card swipe terminal.
This interface can also be used in conjunction with a manual USB magnetic card reader that will auto-
matically populate the fields for a merchant. There are five separate interfaces that a merchant can use
when utilizing the Virtual Terminal. To access the Virtual Terminal, please log in to the Control Panel at
https://secure.paymentcl earing.com.




Chapter 3. Standard Virtual Terminal

Virtual Terminal Interface (Standard)

The Standard Virtual Termina Interface is the page that opens by default when a merchant clicks on the
Virtual Terminal link from the Control Panel. This interface allows for a merchant to typein several dif-
ferent items for purchase, as well as separate shipping and tax charges for the entire purchase. The inter-
face can be used for check/EFT or credit card payments.

Welcome Section
When the Virtual Terminal opens, the merchant is greeted with their business name, gateway 1D number

and the format options at the top of the interface (See Figure 3.1). A merchant using the Standard Virtu-
al Terminal does not need to click on any of the optional interfaces.

Figure 3.1. Standard Virtual Terminal Welcome Section Example

Classic Virtual Terminal Recurning Transaclions Swipe Card Swipe Card Express

Transaction Information
Pay To: MERCHANT ID: XXXXX

Order Information Section

Figure 3.2. Standard Virtual Terminal Order Section Example




Standard Virtual Termina

ltem Description Qty Price Total
1 Ordar ftem 1 | 555 555
2 order fem 2 3 3.30 19.80
3 ] 0.00 0.00
4 1 0.4 0. 040
o 1 0,0K) 0,04}
Total 25.35

Ceheel e bosras fo hedow fo aod options amounfs for shoping and
fex. Jhen anter separate smoeints for egch. [heze amounts wili be

addad fo the order fofa

# Include Shipping | Amount; 4.00|
1 Include Tax | Amount: 0.00
Order Total: 2935

Email Text: ‘We appreciate your busines sl|

Some of the entry fields in this area are required and others are optiona (See Figure 3.2). A merchant
can choose to enter up to ten separate items plus shipping and tax amounts, or can submit a single item
which is atotal of the amount to be billed to the customer. To access items 6-10, please use the scroll
bar on the left side of the "Total" column.

» Item Description - A merchant should enter the name of the product that a customer is purchasing
in this field. This information will be recorded in the merchant's Transaction Listing in the Control
Panel and in the Merchant/Customer confirmation emails. Some merchants choose to enter all of the
items in a single line item - either with each item detailed, or with a generic description like "Pur-
chased Items". This can be done as long as the value for the Item Qty is"1" and the total price of the
purchase is entered into the Item Price field.

e Item Qty - This vaue will be multiplied by the amount listed in the Item Price field to provide the
value for the Item Total. Thisvalue can be"1", even if you are selling multiple quantities - aslong as
the Item Price amount is the cost of all of the products combined.)

* Item Price - The amount listed here will be multiplied by the value listed in the Item Qty to provide
the value for the Item Total.

* Item Total - Thisvalueis arrived at when the Virtual Terminal automatically multiplies the value of
the Item Qty and the Item Price for asingle item.

e Total - Thisamount is the sum of the Item Totals for al items purchased.

* Include Shipping Checkbox - This should be selected if a merchant would like shipping to be a
separate line item. This must be used in conjunction with an entry in the Shipping Amount field.

» Shipping Amount - This value should be the amount of shipping for the entire purchase. The Virtu-
a Terminal does not calculate shipping. A merchant will need to calculate that prior to entering the
transaction in this interface. If the Include Shipping checkbox is selected, there must be a value in
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Standard Virtual Termina

thisfield.

* Include Tax Checkbox - This should be selected if a merchant would like tax to be a separate line
item. This must be used in conjunction with an entry in the Tax Amount field.

* Tax Amount - This value should be the amount of tax for the entire purchase. The Virtual Termina
does not calculate tax rates. A merchant will need to calculate that prior to entering the transaction in
thisinterface. If the Include Tax checkbox is selected, there must be avalue in thisfield.

* Order Total - Thisvaueisthe sum of the Total, the Shipping amount, and the Tax amount. Thisis
the amount that will be charged to the customer's card.

e Email Text - This field allows a merchant to enter a message up to 255 characters which will dis-
play on both the merchant confirmation email and on the customer confirmation email.

Payment Information Section

Figure 3.3. Standard Virtual Terminal Payment Section Example




Standard Virtual Termina

Payment Method: = CreditCard ) Check

Card Information
Card Mumber: Exp. Date: 3 )
Approval Code: | (Enter OMLY for force transaction.)
CVV Number: oW Infarmatian is not required. )
Auth ONLY: [ {cnity Lze tor pre-guindacne-ony. )
Checking Account Information
ABA Number: = i Account Number: "
Account Type reoso
Additional Information
Billing Optional Shipping
First Name: " Same As Ailling

Last Name: | | y First

daimea:

Address: | | Last

City: Name:

State: | | Address:

Zip: City:

Country: usa State:

Phone: Zip:

CustID - - Country:
(optional):
E-Mail:

irou MUST anler a WALID email address.
Use your oawn if your ustomos does not have ond. )

i i1
I

Process Paymernt
Ploaso Do Mol Progs TiWs Bodton Moro Tham Onoe

To begin to enter payment information, a merchant must select the radio button for the customer's pay-
ment method (either Check or Credit Card). This radio button will enable the appropriate/required fields
for the payment type and disable the others (See Figure 3.3).

Credit Card Information - These fields will be enabled if a merchant selects the Credit Card Pay-
ment Method radio button.




Standard Virtual Termina

Card Number - The customer's credit card number should be entered into this field without any
dashes or spaces.

Exp. Date - The expiration month and year should be selected in this area

Approval Code - The vaue for this field can only be obtained directly from the Credit Card
Merchant Account Processor's Voice Approval phone service. This feature should only be used
if a"call authorization center" error response was received during a previous authorization at-
tempt. The approval code will be a numeric or apha-numeric code provided by the Voice Ap-
prova service. PaymentClearing does not provide voice approval codes. Those codes must be
obtained directly from the Merchant Account Processor.

CVV Number - The value for thisfield isthe CVV or CVV2/CID code listed on the credit card.
Thisthree or four digit numeric code is used as a fraud deterrent.

Auth Only Checkbox - A merchant should never check this box, unless they do not desire to ac-
tually charge a customer's card. When this is selected the transaction will only run a "pre-
authorization" which verifies the card account and a set amount in the account, but it does not ac-
tually charge the card. However, the pre-authorized amount is "frozen" on the account. A pre-
authorized transaction can be converted to afull transaction by running a post-authorization from
the Transaction Listing. If no post-authorization is run, the money is never paid to the merchant
and the "frozen" funds will be released back to the customer's available credit limit after 10 busi-
ness days.

Checking Account Information - These fields will be enabled if a merchant selects the Check Pay-
ment Method radio button.

ABA Number - This is the nine digit ABA Routing number for a customer's bank. These are
generaly the first nine numbers listed in the line of numbers across the bottom of a check.

Account Number - Thisisthe customer's checking account number as it appears on a check.

Account Type - A merchant needs to use the selection tool to indicate whether the customer's
checking account is a Personal or a Business checking account.

Billing Infor mation - All fields here are required unless otherwise indicated.

First Name - This should be the customer's First Name.

Last Name - This should be the customer's Last Name.

Address - This should be the cardholder's street address as listed with the account issuer.

City - This should be the cardholder's city as listed with the account issuer.

State - This should be the state abbreviation of the cardholder as listed with the account issuer.
ZIP - This should be the cardholder's postal code as listed with the account issuer.

Country - This should be the cardhol der's country as listed with the account issuer.

Phone - This should be a contact phone number for the customer.

Cust ID - Thisis an optional field that allows a merchant to enter a tracking number for their
customers.

Email - This should be the customer's email address. The transaction confirmation email will be
sent to this address.




Standard Virtual Termina

» Optional Shipping Information - Each of these fields are optional and can be populated with al-
ternative shipping address data. The processing banks are unable to verify thisinformation.

Submitting a Transaction Through The Virtual Terminal Interface
(Standard)

To submit a transaction through this interface, enter the correct data into the required fields and any of
the desired optional fields. Be sure to double check the credit card number as well as the amount of the
charge. Click the "Process Payment" button. The transaction will be attempted in real-time. The gateway
will either display an approval screen or a failure screen. The failure screen will list the reason for the
failure. An approval page will display if the transaction is successful (See Figure 3.4).

Figure 3.4. Approval Page Example

Merchant Information
Verchant ama: Merchant

Gatzway 1ID: XX

Cusiomer Information
Custarmer Hame: Test Customer
Address: 123 Main
Town, GA 90210
sh
Phonsa: BBE-555-66GE
Email. testiples]carm A confrralion emall has been saml

Crder Information
Transaciian 10 (XI0) 9938800045

Aymanzation Code: Q00000
abe: T, Apr 20 2006 313 pm AT
AVE RESpONGR” X
Cirer Total” 5 55

":pl'l"l'.THS F-llﬂt:\ . e A




Chapter 4. Classic Virtual Terminal

Virtual Terminal Interface (Classic)

The Classic Virtual Termina Interface can be accessed by clicking on the "Classic Virtual Terminal"
link in the Standard interface (See Figure 4.1). Choosing this interface allows for the entry of only one
Order Item, as well as separate shipping and tax charges.

Figure4.1. Classic Virtual Terminal Welcome Section Example

Classic Virual Terminal| Recurring Transactions Swipe Card Swipe Card Express

Transaction Infermation
Pay To: MERCHANT 1D 300X

Transaction Information Section

Figure4.2. Classic Virtual Terminal Transaction Information Section Example




Classic Virtua Terminal

Transaction Information
Recurring Transactions Swipe Card Transactions

Pay To: MERCHANT

ID: 000K
First Name: Last Name:
Address: |
City: State: | | Zip:

Country: usa

Phone Mumber:
E-Mail Address:

(¥ou MUST enter a VALID emall sodress.
Use your own if your customer does not have one.)

tern Description:

ltem Amount: Cty: 1 Atern Amount ¥ Oty = Tatal)

Check the boxes to beiow fo add oplional amounts for
shnpeing and (ax. Then anler separale amounls for each.
Those ameivils will be added to 1o Grdar forad,

Z Include Shipping | Amount:

Include Tax | Amount: |

Email Text:

At the top of thisinterface (See Figure 4.2), there are links to the Recurring Transaction virtual terminal
and the Swipe Card interface. The top of the form also identifies the merchant and displays the five digit
gateway ID.

* Required Fields - A merchant using this interface is required to fill out each of the following fields
in the Transaction Information Section:

First Name - This should be the customer's First Name.

Last Name - This should be the customer's Last Name.

Address - This should be the cardholder's street address as listed with the account issuer.

City - This should be the cardholder's city as listed with the account issuer.

State - This should be the state abbreviation of the cardholder as listed with the account issuer.
ZIP - This should be the cardholder's postal code as listed with the account issuer.

Country - This should be the cardhol der's country as listed with the account issuer.

Phone Number - This should be a contact phone number for the customer.
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Classic Virtua Terminal

Email Address - This should be the customer's email address. The transaction confirmation
email will be sent to this address.

Item Description - A merchant should enter the name of the product that a customer is purchas-
ing in this field. This information will be recorded in the merchant's Transaction Listing in the
Control Panel and in the Merchant/Customer confirmation emails.

Item Amount - The amount listed here will be multiplied by the value listed in the Item Qty to
provide the value for the Item Total.

Qty - This value will be multiplied by the amount listed in the ltem Amount field to provide the
value for the Total. This value can be "1", even if you are selling multiple quantities - as long as
the Item Amount is the cost of all of the products combined.)

» Optional Fields- A merchant may place an entry in to any of these non-required fields:

Include Shipping Checkbox - This should be selected if a merchant would like shipping to be a
separate line item. This must be used in conjunction with an entry in the Shipping Amount field.

Shipping Amount- This value should be the amount of shipping for the entire purchase. The
Virtual Terminal does not calculate shipping. A merchant will need to calculate that prior to en-
tering the transaction in this interface. If the Include Shipping checkbox is selected, there must
be avauein thisfield.

Include Tax Checkbox - This should be selected if a merchant would like tax to be a separate
lineitem. This must be used in conjunction with an entry in the Tax Amount field.

Tax Amount- This value should be the amount of tax for the entire purchase. The Virtual Ter-
minal does not calculate tax rates. A merchant will need to calculate that prior to entering the
transaction in this interface. If the Include Tax checkbox is selected, there must be avaluein this
field.

Email Text - This field allows a merchant to enter a message up to 255 characters which will
display on both the merchant confirmation email and on the customer confirmation email.

Payment Information Section

Figure4.3. Classic Virtual Terminal Payment Section Example
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Classic Virtua Terminal

Account number: 1 "

Card Information

Card Number:

Exp.Date: | ][ ¢
Approval Code: (Enter DMLY for force transaction, )
CVV Number: | | (CVV information is not reguired. )

Auth ONLY: (COnly wse for pre-auth'auth-only .}

—_—
“rocess Paymernt

- OR - Checking Account Infarmation

ABA number; = H

Aﬂﬂﬂuﬁtwpe Farsonal _:_:

Process Payment |

This section alows a merchant to enter either credit card information or checking account information
(See Figure 4.3). After the appropriate fields are filled out, a merchant can submit the payment by click-
ing on the "Process Payment” button.

* Credit Card Information - A merchant can use these fields if the customer would like to pay with
credit card.

Card Number - The customer's credit card number should be entered into this field without any
dashes or spaces.

Exp. Date - The expiration month and year should be selected in this area.

Approval Code - The value for this field can only be obtained directly from the Credit Card
Merchant Account Processor's Voice Approva phone service. This feature should only be used
if a"call authorization center" error response was received during a previous authorization at-
tempt. The approval code will be a numeric or alpha-numeric code provided by the Voice Ap-
prova service. PaymentClearing does not provide voice approval codes. Those codes must be
obtained directly from the Merchant Account Processor.

CVV Number - The value for thisfield isthe CVV or CVV2/CID code listed on the credit card.
Thisthree or four digit numeric code is used as a fraud deterrent.

Auth Only Checkbox - A merchant should never check this box, unless they do not desire to ac-
tually charge a customer's card. When this is selected the transaction will only run a "pre-
authorization" which verifies the card account and a set amount in the account, but it does not ac-
tually charge the card. A pre-authorized transaction can be converted to afull transaction by run-
ning a post-authorization from the Transaction Listing. If no post-authorization is run, the money
is never paid to the merchant.

» Checking Account Information - A merchant can use these fields if the customer would like to pay
with check.

12



Classic Virtua Terminal

e ABA Number - This is the nine digit ABA Routing number for a customer's bank. These are
generaly thefirst nine numbers listed in the line of numbers across the bottom of a check.

e Account Number - Thisisthe customer's checking account number as it appears on a check.

e Account Type - A merchant needs to use the selection tool to indicate whether the customer's
checking account is a Personal or a Business checking account.

Shipping Information Section

Figure4.4. Classic Virtual Terminal Shipping Section Example

Optional Shipping Information

First Name: Last Name:
Address:
Clty: State: Zip:
Country: { Process Payment |

This bottom section of the Classical Virtual Terminal is used to submit shipping information if a mer-
chant optsto (See Figure 4.4).

Submitting a Transaction Through The Virtual Terminal Interface
(Classic)

To submit a transaction through this interface, enter the correct data into the required fields and any of
the desired optional fields. Be sure to double check the credit card number as well as the amount of the
charge. Click the "Process Payment" button. The transaction will be attempted in real-time. The gateway
will either display an approval screen or a failure screen. The failure screen will list the reason for the
failure. An approval page will display if the transaction is successful (See Figure 4.5).

Figure 4.5. Approval Page Example
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Classic Virtua Terminal

Merchant Hame: Merchant
Gatgway 1D XKEK

Merchant Information

Custormer Hamea: Test Customer
Mddress: 123 Main
Town, CA 80210
s
Phona: BBB-555-5555
Email : lestiplesLeom

Cusiomer Information

A confrrmalbion emall has been sanl

Order Information
Transactian 10 (XI0) 9939990000
Autharization Gode: 000000
Date: Thu, Apr 20 2006 3:13 pm MT
AVE RESpONSE” X
Crter Total: 5 55
Entgr Anoiher Transaclion {'Prin: This Page Clogs This Mindow
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Chapter 5. Recurring Transaction
Virtual Terminal

Recurring Transaction Virtual Terminal

The Recurring Transaction Virtual Terminal Interface can be accessed by clicking on the "Recurring
Transactions' link in the Standard interface (See Figure 5.1). Choosing this interface allows for the entry
of only one Order Item, as well as separate shipping and tax charges. It also allows for the entry of re-
curring billing information. Using this interface will charge a transaction in real-time, but will also
schedule future transactions on that payment account. This interface will not charge a card without valid
recurring billing information.

Figure5.1. Recurring Virtual Terminal Welcome Example

Classic Virual Temminal | Recuming Transactions | Swipe Card Swipe Card Express

Transaction Information
Pay To: MERCHANT ID: 204X

Initial Transaction Information Section

This section is where a merchant enters the general customer information when generating the initial
charge (See Figure 5.2). This same genera information will be default information for future recurring
transactions, unless the user information is modified in the Recurring Transaction Detail interface.

Figure 5.2. Recurring Virtual Terminal Transaction Information Section
Example

15



Recurring Transaction Virtual Terminal

Recurring Transaction Information

Pay To: MERCHANT
1D: 3O0O0CK
First Mame: | ' Last Name:
Address:
Clty: | ' State: Zip: |
Country: usa

Phone Number: |
Cust ID [optional):
E-Mail: |

You MLUST enter a WALID email addross
Lize your own If your customer does not have one )

ltem Description:

Item Amount: Qty: "1 (ltem Amount x Gty = Total)

Check the baxes below fo add apliona amownts for
shippung and tax. Then enfer separafe amounis foresch.
These amouwnts wall be added fo the order lolal amd
included i el recurmg frerrsection

" Include Shipping | Amount:
I 1Include Tax | Amaunt:

Email Text:

Required Fields - A merchant using this interface (See Figure 5.2) is required to fill out each of the
following fields in the Transaction Information Section:

* First Name - This should be the customer's First Name.

e Last Name - This should be the customer's Last Name.

* Address- This should be the cardholder's street address as listed with the account issuer.

« City - This should be the cardholder's city as listed with the account issuer.

» State- Thisshould be the state abbreviation of the cardholder as listed with the account issuer.
e ZIP - Thisshould be the cardholder's postal code as listed with the account issuer.

e Country - This should be the cardholder's country as listed with the account issuer.

* Phone Number - This should be a contact phone number for the customer.

« Email Address - This should be the customer's email address. The transaction confirmation
email will be sent to this address.

16



Recurring Transaction Virtual Terminal

Item Description - A merchant should enter the name of the product that a customer is purchas-
ing in this field. This information will be recorded in the merchant's Transaction Listing in the
Control Panel and in the Merchant/Customer confirmation emails.

Item Amount - The amount listed here will be multiplied by the value listed in the Item Qty to
provide the value for the Item Total.

Qty - This value will be multiplied by the amount listed in the ltem Amount field to provide the
value for the Total. This value can be "1", even if you are selling multiple quantities - as long as
the Item Amount is the cost of all of the products combined.)

e Optional Fields- A merchant may place an entry in to any of these non-required fields:

Include Shipping Checkbox - This should be selected if a merchant would like shipping to be a
separate lineitem. This must be used in conjunction with an entry in the Shipping Amount field.

Shipping Amount- This value should be the amount of shipping for the entire purchase. The
Virtual Terminal does not calculate shipping. A merchant will need to calculate that prior to en-
tering the transaction in this interface. If the Include Shipping checkbox is selected, there must
be avalueinthisfield.

Include Tax Checkbox - This should be selected if a merchant would like tax to be a separate
line item. This must be used in conjunction with an entry in the Tax Amount field.

Tax Amount- This value should be the amount of tax for the entire purchase. The Virtual Ter-
minal does not calculate tax rates. A merchant will need to calculate that prior to entering the
transaction in thisinterface. If the Include Tax checkbox is selected, there must be avaluein this
field.

Email Text - This field allows a merchant to enter a message up to 255 characters which will
display on both the merchant confirmation email and on the customer confirmation email.

Cust ID - A merchant can use this field to submit an apha-numeric identifier for ease in record
keeping.

Transaction Payment Information Section

Figure5.3. Recurring Virtual Terminal Payment Section Example

17



Recurring Transaction Virtual Terminal

Card Information

Card Number:
Exp. Date: *) a)
Approval Code: iEnter OMLY for force Lransaclion. )
CVV Number: ~ [CvV information is not required. )

Checking Account Information

ABA number: v "

Account number: * im
Account type | Persoral )

This section alows a merchant to enter either credit card information or checking account information
(See Figure 5.3). After the appropriate fields are filled out, and the recurring information is entered into
the Recurring Transaction Information Section, a merchant can submit the payment by clicking on either
of these "Process Payment” buttons or the one displayed in the Recurring Transaction Information Sec-

tion.

e Credit Card Information - A merchant can use these fields if the customer would like to pay with
credit card.

Card Number - The customer's credit card number should be entered into this field without any
dashes or spaces.

Exp. Date - The expiration month and year should be selected in this area

Approval Code - The vaue for this field can only be obtained directly from the Credit Card
Merchant Account Processor's Voice Approval phone service. This feature should only be used
if a"call authorization center" error response was received during a previous authorization at-
tempt. The approval code will be a numeric or apha-numeric code provided by the Voice Ap-
prova service. PaymentClearing does not provide voice approval codes. Those codes must be
obtained directly from the Merchant Account Processor.

CVV Number - The value for thisfield isthe CVV or CVV2/CID code listed on the credit card.
Thisthree or four digit numeric code is used as a fraud deterrent.

* Checking Account Information - A merchant can use these fields if the customer would like to pay
with check.

ABA Number - This is the nine digit ABA Routing number for a customer's bank. These are
generaly the first nine numbers listed in the line of numbers across the bottom of a check.

Account Number - Thisisthe customer's checking account number as it appears on a check.

Account Type - A merchant needs to use the selection tool to indicate whether the customer's
checking account is a Personal or a Business checking account.

18



Recurring Transaction Virtual Terminal

Recurring Billing Information Section

This section is used to set a transaction as a recurring transaction automatically asit is billed through the
Virtual Terminal (See Figure 5.4). Onceitisfilled out, please click on the "Process Payment" button.

Figure5.4. Recurring Virtual Terminal Recurring Section Example

Recurring Information

Recipe Mame: View Recipes
Mumber of Repetitions:
Recurring Total: T (if different than above)
Recurring Description: (if different than abaove)

d Process Payment Y

* Recipe Name - This is the case-sensitive name of one of a merchant's pre-built recipes, which will
provide the rules and schedule by which atransaction will re-bill when set with at |east one remain-
ing repetition.

* View Recipes - Thislink will bring up a separate window displaying the names and descriptions of
any Recurring Recipes built by a merchant. It also allows a merchant to access the Add A Recipein-
terface if a new recipe needs to be built. Recurring Billing Help information is also available in this
link.

*  Number of Repetitions - This is the numeric value for the amount of times the Recurring Recipe
needs to cycle. Each successful repetition will cycle down the number of remaining repetitions by
one until it reaches zero.

* Recurring Total - If the amount that is to recur is the same as the total amount listed in the Initial
Transaction Information, please leave this blank. This feature can be used in conjunction with Recur-
ring Recipes designated by the merchant as a" Split Amount" recipe. When an amount is entered into
this field, that Recurring Total will be the amount billed when the transaction recurs. For example,
merchants who bill a one time setup fee and then a different amount for monthly service fees would
put the amount of the monthly service fee in the Recurring Total field.

e Recurring Description - If the Item Description used in the Initial Transaction Information is a suf-
ficient explanation for both the initial payment and any subsequent recurring transactions, please

leave this blank. If, however, the merchant would like this to display differently on subsequent recur-
ring billings, please enter an adequate description in thisfield.

Optional Shipping Information Section

If necessary, please fill out these fields with the appropriate information (See Figure 5.5).

Figure5.5. Recurring Virtual Terminal Shipping Section Example
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Recurring Transaction Virtual Terminal

Optional Shipping Information (Card Only)

First Name: Last Mame:
Address:
Clty: | State: ' Zip:
Country:  Process Payment |

Submitting a Transaction Through The Recurring Transaction Virtu-
al Terminal Interface

To submit a transaction through this interface, enter the correct data into the required fields and any of
the desired optional fields. Be sure to double check the credit card number, the amount of the charge,
and the recurring billing information. Click the "Process Payment" button. The transaction will be at-
tempted in real-time. The gateway will either display an approval screen or afailure screen. The failure
screen will list the reason for the failure. An approval page will display if the transaction is successful
(See Figure5.6).

Figure5.6. Approval Page Example

Merchant Information
“erchant Hame: Merchant

Gabsway ID: XK

Cusinmer Infarmation
Custarmar Mama . Test Customer
Address: 123 Main
Tewn, Gag0210
LIS
Phong: BBE-555-EEEE
Email : lestgplesLeom A confrmalion amail has been sanl,

Crder information
Transacian 10 (X0} 9938800995

Aumanzation Cade: Q00000
Thate: Thu, Apr 20 2006 313 pm MT
AVE RRsponse X
Cirder Tatal 5 55

e —— )
{"Prinz This Page " o T W e
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Chapter 6. Standard Swipe Card
Interface

Swipe Card Interface (Standard)

The Standard Swipe Card Interface can be accessed by clicking on the "Swipe Card" link in the Stand-
ard interface (See Figure 6.1). This interface is to be used by merchants who are using a compatible
USB-Connected magnetic card swipe reader. The Magtek Stripe Reader-USB and the IDTech MiniMag
USB Swipe Reader have been tested with the PaymentClearing gateway and found to be compatible.
When in this interface, a card may be swiped through the reader and it will populate the required pay-
ment fields. This will allow an Address Verification and a CVV check to take place on any transaction
attempt.

Figure 6.1. Swipe Virtual Terminal Welcome Example

Classic Virtual Terminal Recurming Transaclions ISWiDF! l:ar-.'ll Swipa Card Express

Transaction Infarmation

Pay To: MERCHANT  ID: XXXXX

Initial Transaction Information Section

Figure6.2. Swipe Virtual Terminal Transaction Information Example
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Standard Swipe Card Interface

Transaction Information

Pay To: MERCHANT 1D 2000

Item Description Qty Price Total
1 1 .00 0.00
2 1 0,00 0,00
3 | 1T 1] || 0.00 0.00
Total £0.00

Check the boxes o below to add optional amounts for shipping and
tax. Then enfer separale amouwnts for each. These amowns will be
adoed to rhe order hotal.

i

Include Shipping | Amount: 0.00

Include Tax | Amount: 0. 00

Order Total: 000
Email Text:
Approval Code: | (Enter OMLY for force transaction.)
CVV Number: [CVW information is not required.)

Auth ONLY: [ (Only use for pre-aultyaulb-onby. )

Some of the entry fields in this area are required and others are optional (See Figure 6.2). A merchant
can choose to enter up to three separate items plus shipping and tax amounts, or can submit asingle item
which is atotal of the amount to be billed to the customer.

* Item Description - A merchant should enter the name of the product that a customer is purchasing
in this field. This information will be recorded in the merchant's Transaction Listing in the Control
Panel and in the Merchant/Customer confirmation emails. Some merchants choose to enter all of the
items in a single line item - either with each item detailed, or with a generic description like "Pur-
chased Items". This can be done as long as the value for the Item Qty is"1" and the total price of the
purchase is entered into the Item Price field.

e Item Qty - This vaue will be multiplied by the amount listed in the Item Price field to provide the
value for the Item Total. Thisvalue can be"1", even if you are selling multiple quantities - aslong as
the Item Price amount is the cost of all of the products combined.)

e Item Price - The amount listed here will be multiplied by the value listed in the Item Qty to provide
the value for the Item Total.

* Item Total - Thisvalueisarrived at when the Virtual Terminal automatically multiplies the value of
the Item Qty and the Item Price for asingle item.

» Total - Thisamount isthe sum of the Item Totals for al items purchased.

* Include Shipping Checkbox - This should be selected if a merchant would like shipping to be a
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Standard Swipe Card Interface

separate line item. This must be used in conjunction with an entry in the Shipping Amount field.

» Shipping Amount - This value should be the amount of shipping for the entire purchase. The Virtu-
a Terminal does not calculate shipping. A merchant will need to calculate that prior to entering the
transaction in this interface. If the Include Shipping checkbox is selected, there must be a value in
thisfield.

* Include Tax Checkbox - This should be selected if a merchant would like tax to be a separate line
item. This must be used in conjunction with an entry in the Tax Amount field.

* Tax Amount - This value should be the amount of tax for the entire purchase. The Virtual Terminal
does not calculate tax rates. A merchant will need to calculate that prior to entering the transaction in
thisinterface. If the Include Tax checkbox is selected, there must be avalue in thisfield.

* Order Total- Thisvalue is the sum of the Total, the Shipping amount, and the Tax amount. Thisis
the amount that will be charged to the customer's card.

e Email Text - This field allows a merchant to enter a message up to 255 characters which will dis-
play on both the merchant confirmation email and on the customer confirmation email.

» Approval Code - The value for this field can only be obtained directly from the Credit Card Mer-
chant Account Processor's Voice Approva phone service. This feature should only be used if a"call
authorization center" error response was received during a previous authorization attempt. The ap-
proval code will be a numeric or apha-numeric code provided by the Voice Approval service. Pay-
mentClearing does not provide voice approval codes. Those codes must be obtained directly from
the Merchant Account Processor.

e CVV Number - The vaue for this field is the CVV or CVV2/CID code listed on the credit card.
Thisthree or four digit numeric codeis used as afraud deterrent.

* Auth Only Checkbox - A merchant should never check this box, unless they do not desire to actu-
aly charge a customer's card. When this is selected the transaction will only run a "pre-au-
thorization" which verifies the card account and a set amount in the account, but it does not actually
charge the card. A pre-authorized transaction can be converted to a full transaction by running a

post-authorization from the Transaction Listing. If no post-authorization is run, the money is never
paid to the merchant.

Swipe Card Entry Section

By clicking the button and then swiping the credit card through a compatible USB-Connected magnetic
card swipe reader, this section will be automatically populated by the encrypted data embedded in the
magnetic strip on the back of the card (See Figure 6.3).

Figure 6.3. Swipe Virtual Terminal Entry Section Example

Credit Card Information

Click Here and Swipe Card
Card Number: Expiration Date:

First Mame: Last Mame:
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Standard Swipe Card Interface

Additional Information Section

A merchant needs to manually complete the required fields in this section, and click the "Process Pay-
ment" button so that the swiped transaction can complete (See Figure 6.4).

Figure 6.4. Swipe Virtual Terminal Information Section Example

Additional Information ]
Billing Optional Shipping

Address: " same As Billing )
City: First
State: Name:
ate: Last
Zip: Name:
Country: usa Address:
Phone: City:

Cust ID State: |

[nptEln:ﬂal_]l-: Zip:
“valk Country:

Jrou MUST enter a WALID emall address
=e your own f your customer doss ot have one.

Process Payrnent

« Billing Information - All fields here are required unless otherwise indicated.

Address - This should be the cardholder's street address as listed with the account issuer.

City - This should be the cardholder's city as listed with the account issuer.

State - This should be the state abbreviation of the cardholder as listed with the account issuer.
ZIP - This should be the cardholder's postal code as listed with the account issuer.

Country - This should be the cardhol der's country as listed with the account issuer.

Phone - This should be a contact phone number for the customer.

Cust ID - Thisis an optional field that allows a merchant to enter a tracking number for their
customers.

Email - This should be the customer's email address. The transaction confirmation email will be
sent to this address.

* Optional Shipping Information - Each of these fields are optional and can be populated with al-
ternative shipping address data. The processing banks are unable to verify this information.
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Standard Swipe Card Interface

Submitting a Transaction Through The Swipe Card Interface

To submit a transaction through this interface, enter the correct data into the required fields and any of
the desired optional fields. Be sure to double check that the fields have been correctly populated when
the card is swiped through the magnetic reader. Click the "Process Payment" button. The transaction
will be attempted in real-time. The gateway will either display an approval screen or a failure screen.
The failure screen will list the reason for the failure. An approval page will display if the transaction is
successful (See Figure 6.5).

Figure 6.5. Approval Page Example

Merchant Information
“erchant ame: Merchant

Gatgway ID: XK

Customer Information
Custorner Hama: Test Customer

Address: 123 Main
Town, Gag0210
15
Phong: BBE-555-EBEE
Email | lestgleslcom A confrmalion amail has bean sanl,

Crder information
Transacian 10 (X0} 9999500000

Aumanzation Code: Q00000
Dhate: Thu, Apr 20 2006 3:13 pm MT
AVE RESpOnse” X
Ciner Total” 5 55

e
(' Prin: This Page e Thviss Wi
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Chapter 7. Express Swipe Card
Interface

Swipe Card Interface (Express)

The Express Swipe Card entry area allows a merchant to enter minimal information and swipe a credit
card to attempt a transaction (See Figure 7.1). Thisinterface is to be used by merchants who are using a
compatible USB-Connected magnetic card swipe reader. The Magtek Stripe Reader-USB and the
IDTech MiniMag USB Swipe Reader have been tested with the PaymentClearing gateway and found to
be compatible. When in this interface, a card may be swiped through the reader and it will populate the
required payment fields. Thiswill not allow an Address Verification or aCVV check to take place.

Figure 7.1. Swipe Express Welcome Section Example

Classic Virual Temminal Recumring Transactions Swipe Card |Swipe Card Express

Transaction Information
Pay To: MERCHANT ID: 0000

Swipe Entry Section

Click on the button and then swipe the card through the swipe reader and it will populate the required
fields (See Figure 7.2).

Figure7.2. Swipe Express Entry Section Example

Swipe Card Express Transaction

Pay To: MERCHANT 1Dz X(XXX

Click Here and Swipe Card

Card Number: Expiration Date:

First Mame: Last Mame:

Amount Entry Section

After the swiping the card and a successful automatic field population, the following fields will appear
and the merchant must enter the appropriate information for a transaction to complete (See Figure 7.3).

Figure 7.3. Swipe Express Amount Section Example
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Express Swipe Card Interface

Uxrder Total: | 0.00

Email (Optional):

Process Payment

» Order Total - Thevalue of thisfield should be the total amount being charged to the customer.

e Email - If amerchant fillsin this field with the customer's email address, an receipt will be emailed
directly to the customer.

Once these fields are complete, the merchant can submit the "Process Payment" button, and the
transaction will be attempted.

Submitting a Transaction Through The Swipe Card Interface

To submit a transaction through this interface, enter the correct data into the required fields and any of
the desired optiona fields. Be sure to double check that the fields have been correctly populated when
the card is swiped through the magnetic reader. Click the "Process Payment" button. The transaction
will be attempted in real-time. The gateway will either display an approval screen or a failure screen.
The failure screen will list the reason for the failure. An approval page will display if the transaction is
successful (See Figure 7.4).

Figure7.4. Approval Page Example

Merchant Information
“erchant Hama: Merchant

Gateway I0:  XHNHEN

Cusinmer Infarmation
Custormar Hama: Test Customer
Address: 123 Main
Tanvn, G G0210
Pt
Phonsg: BBE-555-EBEGE
Email. testipleslcarm A confrnalion emall has been sanl

Crder information
Transacian 10 (X0 99959555985

Aumanzation Code: Q00000
abe: T, Apr 20 2006 313 pm AT
ANE Responss X
Crder Tatal 5 55

)
|':l'|'|*'|'_T|'|5 P-lﬂ!__ 3 e WA S
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