Intuit Merchant Service for QuickBooks:
Reference and Startup Guide

Accepting credit cards through QuickBooks has never been easier. The screens below
illustrate just how easy it is to process credit card transactions in QuickBooks and to
reconcile youaccounts so that your QuickBooks records aréotgate.

Please view this demattp://paymentsolutions.intuit.com/demoAgbmspc/

How to Get Started:

To begin accepting paymentsyour QuickBooks financiadoftware, open your
QuickBooks.
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Enter payment data into the screen as you normally would. Simply check the box titled
"Process Credit Card When Saving" to charge your customers credit card.
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QuickBooks Merchant Services 7 ﬂ

n To process credit card transactions in QuickBooks,
you will need a QuickBooks Merchant Service account,




Merchantanust enter the user login and passwond d c | i ¢ k A Lloage i

login, you will need to create one. If you do not know yogin, cal Customer Service
800-558-9558.
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Already have a login?

QuickBooks detects that you have previously used this login to sign up for
services. As a security measure, we need to venfy your logn information
before connecting this company file to QuickBooks Merchant Service.

if you have a password that you use for QuickBooks Maerchant Service, log in
here.

Login name: | bqten

Irgat § Ir 109 ame

Password: I"—'

Login | Fosgot passwoed |

A confirmation screen will alert login was success¥du arenow able to begin
accepting payments.
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Success!

YOur marchart 000Ut has been inked 1D your QuatkROOk s COmpDaAnY Nl

YOUu Can NOw Process
oredit cards n QuetkBooks

We recommend you take & fow minutes sevw to lears mere about hovw QuickBooks Merchant Service
works in Quickhooks.
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How it Works:

Now that your QuickBooks is set up to accept payments, taking a credit card is easy!

Processing Credit Cards Through QuickBooks:

Go to thefiCustomed Menuin your QuickBooks Cl i ck on AReceive Paym
payment data into the Receive Paytrsareen as you normally wouldimply click the
box titled "Process Credit Card When Saving" to charge your customers credit card.

You can either fAswipeoO a credit card or key
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QuickBooks Business Services: Process Credit Card Payment

Enter credit card information

Swipe card or enter information manualy Vwhat is the benefit of 2wiping credit cards?

Armount Cardholder Information Credit Card Information
40.00 Mame [Bob Gardener | Credit Card Number [rococcoooonot 111 |
{as it appears on cand)
Street Address [ | Expiration Date [0 +[200s
(optionaly
Zip [oasss | Card Verification Code [~ | what is thie?

How is cardholder sddress verified? {optional)

= Voice Authorization Mumber (only applies if you had to call to obtain a voice authorization number)
Vo Authori

Complete this section only if you needed to call the authorization center to obtain a number for this transaction.

Woice Authorization Number I Learn more about Voice Autharization

= Wiza Corporate Card (only applies if the card is a Visa Corporate Card) %

If thi= i= a Viza Corporate Card

Y ou can aveid paying higher fees for this transaction by

=ending =ales tax data to Visa. This =tep i= not necessary 5
for other types of Visa cards.

How to identify this type of Visa card

*—— Tha name of the card should
include "Corporats”

JF— Card will mclude the\ies logo
Sales Tax Amount $ |0.00

Click the "Submit™ button to get approwal for this payment
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Fraud Detection
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The Street Address and ZIP Code entered match the address on file with the cardholder's
Financial instibution .

Card Security Code {C5C) Result

The C5C resulk was nok available For this transaction.
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Face to Face Transactions/Sales Receipt:

If you do fa@-to-face transactions, usecard reader. Credit Card data will be
automatically transmitted to QuickBooks and you can take advantage of our lew card
swiped rate.

To enter a Sales Receipt

1. Go to the ACustomerso menu and click AENt
2. Fi || in the top part of the form, includi
Met hodo.

3.Click the ATempl atedo drop down arrow and

youwant to use.

4. In the bottom part of the form, enter the items purchased.
Save the transactions.

Creating an Invoice:

1) Go to ACustomerso menu and click ACreate

2) From the ACustomer: Jobo drop down | i st,
customeior job.

3) Click the ATemplated drop down arrow and
want to use.

4) Click the ATermso drop down arrow and the

this customer

5) In the lower part of the form, enter each of the items angrtbyger quality that
the customer has purchased.

6) Click oOPrinto to print the invoice. Optio
check box to email the form later

7) Save the invoice.

Authorize and Capture:

Starting with QuickBooks 2008, you can validatel @neauthorize funds on a customer's
credit card at practically no coReturn to charge the card for the final amount at a later
time, after the transaction has been completed.

Go to the ACustomer o menu and selécect ACredit
AAut hori ze/ Capture Payment so.
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ACCB dlows you to take reoccurring payments from your customers.
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Common Questions

Hows does QuickBooks record
pavments autornatically’?

Merchant "best practices"

Print frthorization Fomm

Set Up Recuming Charge

How do | record a recuring charge

in QuickBooks?

Recurring Charges

me nu

Click a charge to wiews details or make changes. Sort any column by clicking the column title.

Mewt Bill D ate I Arnount § I Freq. I Recurring Charge I Ailerts I
o1./21/2008 20000 wWeeskly Jdirrny Hill - b anthily Stay Fee

ol /2642008 2000  Monthly don thunder 2 - wiza - maonthly fees

Ended 100,00 kMonthly Tim Brown - Member Fes

Each day charges are proceszed, a biling summary will be e-mailed to pou at: don_senna+topazmrdptcthresi@gls net

= 2002-2008 Intuit Inc. Al rights reserved.
Feedback | Legal Motices | Pivacy Statement

SECURE cears
PAYMEMT SYSTEM




To set up reoccurring payments, you will needtitam written permission from the
customer before making any changes to recurring charge, including the amount billed or
the credit card information

Print Authorization Form
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Amtomatic Credit Cand Billing Authorization Form

Ef yow would e 10 ergoy the convensence of untcmatic billing, simply complete the Credit Card
Enfarmation sestion balow wd sign the foam. Al sequested sdformation i mguized. Upon spproval we

wrill atAAcmatic ally bill yrowr cre dit <ard for the amoumt indicated and your total charge s will sppess on you
monthdy credit card statement. You may cencel \his sutometis biling suthoszation at sy tme by
comtactng us
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