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PaymentMate® makes credit and debit
card processing fast and easy

I's quick and simple to process a credit or debit
card with PaymentMate®. Just follow these steps:

1.

3.

Swipe the credit or debit card through the
card swipe of the MagTek® check and card
reader with the magnetic stripe of the card
facing down and toward the thick edge of
card swipe.

The MagTek indicator light flashes green to
indicate you swiped the card the right way.

If it flashes red, make sure you are swiping
it correctly and try again.

In the Credit Amount dialog box:

e Enter an optional reference number in
the Transaction Ident/Ref box.

e Enter the correct amount for the
transaction in the Enter Amount box.

Credit Amount

PAYMENT

G MATE
D

Tranzaction Ident / Ref [%-133-K0
Enter Amount: |771.70)

Press Esc to Cancel

-
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¢ Verify the amount and press the Enter
key on your keyboard to process the
transaction, or press Esc to cancel.

If this is the first time the customer has
used the debit card at your business,
PaymentMate asks you to select credit or
debit. Click Credit Card or Debit Card.

select Credit'or Debit

T

 CreditCard | Dehit Card

When the “Waiting for PIN entry” message
pops up, ask the customer to enter the PIN
number on the PIN pad, or click Cancel if
she forgets the number. (Clicking Cancel
will process the sale as a credit, rather than
debit, transaction.)

— R

Waiting for PIN
GMATE
Waiting for PIN entry

i 9 H
! Cancel |
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6. PaymentMate lets you know if the credit or Manually keying a credit transaction

debit transaction was approved. Follow the

instructions of the pop-up message: If a customer’s credit card is damaged or you take

_ a credit card number over the phone, you can
* If the message reads, "Approved,; this manually key the credit transaction this way:

card transaction has been approved"

First Data® authorized the transaction. 1. Right-click the PaymentMate icon  in the
Take the receipt from your printer, give Windows Notification Area and click

it to the customer to sign, and keep the Manual Key Credit on the menu
signed receipt. '

Manual Key Credit

I

Credit Card Approved Manually Key Gift
Pay-Ik Processing
Manager Funckions

Shutdown PaymentMate
— TP

2. In the Manual Credit Card Authorization
dialog box:

» LYEIRST
1P]DATA @ Approved

Thiz card transaction has been approved
Approval Code: OK8336

Present receipt to customer for
signature and retain for reference.

e Enter the amount in the Amount box.

e Enter the credit card number in the
Card Number box and the expiration
date in the Expiration box.

e If it the message reads, "Declined; this e |If available, enter the customer’s Zip

card transaction was not processed"
First Data did not authorize the card.
Try swiping the card again, or request

a different form of payment. If desired,

manually key the transaction as
explained in the next section.

Credit Card Declined

1PIDSTE @ Decined

This card branzaction was not processed.
DECLINED

Retlry ransaction or request
alternate form of payment.

-

code in the Billing Zip Code box and
the card verification value (such as the
three-digit number on the back of some
credit cards) in the CVV Value box.

Y

Mantal Credit Card AUthorization ]

g PAYMENT Manual Key Credit
E Card Authorization

Amount: 299.19
Card Mumber |371449535396431
Evpiration (MM/y) [04/03
BilingZIP Cods [45705
CW Walue |316

Tran Ident / Ref |B-316-77
CustldentsRet]
Tax Amount [0.00 @ Process Now
. .
I P %—)l*l\{ E}Z € Cancel

.
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e |f desired, enter optional numbers in
the Trans Ident/Ref and Cust
Ident/Ref boxes, and enter a tax
amount in the Tax Amount box.

¢ Click Process Now to submit, or
Cancel to not submit, the transaction
to First Data for authorization.

3. Follow the previous instructions regarding
the authorization message that pops up.

Viewing the batch, voiding a transaction,
and charging a card again

To view the current batch, void transaction, or
charge a card again:

1. Double-click the PaymentMate icon S in
the Windows Notification Area.

2. On the PaymentMate program, click the
FDMS Credit button.

(ﬁ Payment Mate @

GPAYMENT

s || = ¥

{FDMS Credit! Telecheck

Configure

FPaymentz Powered by Tempus

Minirmize
212898

3. On the Card Processing Functions dialog
box, click the Current Batch button. This
opens the Batch Detail Browser.

4. Use the Batch Detail Browser to perform
the tasks you desire:
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Eatch DetailBrowsen ]

@3 Batch Detail Browser

|uth Date [Tvpe _[Auth Code [CardAcet # [Card EXP[Card Type[ Tran Amt | Cash Back|Ref/Tran Num [Profile (=]
12/3/2007 ZE&T4 P SALE AR08 R DISC $400 3000 W34EG DEFAULT

12/3/2007 25354 Phi | SALE RRRRRARRRT 732 [ X [T 504000 §000 WGBS DEFALLT
12/3/2007 301:05 P OKB336  [p0000000000001732 [0t [MC | $33.00 236 | DEFALILT
12/3/2007 30329 PH SALE | OKG33D  MG0000dddNg ek DISC $77170) 4000 V4133RO DEFAULT
12/3/2007 30413PM SALE |OKBHD  200000040%0040009 X090 DISC $93.00)  $000  D-M7VZ DEFALLT
12/3/2007 3O5E3 M SALE | OKB34T  30000000000BI3] 000 AMEX $22380 000 F-6E88 DEFAULT
12/3/2007 ZOF-14 P SALE | OKB342  [XGemxdierddinBi3] odd  AMEX 38361 3000 G-33 DEFAULT
12/3/2007 31213 P SALE P ey $35370) 000 T-33B DEFAULT

12/3/2007 4:48:17 PM SALE  OKB36E HDLLRLNA43T KO AMEX $293.19 $000 B-316-77 DEFALILT

Card Mame FDMS TEST CARD /MASTERCAR Batch Serial 0 Station TEMPUSOS
Ticket Num Tran Serial 3
Cust Code Non Auth Reason

Employee Code Profile DEFALLT

EExce\‘ & Void Authorization | 5] HeullaneEeIDt‘ & Piint Batch 5ummaw| 2 Chaige Again | @ 0K ‘

e Click the credit or debit transaction you
want, to highlight its row and select it.

e To void the selected transaction, click
Void Authorization.

e To reprint a receipt for the selected
transaction, click Reprint Receipt.

e To charge the selected card again,
click Charge Again, and follow the
previous steps to manually key credit.

e To copy the batch to paste into a
spreadsheet, such as Microsoft®
Excel®, click the Excel button.

e To print a batch report, click Print
Batch Summary.

Closing the daily credit and debit batch

IMPORTANT: Before closing a batch, void any
transactions as needed and as explained in the
previous section. To close the current batch:

1. Double-click the PaymentMate icon % in
the Windows Notification Area.

2. Click the FDMS Credit button.

3. On the Card Processing Functions dialog
box, click the Close Current Batch button.
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Daily batch closing flowchart

Erer the remaining
transactions for the

day and continue.

Are you Using
Faymenthiate for
credit cards?

Are you using
Paymenthlate for
checks?

Yes Open the current First

Data credit batch.

Open te current
TeleCheck check

hatch.

Amounts far
any checks
incorrect?

Ay tranzactions to
force?

Change the amourts

in the current hatch.
No

Meed to woid

any checks? Force the tranzactions in

the current batch.

Woid the checks in the
current batch.

Py tranzactions to
woid?

Anvy Bank
Deposits in
the hatch?

Endorze only thoze
checks and brng them

to your bank.

Woid the fransactions and
reerter if necessary.

if auto batch iz not
enabled, cloze the
check batch now.

Cloze the credit
hatch now.
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